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Victoria Park Primary School Communication Policy 
 
At Victoria Park Primary School, we believe that clear, effective, and consistent communication is 
essential in fostering positive relationships within our school community and supporting students in 
achieving a high-quality educational experience. 
 
Our school uses a range of communication methods to ensure parents, carers, and the wider 
community are well-informed and engaged. This policy outlines the key channels of communication 
between the school, families, and the community, along with their intended purposes. 
 
Through these communication practices, we aim to: 

• Strengthen positive relationships between the school, families, and the community 
• Ensure transparent and efficient processes 
• Safeguard the confidentiality of information 
• Provide clear avenues for raising and addressing concerns 
• Promote a supportive and respectful environment 

 
Communication Expectations 
We are committed to using appropriate communication practices to support effective engagement 
within our school community. These practices ensure positive and effective communication between 
staff, students, and families. Our expectations include: 

• Respectful and Courteous: All communication should be conducted with respect and 
courtesy. 

• Protecting Privacy: Personal information must be kept private and confidential. 
• Timely: Communication should be responded to within agreed timeframes (see below). 
• Solutions-Focused: Dialogue should be constructive and aimed at achieving positive 

outcomes. 
• Clear, Concise, and Professional: Communication should be accurate, and professional in 

tone. 
 

Timely Responses 
• The school office is staffed between 8:30am and 3:30pm. 
• For urgent messages during school hours, please phone the office on (08) 6216 4900. 
• If a response is required, staff will reply within 3 business days (during their allocated 

workdays) between the hours of 8:00am and 3:30pm. 
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Community Communication 
 

Compass School Manager 
The school uses Compass School Manager as the primary platform to notify parents and carers of 
upcoming events and to share important information. Through the app, parents and carers are also 
able to: 

• Notify the school of their child’s absence 
• Submit forms 
• Access the school and individual classroom newsfeeds 
• View the school calendar and events 
• Contact the classroom teacher 
• Update parent details (phone number and email) 

 
The Compass School Manager app can be downloaded free of charge from your device’s app store. 
 

Newsletters 
The school newsletter is published fortnightly, during even weeks of each school term. It is distributed 
via Compass and is also accessible on the school website. 
 
The newsletter includes: 

• Messages and updates from the Principal 
• Highlights of school events and student achievements 
• Information about upcoming activities and events 
• Relevant community notices and announcements 

 

Website 
Our school website is an important source of information for our community. It provides updates on 
school operations, access to key policies, and useful resources for families. 
 
Through the website, you can find: 

• The school calendar and term planners 
• Newsletters 
• Enrolment information 
• Important parent information including uniforms, OSHC, P&C and School Board 
• Contact information 

 
Visit us at: www.vicparkps.wa.edu.au 
 

 
 
 
 
  

http://www.vicparkps.wa.edu.au/
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Telephone 
The school office can be contacted by phone between 8:30am and 3:30pm on (08) 6216 4900. Office 
staff will assist with enquiries and, where necessary, pass on messages to teachers. 
 
To minimise disruption to learning, teachers are not available to take phone calls during class time. 
Urgent messages will be relayed promptly, and non-urgent matters will be directed to teachers outside 
of teaching hours and will be responded to within 3 working days. 

 
Email 
The Department of Education provides all staff with email accounts to support communication with 
parents, colleagues, and the wider community. Email is the primary method of communication 
between parents and teachers. Parents can email classroom teachers directly via the Compass app. 
 
For email guidelines, see Appendix A. 
 

Assemblies 
Whole school assemblies are held regularly throughout the year and are an important part of our 
school community. They provide an opportunity for the Principal to address staff, students, and 
families, share key updates, and celebrate student achievements. Each Year 1 to 6 class will host an 
assembly through the year, the classroom teacher will notify you when this will be. 
 
Details of upcoming assemblies can be found on the term planner. 

 
Reporting 
Formal student reports are issued twice a year to provide families with information on academic 
progress and achievement. Reports are sent to Parent/Guardian 1’s email address and remain active 
for 4 weeks from the date they were sent. Reports will need to be downloaded and saved on personal 
devices. If families need a report to be sent to additional parent/guardian, this will need to be 
requested from the school office. 
 
Reports are sent home in Week 8 of Term 2 and Term 4. 
 

Parent Teacher Interviews  
Parent–teacher interviews support student learning by providing an opportunity to discuss progress, 
celebrate achievements and set future goals. An online booking system will be available for 
parents/guardians, with bookings closing the day prior to allow teachers time to prepare. 
 
Due to time constraints, each student is allocated one meeting. Families with alternate parenting 
arrangements will need to coordinate to ensure a single time is booked. 
 
Interviews are held in Week 8 of Term 1 and Term 3 at Victoria Park Primary School. To facilitate these 
meetings, the school will close early, with interview times scheduled between 12:00 pm and 5:00 pm. 
 
 



 

6 
 

School Board 
 
School Councils and Boards play a vital role in supporting the effective governance and strategic 
direction of the school. Their focus is on setting and monitoring the broader goals of the school—not 
managing its day-to-day operations.  
 
School Board members are expected to contribute a balanced, objective perspective to all 
discussions, representing the collective views and interests of parents, staff, and the broader school 
community. 
 
Unless otherwise specified in meeting documentation, information presented to the Board is not 
considered confidential and may be shared appropriately with the school community to promote 
transparency and informed engagement.  
 
The School Board provides governance, guidance, and community connection—helping to shape the 
school’s strategic direction while leaving management and operational decisions to the principal and 
staff. 
 
Victoria Park Primary School Board meets twice each term, at 7:30 am on Thursday mornings in 
Weeks 3 and 8. 
 
School Board Key Functions 
Take part in: 

• Establishing and reviewing the school’s objectives, priorities and general policy directions. 
• Planning financial arrangements necessary to support these objectives and priorities. 
• Evaluating the school’s performance in achieving its stated goals. 
• Formulating student codes of conduct. 
• Participating in the selection (but not appointment) of the school principal or other teaching 

staff, if approved by the Director of Education. 
 
Approve: 

• Charges and contributions determined by the principal for materials, services and facilities. 
• Costs associated with extra-cost optional components of the educational program. 
• Items students are required to supply for personal use in the program. 
• Agreements or arrangements for advertising or sponsorship related to the school. 

 
Determine: 

• In consultation with students, parents and staff, a student dress code for attendance or 
representation of the school. 

Promote: 
• The school’s profile and achievements within the community. 
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What a School Council or Board Does Not Do 
• Manage the day-to-day operations of the school. 
• Discuss or address individual issues relating to staff, students or parents. 
• Represent or promote special interest groups. 
• Intervene in the control, management or educational instruction of the school. 
• Exercise authority over school staff or Department of Education employees. 
• Performance manage the principal or any other staff member. 
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Process for enquiries and concerns 
 
Directing enquiries or concerns to the appropriate person helps ensure they are addressed promptly 
and effectively. The following outlines the process for managing enquiries and concerns: 
 
1. Contact the Classroom Teacher or School Office 

• Classroom Teacher 
The classroom teacher should be contacted for matters relating to teaching and learning, 
student behaviour, minor medical issues, or changes in family circumstances. 
 

• School Office 
The school office should be contacted for urgent messages, activity payments, or to advise of 
a student’s absence. Please also notify the office if your child is taking regular medication or 
has an ongoing medical condition (refer to Appendix B). 

 
2. Arrange an Appointment with the Deputy Principal 
If a concern cannot be resolved with the classroom teacher, please contact the school office to 
arrange a meeting with the Deputy Principal. 
 
3. Arrange an Appointment with the Principal 
If the matter remains unresolved after meeting with the Deputy Principal, please contact the school 
office to arrange a meeting with the Principal. 
 
4. Further Escalation (South Metropolitan Education Regional Office) 
If your concern has not been resolved through the above steps, you may contact: 
South Metropolitan Education Regional Office 
Phone: (08) 9336 9563 

 
Note: 
Parents are not to approach other students directly under any circumstances regarding concerns or 
incidents. All matters must be addressed through the appropriate school channels. 
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Internal Staff Communication 
 

Social Media 
Staff must not use personal social media platforms for communication with parents, students, or the 
wider school community. All school-related communication should occur through official channels, 
such as Compass, email, or the school office, to ensure professionalism, privacy, and consistency. 
 
Parents, students, or community members attempting to make contact with staff through personal 
social media accounts, will be directed by the school to use approved communication channels 
instead. 
 
Staff must not discuss or share any matters relating to students, families, or school operations on 
unofficial or external platforms (e.g. WhatsApp, Facebook, Messenger, or similar). 
 

Monday Memo 
The Monday Memo is distributed to all staff via email each Monday morning during term time. It 
provides important operational updates from the executive team and office staff, as well as 
celebrating positive staff acknowledgments from the previous week. 
 
Staff who wish to include information in the Monday Memo can forward their content to a member of 
the front office team for inclusion. 
 

Staff Meetings  
Mandatory staff meetings are held twice each term, with the agenda distributed in advance. Additional 
non-mandatory meetings may be scheduled throughout the term to support professional learning and 
school operations. 
 
Teaching staff are professionally responsible for attending these sessions or ensuring they review any 
key information relevant to their role. 

 

Face to face communication  
For any work-related or personal matters staff wish to discuss with a member of the school executive 
team or their line manager, an Outlook meeting request or email should be sent outlining the purpose 
of the meeting and preferred times. Alternatively, staff may ask a member of the front office team to 
assist in arranging a meeting on their behalf. 
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Appendix A 
 
Email Guidelines 

The following guidelines have been developed to support effective and respectful communication 
between families and the school.  
 
When sending an email, parents and guardians are asked to: 

• Include their full name, their child’s name, and the reason for the email. 
• Communicate in a respectful and courteous manner. 
• Be mindful that staff will respond to email enquiries within three working days, during their 

usual work hours. 
 

Who to Contact 
Classroom Teacher 

• Queries relating to classroom teaching and learning or student behaviour 
• Advice regarding minor medical conditions (refer to Appendix B) 
• Updates to family circumstances that may affect your child at school 

 
School Office 

• Payment enquiries 
• Urgent messages for students 
• Notification of student absences 
• Enrolment enquiries 
• Updates to personal or contact details 
• Advice regarding medical conditions or medication requirements (refer to Appendix B) 

 
Protocols for staff email use  
 

The Department of Education provides all staff with official email accounts to support professional 
communication with parents, colleagues, and the wider community. Email is the primary method of 
communication between parents and teachers. The school reserves the right to access or block email 
messages within Department accounts when required. 
 
Staff are reminded that Department email accounts are to be used for work-related purposes only and 
not for personal correspondence. 
 
When communicating with parents or guardians via email, staff must adhere to the following 
protocols: 

• Use only the Department-provided email account or Compass. 
• Do not use email to discuss highly sensitive or confidential matters. 
• Ensure all communication is professional in tone and content. 
• CC their line manager on any emails relating to serious parent concerns or medical 

information.  
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Appendix B 
 
Advising of Medical Conditions or Medication Requirements 

 
Parents and guardians are expected to inform the school of any relevant medical conditions or 
medication requirements for their child.  
 
The following outlines who should be notified: 
 
Classroom Teacher 

• Short-term medical injuries or conditions that may temporarily affect a student’s participation 
or learning (e.g. a sprained wrist, broken arm, or recovery from minor surgery). 

 
School Office 

• Long-term or ongoing medical conditions. 
• Medical conditions requiring regular or ongoing medication. 
• Any medication that is administered on a long-term or routine basis. 

  



 

12 
 

Appendix C 
 
How Victoria Park Primary School communicates with the community: 

 Website Compass Newsletter Email Phone 

Calendar/Term Planner ✓ ✓    

Notice of School Events ✓ ✓    

Notice of Excursions  ✓    

Attendance Information    ✓  

School and Student 
Achievements   ✓   

Last minute information  
(e.g cancellations)  ✓    

Concerns regarding 
academic achievement and 

progress or behaviour 
    ✓ 

 
How the community communicates with Victoria Park Primary School: 

 Compass Email Phone School 
Office 

Notify us of your child’s absence ✓ ✓ ✓ ✓ 

Excursion permissions ✓    

Informing teacher of pickup changes ✓ ✓   

Requesting an appointment with staff ✓ ✓ ✓ ✓ 

Notify us of change of details  
(eg. living arrangements, visa status, medical 

conditions/medications, parenting arrangements 
etc) 

✓ ✓ ✓ ✓ 

Enrolment information  ✓   

Account enquiries  ✓ ✓ ✓ 

Urgent messages 
 

 ✓  

 
 
 

DoE Connect and Respect information 

https://www.education.wa.edu.au/dl/k0nl2p0 
https://www.education.wa.edu.au/dl/o034qrv 

https://www.education.wa.edu.au/dl/k0nl2p0
https://www.education.wa.edu.au/dl/o034qrv

