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COMMUNICATIONS POLICY 

 

 

At Hallam Primary School we are committed to open, frank and timely communication between the 

school and our community. We are also committed to communication being respectful, measured, 

sensitive and constructive. In adhering to these principles we aim to enhance the wellbeing and 

learning opportunities for our students by strengthening the positive partnership between parents 

and the school.  

PURPOSE 

The purpose of this policy is to: 

 ensure that all communications between Hallam Primary School and members of the Hallam 
Primary School community are managed in a timely, effective, fair and respectful manner 

 provide an outline of the communication processes at Hallam Primary School so that parents 
and members of the community can be informed in relation to educational initiatives, policies 
and procedures, current projects and school events. 

SCOPE 

This policy relates to communications by staff, parents, carers, students and members of our broader 
school community and applies to all matters relating to our school. Compliance with Department of 
Education and Training (DET) Schools’ Privacy Policy will always be the priority.  

POLICY 

Hallam Primary School welcomes feedback, and is committed to continuous improvement. We value 
and encourage open, timely, effective, fair and respectful two-way communications within our school 
community. We understand that it is in the best interests of students for there to be a constructive 
relationship between families and our school.  

Hallam Primary School will implement the following communications protocols: 

TELEPHONE: 
Parents/Guardians are welcome to contact the school by phone, on 9703 1536 between 8:00am-
4:30pm on weekdays, in relation to any matter concerning their child. Members of the community are 
advised that confidential information requested in relation to students or staff cannot be discussed 
over the phone. It is important that parent/guardian/carer contact details are kept up to date on the 
school’s database. Staff may not always be available but may be requested to call back. 
 
PARENT-TEACHER DISCUSSIONS, INTERVIEWS AND REPORTS:  

Parents/Guardians wishing to speak with their child’s class teacher are requested, in the first instance, 
to arrange a mutually agreeable time with the class teacher and/or Team Leader. If the matter is of an 
urgent nature, the Principal/Assistant Principal is available to assist. Discussions that interfere with 
class teaching or supervision responsibilities are not permitted. 
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Parent-Teacher Interview times are arranged for parents/guardians and students to meet with the 
class teacher to discuss individual progress. We regard these occasions as an important two-way flow 
of information. Advice about the scheduling of Parent-Teacher Interviews is sent home with every 
student. Teachers endeavour to schedule sibling times as close to each other as possible.  When 
required, an interpreter can be available. 

Achievement in curriculum areas will be reported twice a year in written format. Parent-Teacher 
Interviews may be requested by either the parent or teacher following distribution of reports. 
Parents/Guardians are advised of the importance of retaining their child’s academic reports for future 
reference. 

SMS: 
Parents/Guardians of students marked absent on any school day will be advised of their child’s 
absence via SMS. Parents/Guardians are requested to contact the school by telephone to clarify the 
reason for their child’s absence. SMS may also be used in emergency situations. 
 
WEBSITE: 
Our school website is designed to provide community access to information about Hallam Primary 
School, including policies, curriculum, programs, newsletters and events. It is a place to showcase the 
work by students and teachers, as well as advertise and promote our school. There is also a calendar 
of events, and school contact information. 
 
NEWSLETTER: 
The school’s fortnightly newsletter, 'Hallam Happenings', is our regular means of informing the school 
community about what is happening at Hallam Primary School. The newsletter is published in hard 
copy and distributed with the eldest student in the family on alternate Thursday afternoons. It is also 
available on the school’s website at https://hallam-ps.vic.edu.au. A translation tool is provided on the 
school’s website to support our multi-cultural community. Some additional copies of the newsletter 
are made available in the Administration Office foyer. Administration personnel are available in 
relation to any queries about information in the newsletter. 
 
NOTICES: 
Notices are sent home in hard copy in relation to camps, excursions, programs and events, as required. 
Cognisant of circumstances within our community, and in the interests of maximum student 
participation, adequate notification is provided to enable sufficient time for payment.  All booking 
arrangements are finalised with venues, bus lines, presenters, etc. immediately after the stipulated 
due date and time deadline. Late payments cannot be accepted. Notices are also available on the 
school’s website at https://hallam-ps.vic.edu.au.  
 
YEARS 3-6 PLANNERS: 
The Years 3-6 planner provides a record of information, reminders and communications between the 
classroom and home. 
 
WRITEN COMMUNICATIONS: 
Under Freedom of Information, parents/students may apply for access to documents and records held 
at the school. All correspondence received from parents or members of community, other than letters 
relating to attendance, will be referred to the Principal. 
 
When required, written communications will be sent to parents/guardians or bodies external to the 
school. The authorisation for all such official communications is the endorsement of the 
Principal/Assistant Principal.  
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NOTICE BOARDS: 
A digital notice board is located at the front of Hallam Primary School (Harmer Road). Information is 
regularly updated regarding school programs and events. A hard-copy community notice board is 
provided under the school’s covered space.   
 
SCHOOL COUNCIL:  

School Council meets a minimum of eight time per year. Dates are included in the school’s newsletter, 
‘Hallam Happenings’. School Council meetings are open to members of the Hallam Primary School 
community. Visitors are welcome to attend.  

The business of School Council includes the school’s strategic plan, annual implementation plan, 
annual report, finance, facilities, grounds and policies. School Council also has a role in the approval if 
camps. Suggestions or concerns from members of the school community can be expressed in writing 
to the School Council President and will be tabled as Correspondence. Minutes of all School Council 
meetings are maintained. Important matters may be included in the school’s newsletter. 

EMAIL: 
Members of the broader school community are able to communicate with Hallam Primary School staff 
via the school’s email address hallam.ps@edumail.vic.gov.au Email communications should be 
marked to the attention of the relevant member of staff. 
 
Parent email address: parent/carer email addresses are stored on the school’s database from 
enrolment data provided by the parent/carer.  
 
DET Staff email addresses: are not generally available and will only be provided in special 
circumstances by the staff member or with the staff member’s approval.  
 
Expectations: 
When communicating via email, staff and parents are expected to adhere to email protocol, including:  

 Emails are best when they are brief and informative. Issues requiring a level of detailed discussion 
should be dealt with in person.  

 Emails should always be respectful and constructive. If the email relates to a concern or problem, 
it should be focussed on understanding the problem and finding a solution.  

 Staff and parents must be careful not to disclose the email addresses of others without 
permission to do so. Using BCC is a preferable option for group emails.  

 Avoid sending negative or confrontational emails. Email is not to be used to vent. We never say 
in an email what we would not say to the recipient’s face.  

 Staff and parents are not expected to respond to emails that are contentious. A face-to-face 
meeting should be arranged in this circumstance.  

 Make sure the purpose of your email is clear, for example, do you require specific action or is the 
email for information only?  

 Never write about or seek personal information regarding third parties (staff, students or 
parents). Likewise, emails containing personal or sensitive information should not be passed on 
to a third party without permission of the sender.  

 The tone or intent of emails can easily be misunderstood, especially where humour or sarcasm is 
involved. Be conscious of this and pick up the phone rather than send an email in this instance.  

 Group emails have the potential to waste the time of many, so avoid sending emails to anyone 
for whom it is not relevant. It is also courteous to avoid time wasting emails, including jokes, chain 
letters and commercial solicitations.  
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Expectations of Parents  

 Respect staff personal time; please don’t send emails outside of work hours and expect an 
immediate response.  

 Please only send non-vital messages by this medium. For example, do not use email to inform the 
school that your child is not to go home on the bus that afternoon, as staff may not see the 
message in time.  

 Please do not seek to discuss the details of your child’s academic progress, learning expectations, 
or behavioural issues via email. These are best addressed over the phone or in person.  

 
Expectations of Staff  

 Staff are not to respond to abusive emails and should forward them to the Principal.  

 Prior to emailing a parent/carer, the Principal needs to be consulted and then Bcc’d into the 
email.  

 Email should not be used to discuss a sensitive issue which was not initiated by the parent or had 
not been previously discussed with the parent.  

 When an email is received from a parent that requires some time to gather information and reply 
properly, the staff member should respond acknowledging that the email has been received and 
indicate when an informed response will be sent.  

 Staff will aim to reply to parent emails within two working days.  

 When on leave, staff will activate an auto-reply message detailing relevant leave dates.  

 

REVIEW PERIOD  

This policy was updated in 2019 and is scheduled for review in 2023. 

Approved By Hallam Primary School Council 

Approval Date 20.06.2019 

Reviewed 2019 

Responsible for Review Principal 

Next Review 2023 
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