Spencer County Elementary School 

Customer Service Plan

“Celebrate Learning”
At Spencer County Elementary School, Open House is the beginning of a relationship with our parents and students.  To assure an informative and structured Open House: 

· School facilities will be clean and presentable.
· The Principal and Office staff will present the agenda for the evening to parents and students.  They will also discuss procedures and school-wide expectations for the year.
· Teachers will introduce themselves through newsletters, brochures, teacher boards, or orally.
· Teachers will provide needed information, answer questions, and assist parents in properly completing required forms.  
At Spencer County Elementary School, guests will be greeted with a courteous and welcoming smile from our Office Staff.  Our Office Staff will work with our guests to assist and direct them promptly.  
At Spencer County Elementary School, effective communication is essential.  In order to ensure effective communication, the faculty and staff will:

· Return missed phone calls and reply to emails within a 24-hour period when feasible.

· Communicate early and often by making a personal phone call or e-mail to parents within the first month of school for each child. 

· Send positive notes or emails throughout the school year to students.

· Provide weekly or monthly newsletters about learning and events within the classroom.

· Invite parents to parent-teacher conferences with a personal phone call or note.  

· Keep confidential information confidential.
· Promote a positive partnership with your students’ families. 

At Spencer County Elementary School our school facility is the foundation of our students’ learning.  Our faculty and staff will:

· Keep hallways and front office area clean and maintained to the highest standards.

· Ensure a clean and healthy cafeteria with inviting aromas.

· Care for and clean classrooms and restrooms to ensure a healthy learning environment.

· Greet visitors/parents in a friendly manner.  

· Alert administration about possible hazardous problems.

· Assure that people who rent facilities are treated in a professional manner.

· Dress as a professional or maintain a neat and clean appearance with regards to clothing.

· Recognize students’ high quality work throughout hallways and bulletin boards.
· Speak positively about our school and its employees when conversing with families and members of the community.  
· Establish a friendly and humorous relationship with students.  

· Be good listeners to our students and their parents.  

· Greet or compliment all students they encounter.
At Spencer County Elementary we strive to communicate and assist parents who have concerns in a positive manner.  Our faculty and staff will:

· Own the parents questions or concerns.

· Address any concerns or issues that parents may have immediately and follow through on the issue with the administrators.  

· Ask questions to help clarify understanding of the situation. 
· Offer options to the parent and agree on a solution.  

· Listen attentively and express empathy for their concerns.

· Follow-up on the issue to ensure the problem has been resolved.
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