School Commmunications

Policy

San Carlo Senior National School,

Leixlip, Co. Kildare




Introduction:

The purpose of this policy is to provide information and guidance to
parents/guardians and staff on communication at Scoil San Carlo Senior
National School. The school recognise that the family and home are central to
the holistic development of pupils attending Scoil San Carlo Senior National
School. It seeks to promote positive, open and clear communication between
home and school to support parents and staff to work in tandem with the aim
of benefitting each child and their learning. This policy was developed by the
school management in consultation with staff, parents and the Board of
Management.

The School will:

Communicate clearly with parents and guardians

Communicate openly and in a timely manner

Monitor communication channels for communication from
parents/guardians

Engage with parents in a positive, constructive and respectful manner
Maintain a professional approach when communicating with
parents/guardians and the school community

Promote the school’s core values, vision, mission and ethos

Engage consultatively with parents on relevant school matters and in
relation to their child’s education

Parents are Encouraged to:

Monitor communication from the school using Aladdin Connect, the
school website and the school newsletter. They should also monitor
homework journals/folders for communication from teachers

Engage with the school, particularly with staff working with their
child/children

Share the responsibility in promoting the school’s core values, vision,
mission and ethos

Engage with the school in a positive, constructive and respectful
manner

Collaborate with the school in developing the full potential of their
children

Become actively involved in the school activities and/or the Parent
Teacher Association

Participate in surveys and consultation on school matters when
requested to do so



Channels for Communication:

Via Telephone: (01) 624 5002

Via Email: office@scoilsancarlo.ie
Via Aladdin Connect — Noticeboards
Via Google Classroom/SeeSaw

Via Written Correspondence:

Homework journal (3¢ 6th class)

Note in school bag/ homework folder, if necessary.

Via Post — Scoil San Carlo SNS, Leixlip, Co. Kildare (W23 FK06)

Structures in Place to Facilitate Open Communication and
Consultation:

Communication by the School with Parents:

Induction Meeting for parents of new 3rd Class students in September
School information booklet/prospectus sent in advance of each year
containing school policies and other important information for parents
of pupils attending the school

Formal Parent-Teacher meetings in November

Parents receive a school report of each pupil at the end of each school
year in June

Meetings/Communication with parents whose children receive support
at School Support and School Support Plus level

Consultation throughout the year through surveys and/or focus groups
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Written communication from the school:

e The school uses Aladdin Connect and email to write to parents

e Telephone communication: Members of staff contact parents by use of
the school phone

e Regular newsletters keep parents up-to-date with school events,
holidays and school concerns

e Teachers of pupils from 3 to 6th classes may use the homework diary
to relay messages to individual parents. Parents should monitor their
child’s diary and are expected to sign the diary when correspondence is
received from the class teacher to acknowledge the communication.

e C(Class teachers use Aladdin Connect & the Aladdin Connect Parents’
Noticeboard to communicate whole-class messages/information.

e Parents are invited to events throughout the year e.g. displays of work,
class concerts/dramas, school fairs

e Involvement of parents in school programmes and initiatives e.g. SPHE

e Through the Parents Association, parents are invited to discuss and
contribute to school policies. Communication of relevant school policies
occurs by way of email, newsletter and/or parent information booklet.
Relevant policies are also posted to the school website

e The school uses the school newsletter, the website and may decide to
use social media in future instances to communicate school events and
information with parents.

Communication by Parents/Guardians with the School:

The school encourages open and positive communication and endeavour to
respond to parents within a reasonable time period. As teachers’ primary
responsibility during the day is to their pupils, parents may not receive an
immediate reply from their child’s teacher. Likewise, administrative staff will
make efforts to respond within a reasonable time period which may depend
on the nature of the query. Where possible, administrative staff will do their
best to respond to any correspondence within 2 working days of receipt of
correspondence. Teaching staff will do their utmost to respond to
correspondence within 3 working days of receipt of correspondence.

General Queries:

General queries can be made by contacting the school office during school
office hours by email, phone or in-person. The office is open from 9:00am to
3:10pm, Monday to Friday during term time.

Telephone: (01) 624 5002

Email: office@scoilsancarlo.ie
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All communication sent from the school via Aladdin Connect will be sent to
the email addresses of both parents/guardians nominated on the enrolment
form or as amended on Aladdin Connect.

Up-to-Date Information:

Parents are requested to inform the teacher or school of circumstances or
situations that may affect their child’s wellbeing and/or education. In all
matters pertaining to the wellbeing and education of pupils, only the
parents/legal guardians will be consulted by staff.

Parents/guardians should ensure that parent contact details and emergency
contact details are up to date. This can be done on Aladdin Connect and
should be reviewed at the commencement of each academic year.

Contacting Teachers:

Parents may contact teachers by telephone (01) 624 5002, email
(office@scoilsancarlo.ie) or by handwritten note.

Informal communication can sometimes take place when teachers are
dismissing pupils at the end of the day. Matters that require more of the
teacher’s and parent’s time should be discussed in private at a mutually
agreed time. Meetings with teachers are generally by appointment. The
beginning of the day as pupils arrive to class is not an appropriate time to
speak with teachers as they are busy managing pupils.

Parents may request an appointment for a meeting or telephone call with their
child’s teacher at any time throughout the year. Appointments can be made
by contacting the school office by email or by phone. Alternatively, parents
can write a note to the teacher requesting a call or a meeting. Parents should
provide an indication as to the reason for the appointment. Such
appointments must take place outside of class time.

Teachers maintain a record of agreements, significant concerns raised or
other important information discussed with parents.



Informal Meetings:

Meetings with the staff ‘at the door’ are discouraged. This is because:

e Staff cannot adequately supervise his/her class while at the same time
speaking to a parent

e It is difficult to be discreet when so many children are standing close
by

e A pupil may feel uncomfortable if a parent is talking to a staff member
at the door or in a busy location

e 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.

Reporting to Parents:

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
their children in school. This is done formally through the annual Parent-
Teacher meetings and end-of-year report card. Other meetings, conversations
and telephone calls may also take place during the year. Teachers of pupils
in our Autism/Special Classes may maintain close contact with parents of
pupils in their classes. Teachers may request that another teacher or a senior
member of the school management team attend meetings or participate in
calls.

When reporting to parents, teachers draw on different sources of information,
such as formal and informal assessments, conversations with the learner and
consultation with other staff members involved. In turn, parents will often be
able to enrich staffs’ knowledge of the child’s progress by providing further
information about the students’ learning at home and/or engagement with
other services.



Annual Parent-Teacher Meetings:

Formal Parent-Teacher meetings will be held once a year for all classes
(Circular 14/04). These meetings are 10-minutes in duration. The timing of
the meetings is at the discretion of the school. Parents are notified of the dates
in advance. The school uses Aladdin Connect to organise and schedule
parent/teacher meetings. A single formal parent-teacher meeting is assigned
for each child. Parents are given the opportunity to select preferred times
using Aladdin Connect. Meetings take place in classrooms or support rooms
as appropriate.

The purpose of the Parent/Teacher meeting is:

e To establish and maintain good communication between the school and
parents

e To provide feedback to parents on their child’s progress in school,
including strengths and

e areas for development

e To promote and reinforce partnership between home and school thus
highlighting to pupils that home and school are working together.

e To discuss any problems and difficulties the child may have in school

e To review with parents, the child’s experience of school

e To learn more about the child from the parent’s perspective

e To identify ways in which parents can help their children

e To inform the parents of attendance rate and standardised test results
if applicable

e To discuss priority learning needs where a child is in receipt of support
under the Continuum of Support

Formal timetabled parent-teacher meetings usually take place in November
for mainstream classes and in the second term for pupils in our
Autism/Special Classes. However, if a parent wishes to arrange a meeting
during the year to discuss their child, they may do so by requesting an
appointment with the teacher via the school office.



Formal Support Plan Meetings:

Formal Support Plan meetings for children accessing Continuum of Support
at Stage 2 and Stage 3 may take place in each term, based on the SEN
Allocation & Model being used by the school. Where it is deemed appropriate
by the school, parents will be asked to attend a meeting in the school to
discuss their child’s school support plan.

Annual Report Card.:

Schools should help parents 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, including information from standardised tests. The NCCA report card
templates were developed through a process of consultation with schools and
parents can take account of research commissioned by the NCCA.

The report cards provide for information on four key areas:

e The child’s learning and achievement across the curriculum
e The child’s learning dispositions

e The child’s social and personal development

e Ways in which parents can support their child’s learning

Report Cards also summarise attendance and punctuality data and also
include scores from standardised testing.



Parental Complaints Procedure:

While complaints are infrequent, the school has a procedure in place to
manage parental complaints. The school would wish for complaints to be dealt
with informally, fairly and quickly. The Parental Complaints Procedure can be
found on the school’s website or, alternatively, can be requested from the
school office.

Positive and Respectful Communication:

Positive and respectful communication is of critical importance in all aspects
of school life. This not only extends to the children we teach but to everyone
in our school community e.g. the staff, parents and the wider community.
Everyone entering Scoil San Carlo Senior National School should feel
respected, heard and safe. Our core values are Kindness, Honesty, Respect
and Responsibility. These should be apparent in all interactions between
members of our school community.

Everyone should take responsibility for how they approach communication in
the school. Examples include:

e Speak to each other and treat each other with respect. Shouting, using
profanity, taking an aggressive or intimidating tone are not acceptable.
If a person interacting with a staff member displays anger or aggression,
meetings or calls will be ended. Persons may be asked to remove
themselves from the building.

e In certain cases, where there is actual violence, where violence is
threatened or where there is a perceived threat of violence the Gardai
will be contacted

o All stakeholders will treat our children with the utmost respect while
on the premises or at school events or activities at other locations

e Staff should not be asked to speak about another child. Staff will
respect your child’s right to privacy so it is asked that parents respect
other children’s rights to privacy

e When meetings take place, it is important to respect that the time of
meetings is kept to a reasonable amount of time. Times of meetings
should be agreed beforehand and these should be respected



Safety, Health and Welfare at Work Act 2005:

The Safety, Health and Welfare at Work Act 2005 is an important piece of
legislation that sets out duties for the employer and its employees.

Notably with respect to this policy:

The Board of Management (the employer) is required to ensure, as far as
reasonably practicable, the safety, health and welfare of its employees by
managing and conducting work activities in such ways as to prevent any
improper conduct or behaviour likely to put the safety, health and welfare of
employees at risk.

Employees must:

e take reasonable care to protect his or her own safety, health and welfare
and that of any other person who may be affected by his or her actions
at work

e report to the employer, or appropriate person, any work being carried
out which may endanger the employee’s safety, health or welfare at
work or that of any other person at work

Signed on behalf of the Board of Management:

Tony Boland Cian Forde

BOM Chairperson School Principal

Date:




