
How to Contact Us Guide 
This guide has been created to help parents and carers navigate our new communications system, ensuring that enquiries are

directed to the right place and responded to as efficiently as possible.

 

Step One: Visit the Website and Chose Relevant Option

Visit www.beaconhillacademy.org.uk, go to the Contact Us section, and select the option “Parent/Carer/Learner – Get in Touch.

Step Two: Enter Your Contact Details

A form will appear asking for your contact information. Complete this section so a support ticket can be generated for

your query.

Step Three and Four: Complete the Query

Form

Complete the query form by filling in all required fields,

then use the drop-down menu to select the correct

reason for your query. If your reason isn’t listed, choose

“Other” and provide a detailed explanation in the text

box before clicking Submit. 



How to Contact Us Guide - Tracking Your Ticket 

Track Your Ticket

Once submitted, you’ll receive an email with your ticket number. To check the progress of your query, return to the

tracking section, enter your email address and ticket number, and view the status.

Safeguarding and Urgent Matters 
If your concern relates to safeguarding or is urgent, please contact the academy immediately
by phone on 01902 677754. 
Examples of safeguarding concerns include: 

Suspected physical, emotional, or sexual abuse 
Neglect (e.g., lack of food, clothing, supervision) 
Bullying or harassment 
Online safety concerns 
Risk of harm from others or self-harm 


