

[bookmark: _GoBack][image: ]Staff – Parent/Guardian Communication Guidelines
St. Farnan’s Post Primary School 2025–2026

Rationale
In keeping with our Mission Statement and Aims, these guidelines outline our approach to communication between school staff and the parents/guardians of students attending St. Farnan’s Post Primary School.
All communication should occur in a respectful and collaborative atmosphere, recognising the vital role each party plays in a student’s education:
· Teachers are educational professionals committed to providing appropriate guidance and support.
· Parents/Guardians are the primary carers of their children and are supported in this role by the wider school community.
· Students attend school to achieve their full potential, and this goal is supported through a strong partnership between home and school.
We encourage parents/guardians to be actively involved in their child's education. When concerns arise, parents are welcome to request a meeting with the relevant subject teacher, class tutor, or year head. Matters of a more serious nature may be brought directly to the attention of the Principal or Deputy Principals.
General Communication Guidelines
The student journal is the primary form of day-to-day communication between school and home. Any notes of a more sensitive nature should not be written in the school journal or in the message in the VSware Attendance app and should be sent in a sealed envelope, and handed to the tutor or Year Head*.
Meetings between parents/guardians and school staff must be arranged in advance through the school office. Teachers including Year Heads spend the majority of their day in their classes and may need time to respond to messages. You are also always welcome to contact the school to arrange meetings with Year Heads or Guidance counsellors by appointment in person or by phone.
· All participants should be aware of time limitations at meetings and aim to keep discussions focused and efficient.
· All communication should be conducted in a respectful and solution-focused manner. If a conversation becomes disrespectful at any level, the meeting may be paused and rescheduled as appropriate.
· The use of positive, constructive language is encouraged. Focus should remain on finding solutions rather than assigning blame.
· Where necessary, staff may refer parents/guardians to additional supports within the school (e.g., Guidance Counsellor, School Completion/project worker) or external agencies (e.g., TUSLA, NEPS, Youthreach).
Communication Technologies
St. Farnan’s will continue to use a variety of communication methods to keep parents/guardians informed:
Phone - All phone communications should go through the school office at 045 868152 or via the official school mobile number (when on trips for emergencies). Staff members’ personal mobile phones are not to be used for school-related communication.
Email - All emails from parents/guardians should be directed to info@stfarnans.ie. These will be forwarded to the appropriate staff member. Email is suitable for general communication but *sensitive or complex issues are better handled by phone or in-person meeting.
VSware/VSware Mail & SMS - The school uses a text messaging system and VSware mail to update parents/guardians about attendance, reports, and school events etc. Please ensure that the school has up-to-date contact details at all times. Text messages from the school are sent only with prior approval from the Principal or Deputy Principals.
Learning Platforms & Online Tools - Teachers may use Google Classroom or other approved virtual learning platforms to support teaching and learning. The school website provides updates on news, events, and access to the school calendar. St. Farnan’s may also use local media to share achievements and highlight events.
Reminder: Teachers spend the majority of their day in their classes and may need time to respond to messages.
Parent–Teacher Meeting Guidelines
For Parents/Guardians
We welcome all parents/guardians to our individual year group parent/teacher meetings once every year. It is really important to prioritise this event in the school life of your child. It is so informative and helpful in understanding your child’s progress in class/school. Please note that formal school reports are issued following Christmas and Summer exams, or after Mock Exams in 3rd and 6th Year. 
Parent-teacher meetings provide a brief opportunity for updates. For detailed discussions, a follow-up appointment should be arranged, if needed.
Meeting Etiquette and Tips
- Come prepared: Bring a list of teachers you wish to meet, the student’s journal, and recent school reports.
- Check before queuing: Confirm the teacher’s subject to avoid mix-ups—some staff may have the same surname.
- Introduce yourself clearly, including your child’s name and class. If you are not the parent/guardian, please state your relationship to the student.
- Respect privacy: Parent-teacher meetings are public settings. If you wish to discuss something privately, please request a separate appointment.
- Mind the time: If more time is needed than the brief slot allows, ask the teacher to schedule a follow-up meeting.
- Stay respectful: If an issue arises, approach it calmly and respectfully. If you remain unsatisfied, you may request a meeting with the Principal.
These guidelines are designed to foster a strong, respectful partnership between home and school, centred around the wellbeing and success of every student.
Thank you for your cooperation.
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