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At Springfield Primary School, parents/carers, school staff and students 
share responsibility for providing a safe, supportive, and productive 
learning environment.

We achieve this through our relationships, good communication, 
and working together.

The School Board and teaching staff have worked collaboratively to 
develop this document, which provides clarity to school communication 
and engagement.

All summaries throughout this document are taken from the 
Department of Education’s Communication Protocols.

INTRODUCTION
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This is achieved by school staff, 
parent/carers and students:

•	� Valuing and supporting every member of 
the school community and appreciating 
their contributions.

•	� Celebrating diversity and individuality; 
cooperation and acceptance are 
welcomed and encouraged.

•	 Forming positive connections.

•	� Creating friendly, supportive, 
and cohesive communities.

The School shall:

•	� Establish and adopt a clear framework 
for communicating incidents/concerns 
at school.

•	� Support the P&C organised Term 1 event.

•	� Host an end of year concert to showcase 
and celebrate student progress, 
achievement and success.

•	� Advertise and encourage garden and 
recycling programs and projects.

•	� Regularly review the timing and 
scheduling of assemblies for optimum 
community engagement.

Parents shall:

•	� Support the school in the management 
and communication of incidents and 
concerns.

•	� Support the school’s protocols and 
supervision requirements for community 
events organised by the school and/or 
P&C.

•	� Act appropriately at all school and/or 
P&C events.

CREATING 
POSITIVE ENVIRONMENTS
We provide a positive environment for students to 
learn and for staff to work.
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PROMOTING 
RESPECTFUL 
RELATIONSHIPS
Every student, staff member and parent/carer 
has the right to feel safe and be safe at school.

This is achieved by:

•	� Teaching students about respect and 
appropriate relationships as part of 
the Western Australian Curriculum 
and students are expected to maintain 
positive behaviour in their school 
community.

•	� The Principal working with the school 
community to create positive behaviour 
models and deal appropriately with 
students who violate the rights of other 
students and staff.

•	� Parents/carers encouraging, promoting, 
and modelling good behaviour and 
respect for others at home, school and in 
their communities.

The School shall:

•	� Undertake regular professional learning 
to support restorative behaviour 
management in the school.

•	� Review the behaviour management 
policy at school level and with the 
School Board every three years.

•	� Behave in a way that upholds the 
Department’s Code of Conduct.

Parents shall:

•	� Communicate respectfully with the 
school at all times.

•	� Raise concerns with the school in an 
appropriate way and timely manner.
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School communities thrive on open communication 
wherein staff, students, and parents/carers have 
opportunities to share good news, discuss issues and 
maintain an ongoing dialogue.

The Principal and school staff communicate 
with parents/carers in a variety of inclusive 
ways that are reflective of the school 
community. They may provide information 
in writing and/or speak with parents/carers 
in person. This will generally occur during 
the school day.

Parents/carers have opportunities to 
speak with or write to a member of staff 
to raise any issue of concern and provide 
information that supports their child.

Teachers and school staff may not be 
available to respond immediately, however, 
they will make every effort to respond, 
generally during school hours, within a 
reasonable timeframe.

The teaching staff and Principal are not 
required to respond to communications 
outside of their normal working hours.

There is an expectation that communication 
and all interaction between school staff and 
parents/carers is mutually respectful.

Verbal and/or physical aggression or 
threats, offensive language, and derogatory 
comments, whether face to face, over 
the phone, via email or on social media, is 
unacceptable and will not be tolerated.

School staff are not expected to respond to 
communication that is unacceptable, and 
these will be referred to the Principal or 
regional office.

COMMUNICATING 
WELL
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COMMUNICATING 
WELL

The School shall:

•	� Ensure that issues/concerns are 
communicated to parents in a 
timely manner.

•	� Maintain communication through 
Compass, email, via phone, and via 
face-to-face contact.

•	� Define and regularly review a consistent 
communication approach across school. 
Clearly outline the communication 
hierarchy and process within parent and 
early years handbooks.

•	� Remind parents via Compass to read 
school and classroom communication.

•	� Remind parents and the community of 
special events, including assemblies, via 
Compass two days prior to the event.

•	� Advertise special events through 
Compass and, where appropriate, 
Facebook.

•	� Develop and regularly review 
information templates and stored 
responses to ensure consistent 
messaging across the school.

Parents shall communicate:

•	� Absences in a timely manner.

•	� With the school if there are factors 
outside of school that may affect their 
child’s engagement, progress and/or 
achievement.

•	� Significant changes impacting their child.

•	� Any changes to their child’s medical 
information promptly to support the 
school in managing health concerns 
appropriately.
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COMMUNICATING 
WELL

Emails:

•	� Where agreed, one-on-one meetings 
or phone calls with parents will be 
followed with a summary email from 
the staff member to allow a paper trail 
and transparency.

•	� The expectation is that a staff member 
will respond to a parent email within two 
working days of receiving it, except in 
the case of being ill or on leave, which 
includes regular school holidays.

•	� When on leave, staff members will set 
an automatic reply that is consistent and 
developed by the school.

•	� Part-time staff will clearly outline their 
working days/times within their email 
signature.

Class Newsletters:

•	� Provide key dates for the term.

•	� Provide an overview of important events 
coming up in the term.

•	� Provide an overview of the curriculum 
to be covered during the term.

•	� Provide ideas for strategies/activities 
that parents can use to support their 
child’s learning at home.

•	� Make clear the days and times that 
teachers are available to meet parents 
and remind parents to arrange meetings 
with a teacher if they have a concern.

Templates for:

•	� Stored responses (emails, automatic 
replies when on leave).

•	 Class newsletters.

•	 Parent/Teacher interviews.

•	 Incident emails.

•	 �Student achievement and progress emails.

Communication Processes

SPRINGFIELD PRIMARY SCHOOL  Parent Partnership Framework



WORKING 
TOGETHER

The School shall:

•	� Continue to improve whole-school 
consistency regarding communication of 
children’s development.

•	� Hold Term 1 introductory meetings 
that are consistent across phases of 
learning to inform parents of classroom 
processes and expectations. These may 
be hosted in person, online, or through 
a PowerPoint in consultation with the 
community and their needs.

•	� Hold formal parent/teacher interviews 
at the beginning of Term 2 to support 
communication with parents and 
carers about their child’s progress and 
achievement. Where necessary, the 
school will provide online or telephone 
meetings to facilitate communication.

•	� Create a framework template for the 
10-minute parent/teacher interviews 
and ensure these are adhered to.

•	� Provide parents with ideas for strategies 
that can be used at home to support 
their child’s development.

•	� Develop clear processes for parent/
teacher meetings for students with 
complex needs.

•	� Invite parent helpers to support student 
learning and events where appropriate.

•	� Regularly review and communicate 
actions to support and extend students 
at Springfield Primary School.

Parents shall…

•	� Engage respectfully in conversations 
with teachers about their child’s 
progress, achievement, wellbeing, and 
behaviour.

•	� Attend meetings as much as is possible.

•	� Support their child’s learning at home as 
outlined/requested by the teacher.

•	� Understand the need for confidentiality 
when working as a parent helper.

Student learning is strengthened when staff and parents/carers are 
actively and positively involved in their education.

By working together, we support the health and wellbeing of our 
students and help them develop resilience and confidence.

Our collective efforts are aimed at providing a safe environment for 
all and promoting respectful relationships.

SPRINGFIELD PRIMARY SCHOOL 
31 Bridgewater Drive, Kallaroo WA 6025 
Email: Springfield.ps@education.wa.edu.au 
Phone 08 9407 3000  springfieldps.wa.edu.au


