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COMMUNICATIONS POLICY

SUMMARY

· Effective communications
· General principles
· Notices, letters, and newsletters
· Reply slips
· Academic reports
· Parents’ communication with the School
· Channels of communication
· Whatsapp groups and email
· Invoices and statements
· Internal communications protocol
· External communications

1. Introduction

The objective of this Policy is to establish a framework for effective two-way communications between all members of our School community to help develop a mutually supportive relationship that helps learners reach their maximum potential. It defines what the School considers to be acceptable and unacceptable means of communication between the members of our community.

2. General principles

All communications from the School will:

· Keep staff, learners, and parents well informed
· Be open, honest, ethical, and professional
· Be in plain and easily understandable English
· Be time-sensitive
· Use the most effective and appropriate means of communication

3. Notices, letters, and newsletters

Notices and letters are an essential method of communication between the school and home. Learners are required to ensure that notices and letters handed out at school are given to parents or guardians. The School will also use email and whatsapp as a supplementary means of communication in order to ensure that these are read by parents and guardians. When reply slips are attached, these must be signed by the parents or guardians and returned promptly to the class teacher.

Failure to hand over such notices and letters by the learner will be viewed in a serious light.

Newsletters are intended to give parents and guardians an insight into activities which the learners are involved in, and we urge parents and guardians to read these.



4. Academic reports

Reports will be handed to the child to deliver to their parents.  Failure to do so will be viewed in a serious light, as will be the opening of these and any other private communications from the school, by the child.

5. Parents’ communication with the School

Should the school contact you regarding any issue or query, please respond as soon as possible. This is a crucial part of establishing and maintaining a healthy partnership with the School in supporting your child.

You are welcome to make an appointment after school hours to discuss anything to do with the well-being and progress of your child with the relevant teacher(s). Parents should be aware that teachers are not always at liberty to answer cellphone calls during class hours. Calls will be returned as soon as possible. 

Please note that teachers are not on call at all hours after the working day and week have finished. Please refrain from contacting teachers out of working hours, either via telephone or WhatsApp, unless in an emergency. 

Please bring issues to the attention of the school management as soon as possible, to provide the opportunity to take any reasonable and appropriate measures. Feel free to make communication via email should you wish. 

All correspondence with the school will be treated confidentially but may be disclosed to teachers to enable them to treat a situation with the sensitivity it requires.

The appropriate channels of communication, depending on the circumstances, are:

· Communicate with the class teacher telephonically or in person
· Should you not be satisfied with the outcome, feel free to arrange a meeting or a call with the Principal
· Should you still not be satisfied, the School Board is available for a discussion.

You are required to check and sign the homework book and Behavior Record on a daily basis.  Use this book as a method of keeping in touch with the teacher and the class activities. Please communicate non-sensitive information to the teacher by making a note in this book.  Sensitive issues need to be communicated in a sealed envelope in the homework book or raised during a scheduled interview as discussed above. It is important that the child delivers any communications to the teacher first thing in the morning.

You are required to inform the school of any contact with contagious diseases and to keep an infected child at home until they have been issued a clearance certificate by a doctor or clinic.

Kindly inform the school of developments at home that may affect your child or cause them to act out their emotions.  Teachers will be sensitive to the changed needs of the child and will maintain strict confidentiality, except in cases of criminality.

6. Whatsapp groups and email

Whatsapp is a key communication mechanism for contact between parents and the School. On enrolment you will be added to two groups:

· Class group: for communications between the class teacher and the parents of the learners in each class.
· Parent group: for casual communication between the School and the parents as well as between parents.
· Noticeboard: for general notices, informational messages, etc. This group must be kept for official communications only.

It is vital that parents and guardians have an email address to which notices, letters, newsletters, and accounts can be sent. Parents will be sent the links to the various groups and may share these links with interested family members.

7. Internal communications protocol

No official statements or communications regarding the school may be made by any person other than the Principal or the Information Officer appointed in terms of the Protection of Personal Information Act No.4 of 2013 (POPI).

8. External communications protocol

No official statements or communications regarding the school may be made by any person other than the Principal or the Information Officer appointed in terms of the Protection of Personal Information Act No.4 of 2013 (POPI).

This is to ensure that no information prescribed by POPI is released without following the protocol defined by the Act, and to ensure the reputational integrity of the school.
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