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Communication Policy







Introduction
Positive communication is an essential element of the aims and vision of St. Brigid’s Primary School. This enables our children and families to feel valued and listened to.
Aim 
To ensure that St. Brigid’s Primary School is a thriving and successful school, we must communicate effectively with each other, with our children, with their families and with other members of the wider community. We need to ensure that communications between all members of the school community are open, honest, respectful, ethical and professional. 
Contact details 
The school holds emergency contact details for all children on SIMs and families are contacted on an annual basis to ensure that these are up to date. Families are expected to inform the school immediately in the event that contact information needs to be revised. Depending on the nature of the communication, the school will use the most practicable means to contact families.


Responsibilities of the School 
The following list, which is not exhaustive, indicates the main structures in place, initiated by the school, to facilitate communication between the school and parents: 
· School Website – the school website www.stbrigidspscranagh.com is updated regularly with current news and events.
· Seesaw app – this is updated regularly with current news and events. It connects the school and families through building virtual classroom communities. It enables staff to share photos, videos, announcements and celebrations as well as messaging between school and home. Staff are not expected to, and are discouraged from, checking and responding to Seesaw messages outside of their working day. However, staff are encouraged to work flexibly and respond to messages in a way that suits them to balance their working hours. Staff do not expect families to read or respond to messages outside hours that suit them. Seesaw messaging does not replace face to face meetings where some discussion is required. All staff should seek face to face communications, when Seesaw is not the most effective form of communication. Staff and families are discouraged from entering into in-depth discussions about a child’s progress or well-being via Seesaw.  
· ‘Schoolbag’ post – written communication for parents passed via their child which they may or may not be required to return.  
· Letters by post – where deemed necessary by the school. 
· Parental interview – likely to be requested by a class teacher. All staff members must seek permission from the principal when arranging meetings with parents to ensure clear lines of communication.  
· Annual parent/teacher interviews – parents will be notified in advance of their allocated dates and times. For children on our SEN register, meetings will coincide with IEP timings.
· An annual written Pupil Report.
· Outbound telephone calls will be made where immediate contact with a family member is required i.e. for injuries or accidents. A member of staff will call the first named emergency contact as listed. Where no contact is made, a call will then be made to the second named contact and so forth. In the event that no live contact can be made, the member of staff will ensure that repeat calls continue to be made to the contact numbers, where possible.
Responsibilities of Pupils 
We expect our pupils to: 
· pass on any written communication from the school to their parent(s) and return the same, duly completed, where appropriate and required. 

Responsibilities of Parents 
We encourage our parents to: 
· develop close links with the school and attend meetings relevant to their child/children; 
· collaborate with the school in developing the full potential of their children; 
· familiarise themselves with school policy and procedure);
· support the Staff and Governors in their implementation of policy and procedure; 
· participate in policy review and changes via consultation process.
· whilst we encourage the independence of our children, school bags should be checked regularly.


Parent/Teacher contact initiated by parents 
Communication between parents and teachers is to be encouraged. 

As both teachers teach full time and cannot check emails during the school day, email should not be used as a means of communication between parents and staff to discuss pastoral or academic matters pertaining to their child; in such instances parents are asked to contact the school by telephone or letter. 

Outside of teaching their designated class, all staff have additional duties which they perform either before school, during break/lunch or after school. These duties will include care of children, planning and preparation, marking, organisation of extra-curricular activities or whole-school coordination of a curriculum subject. We aim to be able to facilitate requests for an immediate meeting, however for the reasons stated above, staff may not be able to facilitate an immediate, unscheduled appointment but will aim to do so within 5 school days. 

A parent wishing to request a meeting with a class teacher or a senior member of staff should contact the secretary who will liaise with the member of staff. Meetings cannot be arranged through the use of the email system. Every attempt will be made to arrange a telephone conversation on the same day or a meeting within 5 working days. All response times are indicative and where extensions are needed i.e. for further investigation a holding response will be given to the family along with an updated expected response time.

If a matter remains unresolved following contact, then the School’s Parental Complaints Policy should be followed in respect of the next line of communication. 
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