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. |Ifissues 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
Treat all members of the school community with respect and dignity
Respecting differences and preferences of others, including teacher differences
Supporting school policies and values
Being respectful in their relationships and reinforcing their children’s good behaviour
Supporting the activities of their school and becoming involved where able to
Encouraging children to respect other students and school staff
Notify the school of student absences by electronic options or phone call to reception
Access communication information provided by the school - Connect notices, school newsletter.
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How our school communicates with parents/carers
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COMMUNICATION | WEBSITE | CONNECT | FACEBOOK | NEWSLETTER | FACE -TO- OTHER BY WHOM?
FACE
Parent v v v Teachers
Information
meetings
Celebrating v v v v Merit certificates Principal
teaching & Teachers
Learning School officer
Student Work v v Learning Journey night Teachers
samples Seesaw- optional for &students
tchs
Learning Journey v v v Teachers &
Night students
Enrolment Packs v Provided at front
including general office
school information
Operational v v Principal, DP,
Information teachers
Strategic v v v Board meetings Principal
Information School board
School Business v v v Schools online, Principal, MCS,
Plan reception, board School Officer
meetings
Individual student v Email. May require a Teachers & DPs
reports - RTP parent meeting
Documented Plans v On an ‘as needs’ basis. Teacher
Email, phone call if DP student
parents not available services
Annual Report v v Schools online, Principal
reception, school
board
Newsletter each v v School Officer
fortnight
Individual parent v v Email or phone call Teachers, parents
meetings DP student
services
Honour & Working v Student leaders Teacher
Together present certificates in DPs and Principal
certificates classrooms. Email/call
parents to inform
P&C events, v v v v v Classroom parent rep P&C executive,
meetings & emails. P&C P&C Reps
information Communication tree Facebook
provided to parents Newsletter
Annual Parent v v Connect email Principal
Surveys School officer
School Assemblies v v v v Teachers
School officer
ANZAC community v v v Student led. Parent / Yr 6 teacher
assembly guest speakers
Community events v v v v v School and P&C Principal, P&C
events Exec
DPs
School officer
Excursions v Permission notes teachers
home- parent helpers
requested to attend
Uniforms v v v P&C

School officer




COMMUNICATION | WEBSITE | CONNECT | FACEBOOK | NEWSLETTER | FACE -TO- | OTHER BY WHOM?
FACE
Special Events, v v v v Harmony Day parade- Principal
Arts Exhibition, parents invited to DP
Harmony Day attend Teachers
School officer
Parent events — v 4 4 v Email, P&C School officer
courses offered at communication, Principal
school eg. Triple P school Facebook
Parent information v v Reception School officer
booklets
Fees & Charges, v 4 MCS, school
excursion & officer, Connect
incursion costs
Formal Grievances Policy document Principal
Calendar year of Communication and Interactions - N s
Ry so
TERM ONE TERM TWO
o Beginning of year class information sessions for o Classroom curriculum updates in Week 1 and Week 6
parents o Semester One Reports Week 10 —Tuesday
o Classroom curriculum updates in Week 2 and Week 6 | o Documented Plans as required- teachers to
of each term via Connect communicate formally with parents
o Documented Plans as required- teachers to o parent contact will be made by teachers between the
communicate formally with parents hours of approximately 8-4pm on weekdays via face-
o parent contact may be made by teachers between 8- to-face meeting, phone, or email
4pm on weekdays via face-to-face meeting, phone, or
email
TERM THREE TERM FOUR
o Classroom curriculum updates in Week 1 and Week 6 | o Classroom curriculum updates in Week 1 and Week 6
o Learning Journeys Week 7- 3.15 pm —5.00 pm o Semester One Reports Week 10 —Tuesday
o Documented Plans as required- teachers to o Documented Plans as required- teacher to
communicate formally with parents communicate formally with parents
o parent contact may be made by teachers between o parent contact may be made by teachers between
the hours of 8-4pm on weekdays via face-to-face the hours of 8-4pm on weekdays via face-to-face
meeting, phone, or email 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
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Connect and Respect
Engagement

Expectations that promote learning, We all share a responsibility for providing a safe,
wellbeing and SﬂfEt':,r in all public supportive and productive envircnment, free from

, . bulbyireg, horassment, discrimination and violenos,
schools in Western Australia.
Parents and corers and other visitors to schools

Together we moke a difference. We welcome parents support safety by ensuring commmunication and

and other members of our diverse community inbo conduct ot school and school octivities is respectful.
schools ooross Western Australio. Student learning is Ewery student, staff member, parent or carer has the
strengthened when school staff, parents and carers right to feel sofe and be safe ot ouwr schools

are actively and positively involved in their education.

* FRCOONSS Svery Student B impartont * regpecting e diversity ol our schools and the right
o L tr an education for every child

= pontribute to o respectful schoal + ahwens commmunicating respectiully abeut aur
oLl sehwsals and our staff

= pramole and moos good behavious * rmat engaging in malicious or judgmentol gossip in

= work together with abeaff tes pesse e parsod, in wiiting, or on sociol media; abaul ol
S, O OB TS Students, stalfT and Schaol commianity membses

* respect the right af stoff te * raising concerns early with a stalf memiber, the
cligeennect fram work cutside of principal or the Departrnent of Education directhy
srhoal hiewurs * understonding somelimes COMmpromses o NECeLsory,

* share responsibility in creating saffe tor find an acceptable solution to concemd noSed

ard Secire karmang emdarenments understanding that abataces, barrers and
disappointrments ane part of the growth jourmey
Supporting children and young people to work
threwugh diffioulties and Build regilienoe

Communication * be muluoty respectiul appreciating that schaol stalT moy not be ovailalle
* pck s positive robe modeks o resperid e citely
= pectively help ta sohve concerms krorw'ing that stalf will respond to appropriate
» me the schools cammuracation cofmmurcation when they ore alble

channels and processes to address recjuedting o meseting to diRcuss army Concerns abault
COMCSTS your child's education — allowing stalt time to

prepane and apprecioling thedr tirme may be limited
rat using offendive, insulting and derodgotory
anguoge; and inoppropriate conduct

Being kind when interocting with others

Collaboration - work with the school to provide a sofe maintaining professional reloticnships that e
and productiee learming emdaronmment apary, honest and respectiul

= engure your child ottends ool reody tsking respongibility for your child orfiving and

e learn erTing School Safely on time every Doy
= b el suppart the sehool's = fupporting your child o understand and Tollaw
Student Good Standing Policy the Student Good Standing requirermnents

» seiwedule meetings of an agreed time, Stheduling an appointment to meet with the
for an agreed purpose teacher or principo




Our schools are committed to providing
quality education to all students in

a safe, inclusive and caring learning
environment. We value working
together with parents and families

as critical partners in student
learning coutcomes.

Sehools draw on the diversity and strengths of
lecal communities to create opportunities to work
callabaratively and set directions for shudents
Busilding mwtually respectful relationahips with eoch
lecal community & fundamental to this,

A seheol cormmunity conboing o wide variety of
indivichuals and groups who strive towork together to
educate students to become confident, well-educated
yourn peaple; prepared to leod hopgry, successiul fees

earcd sk coniributions to local and global cormmumilies,

Selred staff will engodge with families to understard
e inlerasts, p&l’ﬁﬁr’ll’:ﬁﬁ!ﬁ carsd Fseds of their childran
All students need access to a quality education within
goafe o Secure learming emironments, and with the

rigght supports to progress and achieve.

Thwere mucry be times during your child's schooding
witvery adlditional support is nesded, Or G arise.
aur s heal will suppert youw and your child ta
productivehy resohe these issues and we encouroge
you to raise concems as early os possible

Sheared and retpectfiul sxpectations and values
wiill erable us to work together in the best inberests
el our children

Commmunicoti o bebwesn you and your scheal

i an important pert of yaur chilkd's education
Sehoal communities thrive an open eommunication
wheren staff, students, porents and corers hove
opportunities to shore good news, disouss S
ard Fricanten on apen dialogue

Lehoals anre mode up of hard-warking and
dedicoted professionmals vibo will listen, care and
regpend o your concerms and wedk with you to
regalve complaints. We herve found over time
evien the most challenging of circurstances can
be worked throuwgh, You con expect some of the
Fiol lawwairngy Fircem your school;

= regular commurscation through schoal
approved channek

* reports an your child's progress and achisvernent

= celebration of your child's achievements

= notification of any serious single Bue
OF SR Edues concerning your child

s seheduled apportunities te messt with
bh cleritrearm becoches

o gt opportunities to mest wilh the teoc her,
by appaintrment

« updotes ahout rmportant develapments
inyaur child's class

= potificaticrs or Fvitatons to school events

o opportunities b provide respectiol and
productive fesdback,

All students need access toa
quality education within safe and
secure learning environments.



Cwir staff heve families ond personal lives toa,

arud like all prafessionals, work at ther baat when
thesy hierve a gquality werk-life balonce. Panents and
cowrers should not expect:

« school stalff to returmn calls after woek hours

« emails o be aondwered in the evenings
or weekernds

o occess o beochers’ privabe phorme nuem bers
OF ermcik

= ghaff to meset with porents and corers, without
ar appoatrhent, durig a school dey

ot be allowed on a school site if you o
harassed or been aggressive towards schoal shaff,

You should cantact your child's school if:

« wou henve concerrs about your child's acodemic
or Socicl progress

o rriedical isswes arise or dicgrosis dhanges

+ there ane changes in family cireumstonoes

= theere ore sofety Bsues of chonges in beboviour
ol Fuseree

o gocial isgiees arge that could impoct the safety
arnd wellfare of students at the school
« e want bo make or reschedule an appointment.

« spenking to staff disrespectfully or agogressieely,
especially in front of yeur child or ather sbudents

o Expecting o meet with sboff during the schood
dieny wil ot can cppaintment

o wisiting the clossroom during the teacher's
preparation time before school

o using social media platfarms inaparopriobehy
arnd disrespectiully

«  malicious o judgrmenital gossip

o By everyane ploying a part in providing
soffe, positive kearming environments and
opportunities for our students, we enable
thern bo be the best they can be

Communication methods

Elecbroaic cammunioatean, such o amail, =
apprapriate for shart, non-urgent ond positive forms
of cormmurecation It is not oppropriote for mane
camplex or emotiondd Situaticns. In thege cases
parents shoukd request a foce-to-foce meeting so
thot issues con b given the time ard attention they
deferve. [ in doubt, spesak to your Schesal

Concerns and complaints

Conboct your School o8 eary o8 pessible f you howee
cancermd. | you are not sure who to Speak to, you can
stort with your child's teccher. For Same maltters, it
mcny b op propriote ta talk directhy to your child's year
cadrderEator, Schess| adrministralion stall of principal

I e hove aoppreachesd your child's school But
herven't been able to resodve the Bsue, refer to
our complaints process to exdplore your apiions
educationwaedu au/compdainks

Shared and respectful expectations

and values will enable us to work together
in the best interests of our children.
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