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Wirreanda Public School Communication Procedures 
Rationale 

Effective communication between the school and its community supports student learning, 
wellbeing and engagement. 
Wirreanda Public School is committed to maintaining clear, respectful and professional 
communication with students, parents, carers, staff and the wider community. These 
procedures provide guidance on appropriate methods of communication, expected response 
times, and processes for raising and resolving concerns. 

These procedures align with the NSW Department of Education School Community Charter, 
Complaints Handling Policy, Code of Conduct, and Privacy requirements. 

Aims 

These procedures aim to: 

• promote respectful and professional communication 
• provide clear expectations for communication between home and school 
• ensure concerns are addressed in a timely and fair manner 
• support staff wellbeing through clear communication boundaries 
• ensure communication practices align with Department of Education requirements 
• strengthen positive partnerships between school and home 

Implementation guidelines 

School communication platforms 

Wirreanda Public School uses approved communication platforms to ensure information is 
accurate, secure and consistent. 

Sentral App 

The Sentral App is the primary method of communication between the school and families. 
This platform is used for: 

• whole school messages 
• event information and reminders 
• absence notifications 
• permission notes 
• emergency communication (for example storms, fire or other urgent matters) 
• contacting your child’s teacher 
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Facebook 

The school Facebook page is used for celebrations and reminders. 
The Facebook page is for promotion only and messaging is disabled. 

Seesaw 

Seesaw is used for sharing student learning. 
Seesaw is not to be used for contacting teachers. 
Parents and carers must complete the online permission note before their child can be added 
to a class. 

Other approved platforms 

• School email – Wirreanda-p.school@det.nsw.edu.au  
• School phone – 0249 828 893 
• School website - https://wirreanda-p.schools.nsw.gov.au 
• Written notes/letters 
• Face-to-face meetings by appointment 

Staff will only communicate with parents and carers using approved school platforms. 
Staff will not communicate through personal email, personal phone numbers, or personal 
social media accounts. 
Staff are not required to respond to communication sent via non-approved platforms. 

Communication hours 

Communication with staff is between 8:00am and 4:00pm on school days. 

Staff are not expected to respond to messages, emails or phone calls outside these hours, 
except in situations involving student health, safety or wellbeing. 

Under normal circumstances, staff will respond within two school days. 

Staff may not be available to respond immediately during teaching time, playground 
supervision or meetings. Parents and carers are asked to allow reasonable time for staff to 
return communication. 

Where a matter is complex or requires discussion, parents and carers may be asked to arrange 
an appointment. 

Urgent matters relating to student safety or wellbeing should be directed to the school office 
by phone. 
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Communication guidelines 

Procedures for contacting staff 

To support effective communication: 

• The class teacher is the first point of contact for classroom, academic, wellbeing or 
behaviour matters 

• An Assistant Principal may follow up where concerns are ongoing or require additional 
support 

• The Deputy Principal may become involved where further support or resolution is 
required 

• The principal may be contacted for serious or unresolved matters 

Parents and carers are asked to follow this process to ensure concerns are addressed fairly, 
consistently and in a timely manner. 
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Respectful communication 

Wirreanda Public School is committed to maintaining respectful, professional and cooperative 
relationships between students, staff, parents and carers in line with the NSW Department of 
Education School Community Charter. 

Information about the School Community Charter can be found at: 
https://education.nsw.gov.au/public-schools/going-to-a-public-school/school-community-
charter 

All communication must reflect the expectations outlined in the School Community Charter. 

Social media and online communication 

Official school social media pages are used to share general information and promote school 
activities. 

Social media must not be used to: 

• raise complaints 
• discuss individual students or staff 
• make allegations about the school 
• share confidential information 

Concerns raised through social media will be redirected to the appropriate communication 
process. 

Confidentiality and privacy 

All communication must comply with Department of Education privacy requirements. 

Information about students, staff or families will only be shared with authorised persons where 
required. 

Review 

Thes procedures will be reviewed annually or as needed in response to Department of 
Education changes or school community feedback. 
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