
 
 

       

Communication 
Policy 

Approval date: 31/10/2019 

Previous review dates: 2016 (Newsletter policy) 

Next review date: 2023 

Author: St Michael’s Leadership & Support 
Team, St Michael’s Staff and School 
Board. 

Purpose 

St Michael’s School is a flourishing Catholic educational community that recognises the            
importance and right of parents / carers as the first educators of children. This policy supports                
and contributes to actively fostering positive healthy communication as the basis for all             
relationships. Because positive and open communication and dialogue contributes strongly to           
the formation of right relationship within the school community it is a shared responsibility that               
we seek to have all participants actively endorse. 

 

Policy 

All communication between parents, caregivers, staff and students will be 
intentionally shaped to develop, build upon and maintain right 

relationship within our Catholic community.  

 

Rationale 

Open dialogue between school and home is a responsibility shared by staff, parents, 

caregivers and students.  The school communicates regularly with parents through various 

means: newsletter, school diary, telephone, email, online platforms, social media, as well as 

meetings and interviews.  Parents and staff are invited to, and encouraged to communicate 

engaging positively in child/ren’s education.  Our ‘Code of Conduct for Parents and 

Volunteers of Catholic Education, Diocese of Cairns’ guides all dialogue within our school 

community in order to form right relationship.  This is also upheld by our ‘Positive 

Relationships Policy’ for students and our ‘Code of Conduct’ for all staff. 
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Right relationship is built upon positive, authentic communication which recognises the dignity 

and respect of all participants.  As a Catholic community we have an understanding that all 

people are created in the image of God, thus all are worthy of being treated with respect. 

Respect is the foundation, the glue, that holds relationships together.  

 

Right relationship is also built upon trust. Trust in the goodness of God, and in each other, is 

the foundation of Christian hope. All are trusted at St Michael’s school to resemble Christ so 

that he is made visible in our community. Thus it is important to make sure that our words, 

attitudes and actions recognise the dignity of participants and benefit the learning and 

well-being of others.  
 

In order to be a flourishing Catholic educational community that shares a common vision, 

sourced in the words and actions of Jesus Christ shaped by the Mercy Charism all are called 

to be committed to developing right relationship. We openly encourage positive dialogue 

between school and parents and caregivers to support student learning and wellbeing. 

Nurturing a whole education community that fosters a strong sense of wellbeing contributes 

strongly to this.  

 

In a community, knowledge and wisdom is best shared to ensure that we continue to work in 

collaborative partnership.  It is always important to seek clarification prior to making 

judgements.  We recognise the many diverse channels of communication that are used for 

dialogue and the importance of using each in a way that is supportive of seeking 

understanding and sharing knowledge.   Often face to face positive dialogue, is the most 

productive means. 

References 

❖ CES Guideline/Procedure - Protocols for school-related electronic communication 
❖ CES policy - Student positive behaviour support 
❖ Code of Conduct for Parents, Volunteers and Visitors 
❖ Code of Conduct - staff 
❖ ICT Acceptable Usage Policy 
❖ Social and Emotional Learning in Catholic Schools 
❖ Positive Relationships Policy 
❖ Grievance Policy 
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https://www.cns.catholic.edu.au/wp-content/uploads/2019/06/Student-Positive-Behaviour-Support.pdf
http://www.cns.catholic.edu.au/wp-content/uploads/2016/11/Code-of-Conduct-for-Parents-and-Volunteers-.pdf
https://cnscatholiceduau.sharepoint.com/sites/staffportal/ADM/Shared%20Documents/Policies%20and%20Directives/Policies/Code%20of%20Conduct%20-%20Staff.pdf
https://www.cns.catholic.edu.au/wp-content/uploads/2013/11/SEL-Parents-Brochure.pdf
https://www.stmichael.qld.edu.au/wp-content/uploads/2019/05/Policy_-Positive-Relationships_SMG_V1.pdf
https://www.cns.catholic.edu.au/wp-content/uploads/2013/10/Grievance-Policy.pdf


 

Communication Procedures  
Staff and Parents are highly encouraged to share their knowledge and growth of child/ren’s 

learning.  It is not constructive to ever limit communication to issues or problems that require 

solving.  Whilst these are recognised as important, we are in the business of growing and 

molding our next generation of youth.  This requires positive and collaborative work to create 

a better future, with shared understanding and commitment, building of resilience and 

independence towards interdependence.  

 

The following process is recommended for use:  

 

1. Identify/determine the most appropriate person to correspond with. 

a. Apart from P&F matters, the first person parents/caregivers are asked to make 

direct contact with, is the classroom teacher, and/or St Michael’s administration 

staff.  

b. Whereby there is further clarification sought / an ongoing concern/ St Michael’s 

Leadership and Support Team may assist in the second instance: this refers to 

the Assistant Principal Religious Education, the Leader of Inclusive Education, 

the Leader of Teaching and Learning, Indigenous Liaison Staff and the 

Principal.  

2. Communicate/liaise with that person directly or administration staff to make a suitable 

time for dialogue.  

a. Meeting arrangements can be made through direct contact, a phone call, a 

letter, an email or an online platform.  A staff member will respond to your 

request as soon as it is possible to do so.  

3. It is always best practice to meet in person, however a phone call is also 

acknowledged as viable if that isn’t possible within a reasonable timeframe.  

 

When anyone in our community has a cause for concern, we are committed to dealing 

positively with concerns in a timely manner, fairly and as harmoniously as possible.  Positive 

dialogue often involves the following:  

● recognising that all involved are seeking to support the learning and wellbeing of all 

students 
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● recognising we are a Catholic community 

● being affirming and respectful 

● seeking clarification and understanding 

● sharing wisdom and knowledge 

● listening attentively to others  

● seeking a positive outcome for all 

Our children learn from the adults in their lives; this process models for them the most 

productive and collaborative way of living and learning together. 

 

St Michael’s follows the CES grievance or complaint policy and procedures. 

●  Grievance Policy  

●  Grievance Procedures 

These processes are summarised through a series of posters:  

1. Got a complaint or grievance? 

2. Has someone made a complaint about you? 

3. Resolving conflict in the workplace 

4. Are you managing a complaints or grievance process? 

 

Emails are not an effective way for processing a grievance as discussion is often essential for 

positive resolutions.  It is not appropriate or expected behaviour to use emails to vent in an 

emotional manner under any circumstances. 

 

 

 

 

Policy – Positive Relationships - 4 of 6 

https://www.cns.catholic.edu.au/wp-content/uploads/2013/10/Grievance-Policy.pdf
http://www.cns.catholic.edu.au/wp-content/uploads/2016/06/Grievance-Procedure-plus-attachments-5.pdf
https://www.cns.catholic.edu.au/wp-content/uploads/2019/03/Got-a-Complaint-or-Grievance.pdf
https://www.cns.catholic.edu.au/wp-content/uploads/2019/03/Has-someone-made-a-Complaint-about-you.pdf
https://www.cns.catholic.edu.au/wp-content/uploads/2019/03/Resolving-Conflict-in-the-Workplace.pdf
https://www.cns.catholic.edu.au/wp-content/uploads/2019/03/Managing-Complaints-and-Grievences.pdf

