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BLAKEBROOK PUBLIC SCHOOL

COMMUNICATIONS & PARENT/CARER
 INVOLVEMENT 

POLICY

Communicating With and Involving Parents and Carers at Blakebrook Public School

PARENT INFORMATION

TALKING TO OUR SCHOOL 

The relationship between home and school plays a very important part in a child's education. 

Communication between School and Parents is seen as essential to promote a mutual understanding between both parties to enhance the quality of education at this school. With effective communication it is believed that a more supportive environment will develop.

We cannot overestimate the critical role parents play in successful learning: parents contribute much to their child's development and are among the most important influences on the way in which the child approaches learning. 

Teachers are responsible for the more formal aspects of childrens learning, and successful teaching builds on the home experiences of the child. This is most effective where there is an active partnership with parents. 

Two-way communication is a critical factor in the partnership between parents and the school. Where a partnership exists, it is easier for parents to feel confident about the teaching and learning taking place in the classroom and to solve problems. 

We will seek to keep parents well informed about what is happening at their child/ren’s school.

HOW OUR SCHOOL COMMUNICATES WITH PARENTS: 

Communication will take place in many different forms
· Regular information about the school through weekly newsletters, except for the first and last weeks of each term
· Term calendars
· Formal Written Reports and student portfolios (Semester 1 & 2)

· Three way interviews where students present their portfolios to parents and teachers (Sem 1 & 2)

· P & C Meetings (twice per term) 

· Parent /Teacher Meetings(early each term)

· Kinder Orientations
· Notes & letters

· Surveys 

· Annual School Report (ASR)
· Displays of children's work 

· Assemblies (Friday afternoons)
· Special events and celebrations (e.g. Presentation and Christmas Tree, Multicultural Children’s Festivals, Literary Luncheons, whole school productions etc)
· Parent information booklets 

· Parent information sessions

· Informal chats with parents/carers

Parents are welcome to talk to their child's teacher when they need to and should make an appointment to avoid disrupting the learning program. 
Newsletter

The newsletter is sent home with the eldest child in each family every Thursday afternoon (except for the first and last week of each term).
Parent Assemblies

Parents are invited to school Assemblies every Friday afternoon. Classes occasionally prepare items for Friday assembly or special assemblies when required.

Student Portfolios

Portfolios will be collated and presented to parents at three way interviews at the end of Semester 1 and Semester 2. If parents don’t wish to come to school for an interview the portfolio is sent home. Student portfolios include work that gives an indication of the student’s progress.

Student portfolios will focus on the outcomes students are achieving, particularly in the school priority areas. A portfolio provides a record of a child’s learning throughout the year. The samples of work will:

· reflect a child’s progress and achievement;

· encourage the child to take responsibility and have pride in his/her work; and

· provide parents & guardians with the opportunity to be involved in and informed of their child’s learning.

The work presented in student portfolios is not always your child’s best work but shows how they have developed during the semester.

Formal Written Reports 

A report will be sent home towards the end of Term 2. A final yearly report will be sent home at the end of Term 4.

Three Way Interviews

Each teacher sends home an Interview Schedule to their parents at the end of each semester. Parents then book in for a three way interview where their child presents their portfolio of work for the semester and where the child’s report is discussed.
Parent/Teacher Meetings
Early each term all teachers hold a class Parent/Teacher meeting to familiarize parents with the Connected Outcome Group (COG) being taught, excursions, and special events that will occur that term. There is generally a teaching element involved in each meeting (eg. how to support reading in the lower classes, how to teach long multiplication).
Interviews

Parent Teacher Interviews may be held as required at the request of either party.

Presentation Night/Xmas Tree
In mid December an evening will be organized to enable the Blakebrook Community to farewell Year Six students and to view the presentation of the annual awards which are:-

· ‘Go For It’ Awards (for the child in each year who strives to challenge themselves the most)
· All other awards are awarded per class:
-Academic Achievement Award


-Citizenship Award



-CAPA Award




-Environment Award



-Thinking Skills Award



-Sports Award
Mrs Fletcher awards a Spelling Medallion to the child who challenges themselves the most in spelling.
Parent Awards in all areas are also awarded to the parents who have helped the most in those areas eg. CAPA the Environment.
Parents & Citizens Association

The P&C Association is formally constituted under the Education Act and regulations.  Any parent or community member over the age of eighteen may join by paying an annual subscription of $5.  The school's Principal and teachers may also participate. The Principal is an ex officio executive committee member of the Association.

The P&C is the forum for parents to discuss the education of their children, and members are also encouraged to embark on discussions of other key issues. Members are encouraged to discuss general education, safety, health issues, uniforms, matters that affect the staffing of schools, matters that have bearing on the welfare of students, as well as a whole range of local, state or national issues that arise. The P&C plays an important role in fostering community involvement by organising activities such as fundraising and social events.

It would be inappropriate for a P&C meeting to discuss individual parent/student, teacher/student issues. These should be a matter for discussions between the parents and the teacher/principal. In addition it should be remembered that under the provision of the Education Act the P&C is precluded from exercising authority over the teaching staff.

The Blakebrook P&C Association meets twice per term generally on the first Tuesday of each month at 6.00pm. All parents, teachers and interested community members are invited to attend.

OTHER INFORMATION THAT IS AVAILABLE FROM OUR SCHOOL: 

· School Management Plan

· Annual School Report (ASR)
· Information on Department of Education & Training and school policies and policy changes 

· Student well-Being and Discipline Policy 

· Curriculum details 

· Information about participation in the Parents and Citizens' Association and other support groups

· School contributions and charges

· Excursions details

· School dress code

· School events 

· Community events

· Key Policies – e.g. Homework Policy; Community Use of School Facilities, Sponsorship & Donations; and the School & Community Drug Education Policy.

OTHER FORMS OF PARENTAL INVOLVEMENT IN THE SCHOOL

Other means of parent involvement are
· Membership of committees eg Environment, ASR Review, Canteen Committee

· Attendance at excursions and other school functions

· Assisting within classrooms on teacher invitation and on school special projects eg helping in Arts Rotations or Clubs, running Active After Schools Communities program supported by staff
· Assisting in the canteen, at sports days or at working bees

· Attendance at P&C Meetings

· Attendance at social events

· Attendance at Parent/Teacher meetings
· Attendance at School Development Day sessions
ADDRESSING  INQUIRIES, CONCERNS, REQUESTS OR COMPLAINTS

At Blakebrook Public School our staff will acknowledge any inquiries, concerns, requests or complaints from parents and other school community members and will welcome any questions or feedback. Our policy in dealing with inquiries, concerns or complaints is simple and straight forward: 
Our school will maintain processes to ensure inquiries, concerns, requests and complaints are addressed promptly and in accordance with the principles of natural justice. Every effort will be made to resolve any issues at the local level. 

This policy is based on good practice and system wide policy from across the Department of Education & Training. This policy ensures that enquiries, concerns, requests and complaints are dealt with promptly, consistently and fairly and contribute to continuous improvement. 

The partnership between parents and our school is strong. Parents and school community members can be confident that staff will listen and respond to their needs and concerns. 
Principles underlying the policy 
· In all matters the educational well-being of students is the first priority. 

· All persons in the school community including students, parents, administrators, teachers and support staff, have a right to be treated with respect and courtesy. 

· Parents and community members are able to raise concerns and make enquiries, requests or complaints about any aspect of school life and have them dealt with fairly and promptly. 

· Processes for managing inquiries, concerns, requests or complaints are straightforward, reflect principles of natural justice and operate within the regulatory framework of the Department of Education and Training, New South Wales. 

ADVICE FOR PARENTS & GUARDIANS

WHAT CAN PARENTS DO IF THEY HAVE A PROBLEM?

· Many problems can be solved by seeking information as early as possible. If parents have any questions or concerns about their child's progress, or any other issues, they should contact the class teacher. The best way to do this is to contact the school office to arrange a mutually-convenient time for a telephone conversation or meeting. 

· Interpreters and English as a Second Language Teachers, and Teacher Assistants can be available to assist parents in communicating with our school. Please contact the school or the local district education office if you would like the assistance of an interpreter. 

· Parents have the opportunity for greater involvement in the school through the Parents and Citizens' Association (P&C). This body provides the opportunity for parents to express opinions on policy issues in the school.

ADVICE FOR PARENTS & GUARDIANS 

PROCESS TO FOLLOW WHEN THERE IS A PROBLEM
1. Try to identify the problem clearly before going to the school. If there is more than one problem, list them to ensure that the extent of the problem is clear to the school. 

2. Decide whether the problem is a concern, a query, request or a complaint. This will help in finding a solution. 

3. Make an appointment to talk with the teacher. This can be arranged through the school office. 

4. Try to stay calm. Even if you don't feel it, being calm will help to get your concerns across more clearly than if you are upset or angry.

5. If the issue involves an incident involving another parent’s child, do not approach the child or parent. Raise the issue with the school first.

6. Raise the issue with the Principal, if you feel the issue has not been resolved or addressed through initial contact with the relevant teacher.
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RECOMMENDED PROCEDURES FOR PARENTS & GUARDIANS 

IN RAISING CONCERNS OR COMPLAINTS
School-level resolution 

Stage 1: Discussion with relevant staff member 
Contact the class teacher or other relevant staff member to discuss the concern/complaint. This is best done by making an appointment through the school office. The staff will work with you to resolve the problem. 

Stage 2: Review or investigation at the school level 
Contact the principal who will work with you and the staff member to resolve the problem if your initial meeting with the relevant staff member did not resolve the issue. You may wish to formalise your concern/complaint. To do this, you may write to the principal who will acknowledge the letter with a written reply as soon as possible, even if a resolution is not available at this stage. 


The principal will consider the issue and identify what action is to be taken and by when, and will clarify the process if a formal complaint is to proceed. 


This action and timeline will be confirmed with you in writing. 


You should be aware that when a formal concern/complaint is made in writing about the performance of an individual staff member, that staff member will receive a copy of the document. 

District-level resolution 

Stage 3: District resolution 
If resolution is not reached at the school level, contact the School Education Director at your district education office for assistance in resolving the issue. This will involve an independent review of the situation and may include mediation. 


Formal complaints 

Stage 4: Central resolution 
In those exceptional circumstances where a formal process is required, the parent or principal can forward a complaint to the Regional Director, Department of Education & Training or the State Minister for Education.

PARENT CHANNELS OF COMMUNICATION

The following is offered as the first point of contact regarding particular issues:-

	1
	Child’s progress
	Teacher

	2
	Behaviour issues in class 

Behaviour issues in the school yard
	Teacher or Principal
Teacher on duty or Principal

	3
	Child placement in class
	Principal

	4
	School organisation
	Principal

	5
	General queries
	Office staff/ teachers/ P&C Representatives

	6
	Dress Code policy

Dress Code purchases
	P&C Uniform Representative

	7
	Canteen


	Canteen Committee, Louise Tate or Principal

	8
	Fundraising – Whole school

Fundraising – Class based
	P & C

Teachers

	9.
	Contributions & Charges Payments


	School Administration Manager & Principal

	10.
	Excursions/Incursions & Camps
	Teachers & Principal

	11.
	Newsletter
	Office Staff & Principal


STAFF INFORMATION

At Blakebrook Public School our staff will acknowledge any inquiries, concerns, requests or complaints from parents and other school community members and will welcome any questions or feedback. Our policy in dealing with inquiries, concerns or complaints is simple and straightforward: 
Our school will maintain processes to ensure inquiries, concerns, requests and complaints are addressed promptly and in accordance with the principles of natural justice. Every effort will be made to resolve any issues at the local level. 

This policy is based on good practice and system wide policy from across the Department of Education & Training. This policy ensures that enquiries, concerns, requests and complaints are dealt with promptly, consistently and fairly and contribute to continuous improvement. 

The partnership between parents and our school is strong. Parents and school community members can be confident that staff will listen and respond to their needs and concerns. 
Principles underlying the policy 
· In all matters the educational well-being of students is the first priority. 

· All persons in the school community including students, parents, administrators, teachers and support staff, have a right to be treated with respect and courtesy. 

· Parents and community members are able to raise concerns and make enquiries, requests or complaints about any aspect of school life and have them dealt with fairly and promptly. 

·  Processes for managing inquiries, concerns, requests or complaints are straightforward, reflect principles of natural justice and operate within the regulatory framework of the Department of Education and Training of New South Wales. 

PROCESS FOR SCHOOL STAFF

HANDLING ENQUIRIES, REQUESTS, CONCERNS OR COMPLAINTS

(A) Responding to verbal enquiries, requests, concerns or complaints
1. Listen attentively and courteously.  Determine whether the matter is an enquiry, a concern, a request or a complaint.  If required by the parent, ensure access to an interpreter.

2. Repeat your understanding of the problem, acknowledging the complainant’s feelings and clarifying the problem.  It is important to focus on the problem and not on finding fault or blame. Follow school resolution process if needed.

3. Tell your supervisor and/or the Principal about the issue as soon as possible.

4. Maintain confidentiality at all times.

5. Respond to all issues raised by the complainant.

6. Agree on action and timelines

7. Record the complaint, the action and the outcome on a GROW sheet. Keep a resolution diary of actions taken towards achieving a resolution.

8. Review the situation and confirm with the parent that the matter is resolved.

9. If necessary, review relevant school policy or procedures.

(B) Responding to written enquiries, requests, concerns or complaints
1. Acknowledge the enquiry, concern or complaint with a prompt written reply (within two days), even if a resolution is not available at this stage.  The letter should clarify your understanding of the problem, identify action and timelines and include a name and contact number.  Respond to all issues raised.
2. Tell your supervisor and/or the Principal as soon as possible

3. The seriousness of a complaint should be assessed.  If it is capable of settlement at the school level, action should be taken to resolve the issue at the school level, and appropriate records written and retained at the school.  If the complaint is sufficiently serious or incapable of resolution at the school level, it should be forwarded to the School Education Director.

4. Identify action and timelines.

5. Confirm action and timelines in writing to parent.

6. Maintain confidentiality at all times.

7. Record the complaint, the action and the outcome.

8. Review the situation and confirm with the parent that the matter has been resolved.

PRINCIPLES FOR HANDLING A COMPLAINT
· Act promptly

Find out as quickly as possible both the nature of the complaint and the outcome the complainant wants.

· Listen carefully, discuss the issues calmly and maintain confidentiality.

Treat complainants with respect and courtesy.  Approach the complaint with an open mind, taking the person seriously and letting them have their say.  We should welcome complainants and assure complainants that they will be dealt with properly.  Record all relevant details.  Maintain confidentiality to protect complainants, their children, and the staff involved.

· Focus on relevant issues.

Keep the discussion to relevant issues and check the facts.  It is important to hear all sides of the story and keep everyone involved informed of the progress and outcome of the complaint.  Be clear about current policy and processes.

· Give personal and specific responses.

Give the complainant your name.  Let them decide whether the matter is really an enquiry, a concern or a complaint.  Be clear about what solutions we can actually offer.  Explain what will happen next and what steps and support are available.  Make sure written responses address all of the issues, contain information and use plain English.

· Keep a record of complaints, timeline for action, action taken and outcomes.

Recording details help to ensure that we deal with each complaint satisfactorily.  In many cases some brief diary points and/or a note on the student’s file is all that is required.

A clear record is helpful where there are subsequent enquiries, concerns, complaints or investigation.  Tracking complaints will help us improve our policies and operations both in managing complaints and in the areas of operations about which we receive complaints.  The emphasis should be on learning rather than attributing blame.  We need information to plan for improvement. 

· Fix the problem

· Reflect

How did the issues arise?  How can similar problems be avoided?

DEALING WITH COMPLAINTS OR SUGGESTIONS

	THIS PROCEDURE REQUIRES THAT THE TEACHER / PARENT LEVEL

HAS BEEN UNDERTAKEN

	
	
	
	
	

	
	
	Complaints arrive in person or via writing, fax, telephone, email or from district office
	
	Respond to ALL complaints within 2 working days.

	
	
	(
	
	

	If they are complaining to the wrong person, refer them to the correct person.

If you are unsure who they should be complaining to, find out and get back to them.
	(
	Find out what the problem is

· what does the complainant want you to do?

· if you are not clear, contact the complainant to find out more.
	
	If you are the right person try to resolve the problem informally first eg. meeting or phone call.

	
	
	(
	
	(

	
	
	If they are not satisfied, suggest they contact the District office.  Give them a name and contact number.

(
	
	If resolved check if the complainant is expecting a letter confirming the conversation or meeting.  Always make it clear they can take it further if they are not happy

	Review complaint, take a fresh look.
	(
	District Office.
	
	

	
	
	
	
	

	
	
	Regional  Office
	(
	Does the policy or administrative system need reviewing?

	
	
	
	
	

	BE OPEN

BE POLITE

BE HONEST

-
do not promise more than


you can deliver

-
deliver what you promise

BE HELPFUL

BE CONSTRUCTIVE

BE CLEAR

-
on what the complaint is 
about and what a 
satisfactory solution 
would be.
	
	
	REMAIN PROFESSIONAL

ADDRESS THE PROBLEM NOT THE PERSON
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