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School Communication Policy
Introductory Statement:
This policy was created by the staff of Presentation Primary School, the Board of Management and the parent body in November 2021.

Good communication is essential in the provision of education and it is important that there are suitable pathways of communication available to parents. It is also recognised that staff and pupils have the right to a safe, secure, disruption-free environment and to be treated with due respect. 

Parents/Guardians are always welcome to meet with teachers / principal, by appointment, during the school year to discuss concerns about their child or to check on their child’s progress.  It is impossible to give parents/guardians full attention if they arrive unexpectedly at the school, therefore making an appointment is necessary. 

The family and home are central to the social and intellectual development of the child and the nurturing of good, moral values. The school and the family strive to be mutually supportive and respectful of each other so that the child’s education can be effective. All the stakeholders aim to work for the benefit of the child and their learning. 


Rationale:
The need for this policy arises from:-
1. Recognition that communication is an essential part of partnership and it is important that all communication takes place in a spirit of mutual respect and courtesy. 
2. Section 28, Education Act 1998 which requires procedures to be in place for processing complaints by parents/guardians prescribed for all schools under the Act.

Relationship to School Ethos:
The school promotes positive home – school contacts and endeavours to enhance the self-esteem of everyone within the school community.  The policy contributes towards those ideals.

Aims/Objectives:
· To afford parents/guardians/teachers an opportunity to liaise with each other and to foster fruitful and trusting relationships between school and parents/guardians
· To afford parents/guardians an opportunity to express opinions/grievances through the framework of a defined procedure
· To minimise conflict by tackling problems early




Expected Behaviour within the School:
Positive and respectful communication is of importance within our school. This not only extends to the children but to all of the stakeholders e.g. the staff, parents/guardians and the wider community.  
Anyone entering our building should feel safe to do so. While the behaviour of children in our school is of vital importance, adults in the school community also have a responsibility to ensure their own behaviour models the types of behaviour expected of children.  

It is important that all stakeholders are responsible for their own behaviours in the school.  
· All stakeholders are expected to speak to each other with respect.  Shouting or other aggressive tones are not acceptable.  If a stakeholder displays anger or aggression to another member of the school community, he/she may be asked to leave the building.  In cases where a staff member feels threatened or in danger, the Gardaí may be called.
· All stakeholders will treat our children with the utmost respect while on the premises.
· Staff should not be asked to speak about another parent’s child. The staff of the school will respect your child’s right to privacy so it is asked that parents/guardians respect other children’s rights to privacy.
· When stakeholders meet, it is important to respect that the length of meetings should be kept to a reasonable amount of time.  A timeframe for meetings should be agreed beforehand and this should be adhered to as much as possible.


Safety, Health and Welfare at Work Act:
The Safety, Health and Welfare at Work Act became operative on 1 November 1989.  It is an important piece of legislation for B.o.M. and for those who work in schools, as schools and colleges were brought under the scope of safety legislation for the first time.

It is recognised that any person within the school community may be at risk from violence in the form of verbal abuse, threats, assaults or other forms of intimidation.  This behaviour may come from pupils, parents, guardians, other staff members or intruders.

In this respect, all staff should be aware of DES Circular 40/97 which deals with the procedures to follow if they feel they have been subjected to any of the above behaviours.  


Parents/Guardians are thus encouraged to: 
· Develop close links with the school
· Participate in meetings in a positive and respectful manner, affirming the professional role of the staff and all staff members in the school
· Collaborate with the school in developing the full potential of their children
· Share the responsibility of seeing that the school remains true to its ethos, values and distinctive character
· Become actively involved in the school/Parents’ Council
· Participate in policy and decision-making processes affecting them



Structures in place to facilitate open communication & consultation with parents/guardians include:
· Aladdin School Connect is our primary communication tool
· Formal Parent/teacher meetings in November
· An Induction Day for Newly Enrolled Pupils – May/June
· Parents/Guardians receive school report on each pupil at the end of each school year
· Meetings with parents/guardians whose children have additional educational needs
· Our website: www.presprimarythurles.ie
· Social Media – Facebook, Instagram & Twitter
· Parents’ Council -  parents/guardians are invited to discuss and contribute to the drafting and review of all school policies. 
· A Homework Diary is used to relay messages between parents and teachers. 
· Parents/Guardians are invited to events throughout the year e.g.  school masses 


 In-School Procedures:
· Our school app, Aladdin Connect, provides parents and staff with an efficient and secure means of communication.
· An appointment can be made by:
· Writing a note to the teacher on Aladdin or in the child’s diary or by letter, requesting an appointment, including a brief outline of why the meeting is being requested. 
· Ringing the school telephone number (0504-22331) between 9am and 2.15pm. The secretary will consult with class teacher and then inform parent of suitable time. Again, a brief outline of why the meeting is being requested should be shared with the teacher, prior to meeting
· At all times, parent / teacher consultations should take place out of hearing of the child in question, other pupils and other parents/guardians.  If a known/potential sensitive issue is being discussed, it is advisable to have other teacher / principal present. Teachers should inform parents/guardians prior to the meeting of that intention. Staff involved may keep records of such meetings.
· Important meetings should  take place in private and not on corridors or at the school gate.
· In all matters pertaining to the wellbeing and education of pupils, only the parents/legal guardians named on the enrolment form will be consulted by staff.
· Should you need to bring in an item to your child or relay a message to the teacher please come directly to the office via the main door. 
· All calls and contact should be done through the school secretary or school phone number. It is never appropriate to contact a teacher, principal or an SNA outside of school hours or on their own personal mobile to discuss a school related matter.
· It is never acceptable to contact a teacher, the principal or an SNA through social media to discuss a school related matter..
· Teaching time is from 8:50am to 2.30pm and this should not be interrupted unless absolutely necessary.  
· All communication sent from the school will be sent to the child’s home address as given on the enrolment form, unless otherwise requested by parents/guardians
· In the case of separated parents, requests can be made by both parents to meet their child’s teacher(s) individually for parent/teacher meetings
When and How to Communicate

Parents will have a variety of reasons to contact or communicate with the school. Here is a simple guide:

Attendance related communications can be communicated to the school through Aladdin. Here parents can explain absences, prior to, or after a pupil has missed a school day.

Simple notes relating to homework, events, early collections etc. can be communicated to the class teacher via Aladdin also. In the Attendance and Notes section, a parent can send a short message to the teacher.

Concerns or complaints are more serious and are best discussed in person. If a parent has a concern or complaint they should follow the following procedure:
1. Contact the school to arrange a meeting or phone call with the class teacher.
2. If this does not resolve the issue, the parent should contact the school to arrange a meeting or phone call with the principal.
3. If this does not resolve the issue, the parent should then follow the procures outlined on the Parents Complaints Procedure Policy which is available on our website http://presprimarythurles.ie/wp-content/uploads/2021/10/Complaints-Procedures-by-Parents-2014.doc 

Reporting to Parents/Guardians:
Parents have the primary responsibility for their children’s learning and development. Schools can strengthen the capacity of parents to support their children in this way by sharing meaningful information with parents about the progress that children are achieving in the education system. This information needs to draw on the different sources of evidence that staffs use, such as conversations with the learner, data-collection and documented progress on objectives and milestones reached in their short and long-term planning, examination of students’ own self-assessment data, documented observations of the learner’s engagement with tasks, outcomes of other assessment tasks and tests, and examples of students’ work. In turn, parents/guardians will often be able to enrich staffs knowledge of their students’ progress through providing further information about the students’ learning at home.

Parent/Teacher Meetings: 
Formal Parent/Teacher meetings will be held once a year for all classes (Circular 14/04). Where possible they will be held in November.  They will be initiated by the school staff and details regarding time, etc. will be worked out by the class teacher, in consultation with parents/guardians. They will be given the opportunity to reschedule the proposed appointment time, citing preferred times on a note to the class teacher. The school will attempt to co-ordinate times where siblings are concerned. Meetings will take place in classrooms and support rooms. The teachers use prepared guidelines for the meetings and collaborate in advance about the progress of individual children. 




The purpose of the Parent/Teacher meeting is:
· To establish and maintain good communication between the school and parents/guardians 
· To let parents/guardians know how their children are progressing in school
· To help teachers/parents/guardians get to know the children better as individuals
· To help children realise that home and school are working together
· To meet demands for accountability
· To share with the parent any problems and difficulties the child may have in school
· To review with the parent the child’s experience of schooling
· To learn more about the child from the parent’s perspective
· To learn more about parental opinions on what the school is doing
· To identify areas of tension and disagreement
· To identify ways in which parents/guardians can help their children
· To recognise and acknowledge progress made.
· To further discuss with parents/guardians the standardised test results 

Formal Meetings regarding School Support Plans:
Pupils with additional educational needs sometimes require a School Support Plan to be compiled. This plan outlines a tailored programme of work to be completed over a period of time. Formal timetabled parent/staff meetings on the subject of the School Support Plan will take place in November also. However, if a parent wishes to arrange a meeting at any stage during the year to discuss any matter relating to their child’s education, they may do so by prior appointment.

Report Cards:
End-of-Year Reports will be issued to parents/guardians at least one week prior to summer holidays. 
The school will help parents/guardians to understand fully the evidence of learning that the school reports to them, especially information from any standardised tests. The NCCA has provided a range of standard report templates to assist schools in reporting information about the progress of primary pupils to parents/guardians, including information from standardised tests. 
The report cards provide for reporting in four key areas:
• The child’s learning and achievement across the curriculum
• The child’s learning dispositions
• The child’s social and personal development
• Ways in which parents/guardians can support their child’s learning

Informal  Meetings:
Formal timetabled parent/teacher meetings take place in November. However, if a parent wishes to arrange a meeting at any stage during the year to discuss their child, they may do so by prior appointment.
Meetings with the class teacher at the class door or the gate to discuss a concern/ child’s progress are discouraged on a number of grounds:
(a) Staff members cannot adequately supervise a class while at the same time speaking to a parent
(b) It is difficult to be discreet when so many children are standing close by
(c) It can be embarrassing for a child when his parent is talking to a staff member in public
Occasions occur where a parent needs to speak to a staff member urgently. Sometimes these meetings need to take place without prior notice. The Principal will aim to facilitate such meetings making every effort to ensure that the children in the class do not lose out on any of the teaching/learning time.

Complaints Procedure: 
The Board of Management of Presentation Primary School has adopted the Complaints Procedure, agreed by the teachers’ union and management bodies, which provides a mechanism for dealing with parental complaints against a teacher as set out in Section 28 of the Education Act 1998. It must be noted that the Board of Management is a separate entity and any queries, concerns or issues must be brought through the proper channel, namely through the procedures, as outlined in the relevant policy. 
Please see the full policy for an outline of the procedures involved which is available on the school website or through the office.

The Right to Disconnect: 
The Board of Management recognise that staff members have the right to disconnect and disengage from work related communications outside of regular working hours. Parents and staff are asked to be mindful that communications may not be responded to until the next working day.

Success Criteria:
· Parent/Teacher satisfaction
· Positive school community feedback
· Increased awareness of pupil progress and early identification of needs
· Optimum achievement for pupils
· Swift and efficient resolution of grievances
· Reviews of school policies as issues arise

Implementation & Review:
This policy will take effect from January 2022
This policy will be reviewed by the B.O.M. every five years as per the school policy review schedule.

Ratification and Communication:
· This Parent Teacher Communication Policy has been prepared on the conditions that exist in the school at the time of writing.  It may be altered, revised or updated at a future date to comply with any changes in conditions
· The B.O.M. officially ratified the policy on ________________

Signed:  

 Chairperson of the B.O.M.
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Dear Parent/Guardian,

We have recently drafted a school policy in relation to how parents/guardians can best communicate with their child’s teacher or principal. We hope this policy clarifies the best means by which we can share information and work together effectively. The following letter is a summary of the policy. The policy is available on our website or on request from the school secretary.

It is important to know that parents/guardians are always welcome to meet with teachers or the principal, by appointment, during the school year to discuss concerns about their child or to check on their child’s progress.  The secretary is available from 8:50a.m. to 2:15pm to accept messages, make appointments on your behalf etc. On arrival to the school, please go straight to the secretary’s office. 

It is important that all stakeholders are responsible for their own behaviours in the school.  
· All stakeholders are expected to speak to each other with respect. 
· All stakeholders will treat pupils with the utmost respect while on the premises.
· Staff should not be asked to speak about another parent’s child. 

The followings are the agreed means by which to best communicate with school staff:
· Our school app, Aladdin Connect, provides parents and staff with an efficient and secure means of communication.
· Each teacher has their own school designated @presprimarythurles.ie email address which is available from our website. 
· An appointment can be made by:
· Writing a note to the teacher on Aladdin or in the child’s diary or by letter, requesting an appointment, including a brief outline of why the meeting is being requested. 
· Ringing one of the school telephone numbers (0504-22331 or 083 0884122) between 9am and 2.15pm. The secretary will consult with class teacher and then inform parent of suitable time. Again, a brief outline of why the meeting is being requested should be shared with the teacher, prior to meeting
· At all times, parent / teacher consultations should take place out of hearing of the child in question, other pupils and other parents/guardians.  If a potential sensitive issue is being discussed, it is advisable to have other teacher / principal present. 
· All calls and contact should be done through the school secretary or school phone number. It is never appropriate to contact a teacher, the principal an SNA outside of school hours or on their own personal mobile to discuss a school related matter.
· It is never acceptable to contact a teacher, the principal or an SNA through social media such as Facebook, Twitter, WhatsApp, etc to discuss a school related matter..
· Teaching time is from 8:50am to 2.30pm and this should not be interrupted unless absolutely necessary.  
· Important meetings should take place in private and not on corridors or at the school gate.
· In all matters pertaining to the wellbeing and education of pupils, only the parents/legal guardians named on the enrolment form will be consulted by staff.
· Should you need to bring in an item to your child or relay a message to the teacher please come directly to the school office via the main door. 
· All communication sent from the school will be sent to the child’s home address as given on the enrolment form, unless otherwise requested by parents/guardians
· In the case of separated parents, requests can be made by both parents to meet their child’s teacher(s) individually for parent/teacher meetings


Please refer to parent/teacher communication policy for all other information.  

We thank you for your co-operation with the above 


Yours sincerely,

___________________ 
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