SHERBOURNE PRIMARY SCHOOL
COMMUNICATION PROCEDURES AND SCHEDULE POLICY
PURPOSE
The purpose of this policy is to ensure that the communication of information is carried out in a manner that complies with school,
departmental and legal requirements.
Building better links between home and school contributes to positive learning experiences and builds the school’s reputation in the wider
community.
IMPLEMENTATION
Sherbourne Primary School is committed to fair, consistent, open and co-operative communication with parents, students and the wider
community. We believe that schools and families benefit from strong partnerships that allow them to communicate formally and informally on
a regular basis.
Distribution of the Annual Report to the School Community occurs in the following ways:
• An electronic copy ratified by School Council and DE&T will be distributed by May each year;
• The report will be published on the school website.
• Hard copies will also be held at the school office for interested parents.
Regular written communication by school staff to parents and wider community by the school may include the following:
• A fortnightly newsletter with a report from the Principal, curriculum information and other items of general interest is distributed;
• Comprehensive curriculum newsletters from each level of the school are distributed at the commencement of each term; and
• Notices related to up-coming whole school, year level or grade events are circulated in a timely manner. These would include activities such
as sports activities, excursions and incursions;
• Publication of Sherbourne policies on the school website
• Regular distribution of surveys to collect data on specific issues and school policies
• Written reports on individual student progress, with related curriculum information, are distributed twice a year.
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Other forums provide mutually valuable forums for purposeful communication between school staff and the school community. These
include:
• Student led progress meetings – biannual.
• Fortnightly student led whole school assemblies;
• curriculum evenings and professional speakers; and
• parent education sessions.
When issues arise, parents are asked to request an interview with their child’s classroom teacher, Area Coordinator, Principal or Assistant
Principal to discuss their concerns. This is an appropriate forum where parents’ views are listened to respectfully and acted upon in a
considered manner. Teachers are generally unable to conduct informal meetings at the beginning and end of the school day as they have other
duties and their core responsibility is to be with their class throughout the school day however in the case of urgent communications, brief
discussions can take place, pending the teacher’s availability, prior to 8.45am or after school.
Requests for interviews can be made by telephone, note or via email. It is preferable to deal with concerns within a meeting rather than via
email as misunderstandings can arise.
ELECTRONIC COMMUNICATIONS
Consistent with our commitment to sustainability, the School newsletter is available online.
The School website provides copies of all curriculum documents, details of special events and permission notices for parents’ convenience.
The staff of Sherbourne Primary School is strongly committed to respectful and clear communication in all digital technologies, including
email.
• Teachers can be contacted via email. Parents should be mindful that there is no expectation that emails will be checked during the teaching
day. (9.00 – 3.30pm)
• Adverse emails are forwarded to the Principal.
• Emails not considered urgent will not necessarily be dealt with on the same day. Parents are reminded that a response to an email will
depend upon the teacher’s commitments. E.g. teaching hours, meetings, yard duty, breaks etc.
• Emails sent after 4.00pm on Fridays, on Curriculum Days or during the school holidays will be addressed no earlier than the commencement
of normal working hours.
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Audio and optical surveillance or filming (by staff, students, parents or any other members of the school community) is clearly prohibited on
the school grounds; however, in some circumstances, taping may be ‘reasonable’ and if so, prior permission from all parties involved should be
sought. The information collected in the recordings will likely contain personal information and health information of students.
Student information, whether ‘personal information’ or ‘health information’ must be managed in accordance with the Privacy and Data
Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic) (collectively, the Victorian privacy law) as well as your school’s own privacy
policy. Such information can only be used or disclosed in accordance with the Victorian privacy law.
Other forums provide mutually valuable forums for purposeful communication between school staff and the school community. These
include:
• School Council Annual General Meetings and regularly scheduled meetings that are open to all members of the School Community, on the 3rd
Wednesday of each month at 7.30pm;
• Meetings of the School Council Sub Committees - open to all members of the School Community and
• Parent education sessions.
Regular written communication by parent groups within the school to parents and wider community by the school may include the following:
DE&T PROTOCOLS
• The Information Privacy Act and the Health Records Act 2001 require that schools protect the interests of individuals with regard to their
personal information and respect the individual’s right to control how their personal information is used and for what purpose.
• The school will only collect consensual information that it requires about individuals, and will only communicate and disclose information for
the purposes for which it was collected.
• It is essential that staff members of the school communicate information in accordance with established protocols so as to preserve the
professionalism of the school, to protect the rights of individuals, to uphold our duty of care to students, and to comply with departmental and
legal requirements.
• Department of Education and Training employees are free to make public comment on issues relating to education, but in doing so must be
careful not to make comments that can be construed as negative criticism of the Department of Education and Training (DE&T), our school,
School Council, our community, staff or community members.
• As a matter of professional courtesy, and as a requirement of Section 3.6 of the Teaching Services (Conduct of Duties) Order 1998 staff will
communicate with the principal before making public comment or formal statement on educational issues or that bears on the organisation or
program of the school or place of work. The Principal and School Council President will ensure that each other is informed.
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Information sought by police, including interviews of students must be directed to the Principal. Requests from Department of Human Services
personnel regarding students or families will be complied with at all times. All staff will comply with court subpoenas to provide information.
FREEDOM OF INFORMATION
Any person seeking information from the school that falls outside the school’s previous practices must be directed to the Principal who may
require that a formal written Freedom of Information request be made. The principal will inform School Council of any such requests.
All such Freedom of Information requests will be referred to the Department of Education and Training’s Freedom of Information Unit.
RELATED POLICIES AND DOCUMENTS
Sherbourne PS Privacy Policy
Sherbourne PS Visitors Policy
Sherbourne PS Volunteers Policy
http://www.education.vic.gov.au/school/principals/community/Pages/communications.aspx
COMMUNICATION SCHEDULE
POLICY /INFORMATION
Annual Report

Staff
March annually

Annual Improvement plan Start of school year
Half yearly review Term 2
and 4
Strategic Plan
Every 4 years
Child Safe Standards
Annual Day 1
Duty of care/
Day 1
Supervision Policy

School Council
March/April meeting

Community
April following ratification
by School Council

Website
April/May

February meeting
Half yearly review Term 2
and 4

March after ratification by February/March
new School Council
Following approval by SC

Annual May
June
Reviewed annually
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Medical care policies

Day 1

OHS induction
Incursions/excursions
Student Engagement and
Wellbeing
Student Management
Gifts Benefits

Day 1
Day 1
Day 1

Acceptable use of ICT

Day 1
Revisit Term 3

Day 1
February staff meeting
Staff handbook
February

February

REVIEW CYCLE
This policy was endorsed by School Council

September 2018

Due for review:

September 2021
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