[image: image1.png]ARAYON
M!!EIIGHTSG

PUBLIC
SCHOOL

z | L_3)
eVER FORWARp




                  MARAYONG HEIGHTS PUBLIC SCHOOL

Communication Procedures 2020
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Marayong Heights Public School is committed to providing a safe, inclusive and supportive educational environment, by working together with our school community to value and promote open communication, respect, fairness and positive relationships. 

We believe that the relationship between home and school is critical to ensure that:
· Our students feel happy, safe and ready to learn,

· Our staff feel valued and informed, and

· Our school community feels supported and engaged. 

At our school, communication is central to everything we do. We communicate through a number of modes to promote understanding and collaboration between the school, parents, students and the wider community.
Who to speak with at our school.
From time to time parents or other members of the school community may need to approach the school in order to: 

· discuss the progress or wellbeing of their own child 

· express concern about actions of other students 

· enquire about school policy or practice 

· express concern about actions of staff 

It is therefore necessary to have procedures that will help solve problems as soon as possible so that a safe and harmonious school environment is maintained. The best results usually flow from working together. 

The following information aims to: 

· provide a guide in order that concerns are dealt with in an open and fair manner

· ensure that the rights of students, staff and parents are respected and upheld

· support sensitivity and confidentiality 

· help reach an agreed solution.

Communication with class teachers:
If you wish to share information in relation to your child, or have concerns in relation to the academic progress or wellbeing of your own child, please speak with your child’s teacher to discuss the concerns.  It is important that parents and carers keep their child’s teacher informed of anything that may impact on their child’s wellbeing and/or learning, in order for the teacher to support your child.  For quick matters, immediately before or after school are ideal times. Unfortunately, if your child’s teacher is on playground duty or if they are teaching, they will not be able to speak with you. For more involved or confidential matters, please contact the office so that a time can be organised for you to talk to the teacher in an unhurried and confidential atmosphere. 

Parents or carers wishing to discuss concerns with an Assistant Principal, the Deputy Principal or the Principal regarding their child, will in most cases, needed to have spoken to the class teacher about their concerns first. 
Communication with other school staff:

If you have concerns about another child, either speak with the classroom teacher or contact the office to make an appointment to meet with an Assistant Principal. 
If you have concerns about school procedures or policy or actions of a staff member, contact the office and let them know what your concerns are and make an appointment to see the Principal or the Deputy Principal. 

Should your concerns relate to a possible risk of harm to a student, a staff member or a member of the school community, please inform the office staff immediately, who will inform the Principal. The Principal will then determine who the most appropriate person is to deal with the concern and ensure that contact is made as soon as possible. 

Issues between students and families:
Please remember that no parent should directly approach another person’s child or their parents with a school-related or non-school related matter on school grounds.  The school will deal with issues between students as part of the school’s Discipline and Wellbeing policy. Please contact the office to make an appointment to see the Principal or the Deputy Principal. 
Ways the school communicates with the school community
	Practice
	Purpose
	When/How



	Assemblies 
(Whole School)
	- To recognise, share and celebrate achievements and successes with students and parents
	Term 1 – Weeks 6 & 11

Term 2/3 – Weeks 5 & 10

Term 4 – Week 5 only

- Letter inviting parents or carers of student receiving award sent home 2 weeks prior to assembly.

- Assembly Dates published on calendar on website, newsletter and school app.



	Email
	- For parents to communicate personally with the school.

- For staff to communicate personally with parents and carers.
	As required

- Parents and carers use the school email address and the school will forward to relevant staff

- Staff use the school email address to reply to parents and carers where appropriate



	Facebook
	- Reminders for events or celebrations that have already been advertised through other forms of communication.

- For photos showcasing student achievement and celebration of individual students, and school events.


	As required 

	Informal Meetings
	- To share relevant information and to discuss student achievement, progress and concerns.
	As required

- Can be initiated by parents, carers, teachers or other school staff.



	Newsletter
	- The school’s first avenue to communicate key information, events, news and achievements to the school community.
	Fortnightly – even weeks
- Emailed to all parents who have the school app

- Published on school website

- Link shared on Facebook

- Sent home with students to families who have requested a paper copy



	Notes
	- To communicate key events and information to the school community.
- To provide information about planned school events and excursions.

 
	Dedicated note day – Thursday

- Paper copies sent home with students

- electronic copies available on the website and school app



	Parent/Teacher Interviews
	- To provide the opportunity for teachers and parents and carers to discuss student achievement, progress and concerns.

	Last week of Term 1
- Note sent home 2 weeks prior to interviews

- Parents book interview times online.



	Positive Parent Contact
	- To build positive relationships with parents and carers, showing that each student is important to us and known, valued and cared for.

	Within the first 2-3 weeks of each term.
- Class teachers speak with parents and carers either face-to-face or by phone. 

	Practice
	Purpose
	When/How



	P&C Meetings
	- To provide opportunities for parents and carers and the wider community to be involved in the decision-making process to support our students and school community.


	Third Tuesday of each month.

- Alternate day and night meetings

- Meeting date and time published on calendar on website, in newsletter and on school app.



	Seesaw
	- To provide opportunities for parents and carers to share in their child's learning in the classroom.
- For teachers to share class and student achievements and experiences.


	Regularly
- Parents and carers are sent a note in Term 1 to give permission for their child to use Seesaw. 

- Parents and carers are requested not to use Seesaw as a communication tool to send personal messages to teachers. 



	School App
	- Reminders for events or celebrations that have already been advertised through other forms of communication.

- For parents and carers to access school notes

	As required.

	Student Reports
	- To provide a comprehensive report about students’ academic progress, social development and work habits.

	End of each Semester.

	Website 
	- To provide access to school and Department of Education information and policies, newsletters, upcoming events and school notes.

	Updated as required.
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