
 

COMMUNICATION PROTOCOLS - School Communities Working Together                   

Department of Education - we achieve strong communication protocols through our relationships, good communication 

and working together. 

We do this by- Creating positive environments, Promoting Respectful Relationships, Communicating Well and Working 

Together. 

Parents/carers have opportunities to speak with or write/email a member of staff to raise any issues of concern, provide 

feedback or make suggestions. 

Teachers and school staff may not be available to respond immediately, however they will make every effort to 

response, generally during school hours, within a reasonable timeframe. 

At Mount Pleasant Primary School, we believe that every student is capable of successful learning. A high priority is 
given to building and maintaining positive relationships between staff, students, and parents. 

There is a strong collegial culture of mutual trust and support among teachers and school leaders. Parents are treated as 
partners in the promotions of student learning and wellbeing.  

The school works to maintain a learning environment that is safe, respectful, tolerant, inclusive and that promotes 
intellectual rigour.  

We value – respect, diversity, responsibility, gratitude, kindness, and resilience 

Our communication processes reflect our school values. We communicate to inform, to learn and when we work 

together, we strengthen our collective effectiveness. 

The school adopts an on balanced approach to the amount of information provided with respect to what is reasonable 

and reflective of workload implications. We will follow the guidelines below regarding communication- 

1. The school & teachers will respond to emails within three business days 

2. School emails are monitored between approximately 8am and 4pm on weekdays. Emails will be responded to 

within these hours of operation 

3. If issues or concerns cannot be resolved within two email exchanges, either party can request a face-to-face or 

virtual meeting 

4. If concerns relate to classroom operations, please contact the teacher, and arrange a meeting 

5. If a complaint relates to a specific staff member or a school wide issue, contact the office and arrange a meeting 

with the Principal 

6. If a complaint relates to the Principal, please contact Regional Office 

7. The school will contact parents and carers if it believes a greater degree of communication and interaction will 

support a child’s ability to progress 

8. To ensure appropriate time and attention is given to meetings parent-teacher meetings will not occur between 

8.30-8.45 or between 2.55-3.10 unless in the case of an emergency or a formal pre-arrangement 

Role of school staff 

o Welcome and encourage parents/carers to participate in their child’s education 
o Communicate information and respond to enquiries in a variety of inclusive ways, reflective of the school 

community 
o Maintain professional relationships that are open, honest, and respectful 
o Value every family and respect their differences 
o Work with parents/carers to identify and promote the individual needs of each child. 
Role of parents and carers 
o Treat all members of the school community with respect and dignity 
o Respecting differences and preferences of others, including teacher differences 
o Supporting school policies and values 
o Being respectful in their relationships and reinforcing their children’s good behaviour 
o Supporting the activities of their school and becoming involved where able to 
o Encouraging children to respect other students and school staff 
o Notify the school of student absences by electronic options or phone call to reception 
o Access communication information provided by the school - Connect notices, school newsletter. 
 

 



How our school communicates with parents/carers 

COMMUNICATION WEBSITE CONNECT FACEBOOK NEWSLETTER FACE -TO-
FACE 

OTHER BY WHOM? 

Parent 
Information 
meetings 

 ✓  ✓ ✓  Teachers  

Celebrating 
teaching & 
Learning 

 ✓ ✓ ✓ ✓  Merit certificates  Principal 
Teachers  

School officer 

Student Work 
samples 

 ✓   ✓ Learning Journey night 
Seesaw- optional for 
tchs 

Teachers 
&students 

Learning Journey 
Night 

 ✓  ✓ ✓  Teachers & 
students 

Enrolment Packs 
including general 
school information 

    ✓ Provided at front 
office 

 

Operational 
Information 

 ✓  ✓   Principal, DP, 
teachers 

Strategic 
Information 

✓ ✓   ✓ Board meetings Principal  
School board 

School Business 
Plan 

✓ ✓  ✓  Schools online, 
reception, board 
meetings 

Principal, MCS, 
School Officer 

Individual student 
reports - RTP 

 ✓    Email. May require a 
parent meeting 

Teachers & DPs 

Documented Plans     ✓ On an ‘as needs’ basis. 
Email, phone call if 
parents not available 

Teacher 
DP student 

services 

Annual Report ✓ ✓    Schools online, 
reception, school 
board 

Principal 

Newsletter each 
fortnight 
 

✓ ✓     School Officer 

Individual parent 
meetings 

   ✓ ✓ Email or phone call Teachers, parents 
DP student 

services 

Honour & Working 
Together 
certificates 

   ✓  Student leaders 
present certificates in 
classrooms. Email/call 
parents to inform  

Teacher 
DPs and Principal 

P&C events, 
meetings & 
information 

✓ ✓ ✓ ✓ ✓ Classroom parent rep 
emails. P&C 
Communication tree 
provided to parents 

P&C executive, 
P&C Reps 
Facebook 

Newsletter 

Annual Parent 
Surveys 

 ✓  ✓  Connect email Principal 
School officer 

School Assemblies ✓  ✓ ✓ ✓  Teachers 
School officer 

ANZAC community 
assembly 

 ✓  ✓ ✓ Student led. Parent /  
guest speakers 

Yr 6 teacher 

Community events ✓ ✓ ✓ ✓ ✓ School and P&C 
events 

Principal, P&C 
Exec 
DPs 

School officer 

Excursions 
 

 ✓    Permission notes 
home- parent helpers 
requested to attend 

teachers 

Uniforms  ✓ ✓ ✓   P&C 
School officer 



COMMUNICATION WEBSITE CONNECT FACEBOOK NEWSLETTER FACE -TO-
FACE 

OTHER BY WHOM? 

Special Events, 
Arts Exhibition, 
Harmony Day 

✓ ✓ ✓  ✓ Harmony Day parade- 
parents invited to 
attend 

Principal  
DP 

Teachers 
School officer 

Parent events – 
courses offered at 
school eg. Triple P 

✓ ✓ ✓  ✓ Email, P&C 
communication, 
school Facebook 

School officer 
Principal 

Parent information 
booklets 

✓    ✓ Reception  School officer 

Fees & Charges, 
excursion & 
incursion costs 

 ✓  ✓   MCS, school 
officer, Connect 

Formal Grievances      Policy document Principal 
 

 

Calendar year of Communication and Interactions   

TERM ONE 
o Beginning of year class information sessions for 

parents 
o Classroom curriculum updates in Week 2 and Week 6 

of each term via Connect 
o Documented Plans as required- teachers to 

communicate formally with parents 
o parent contact may be made by teachers between 8-

4pm on weekdays via face-to-face meeting, phone, or 
email 

TERM TWO 
o Classroom curriculum updates in Week 1 and Week 6 
o Semester One Reports Week 10 –Tuesday 
o Documented Plans as required- teachers to 

communicate formally with parents  
o parent contact will be made by teachers between the 

hours of approximately 8-4pm on weekdays via face-
to-face meeting, phone, or email  

 TERM THREE 
o Classroom curriculum updates in Week 1 and Week 6 
o Learning Journeys Week 7- 3.15 pm – 5.00 pm 
o Documented Plans as required- teachers to 

communicate formally with parents 
o parent contact may be made by teachers between 

the hours of 8-4pm on weekdays via face-to-face 
meeting, phone, or email 

TERM FOUR 
o Classroom curriculum updates in Week 1 and Week 6 
o Semester One Reports Week 10 –Tuesday 
o Documented Plans as required- teacher to 

communicate formally with parents 
o parent contact may be made by teachers between 

the hours of 8-4pm on weekdays via face-to-face 
meeting, phone, or email 

o Kindy to PP information session for parents 
o Connecting to kindy for new kindy enrolments the 

following year 

Teachers to communicate student updates and celebrations, at least once, to all parents either informally or formally 

throughout the year. i.e. Honour and Working Together certificates, email, morning/after school chat or face-to-face 

meetings.  

GLOSSARY OF TERMS 

RTP – Reporting to Parents. Formal reports sent home to parents at the end of semester One and Semester Two  
Documented Plans – personalised plans for students known as a Documented Plan  
Connect – the Department of Education Western Australia endorsed communication platform  
*Seesaw – an online platform for sharing student work samples with parents/carers. 
 
*This is not a mandated Department of Education Western Australia platform and teachers may opt to use this 

** the following attachments are part of the Department of Education suite of documents Standing Together Against 

Violence 

To be reviewed: April 2025 

 

  



  



  



 


