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1.

Policy: SM34 - Communication Policy

Rationale

It is widely recognised that there are occasions in which parents or students need to make contact with staff

at IHC. As human beings, we are created in the image and likeness of God, and as such, are deserving of

respect and the tenant of Human Dignity. The Communication Policy has been implemented to ensure that

the process and procedure for contacting College staff is clear and protects the interests and well-being of

all parties involved, while also observing Health and Safety policies.

2.

Aim

Immaculate Heart College aims to provide staff, students and parents/carers with clear steps in a chain of

command to follow should they need to contact a staff member.

3.

4,

Definitions

Administrative Officers — this refers to all staff in administrative roles.

Confidential - relates to privileged communication shared only between a few people to provide
information for specific purposes.

Coordinators — refers to persons employed by IHC in middle leadership roles who are responsible for
specific tasks.

Head of School (Primary, Secondary & Theology) — refers to the Principal’s deputies who have
authority over their respective schools.

Others - includes children and young people, contractors, volunteers, members of the college
community or people outside of the college community.

Pastoral Care Group (PCG) teachers — means all staff fimetabled, for a specified faction or student
group, during pastoral care time.

Principal — refers to the authoritative administrator who is ultimately responsible for the College.
Reception - this refers to the front-office staff.

Staff member/s - means all staff employed by Immaculate Heart College.

Teachers - refers to persons registered with the Teacher Registration Board of Western Australia
(TRBWA).

Scope

This policy articulates the expected chain of command to follow for communication purposes at

Immaculate Heart College. This policy will assist staff, parents, and carers to clearly communicate issues,

concerns and complaints to the personnel responsible in a respectful and appropriate manner.
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5. Responsibilities

5.1 Responsibilities of Parents and Carers

In the case of an emergency, please contact the College Reception Team (available during office hours)

by phone as first point of contact (08) 9571 8135 or email reception@ihc.wa.edu.au. If the information is of

a particularly sensitive nature, please email the Principal directly Sammantha.Daluz@ihc.wa.edu.au

S5.1.1 For student absentee notfifications, please note there are several methods of contact:

e PARENT ORBIT (TASS) - via the “Absences” button
e EMAIL: absentee@ihc.wa.edu.au, to inform College Reception
e PHONE: (08) 9571 8135 to inform College Reception

Student afttendance is initially collected at the beginning of the day, and again, at regular intervals.
Should your child be marked “absent from school” without explanation at first attendance, a
notification will be sent to inform you. Please noftify the College of your child’s intended absence at

your earliest opportunity.

5.1.2 For concerns about Student Behaviour/Academics

Step 1 Classroom/Subject Please email the Classroom or Subject Teacher to request a
Teacher meeting (phone or in person), providing a brief outline of the
issue to be discussed/addressed.

Step 2 Year Coordinator If you have not successfully resolved the issue (or the
teacher is absent for an extended period), then email the
Year Coordinator, providing a brief outline of the issue and
actions already taken, to arrange a meeting (by phone orin
person). (Year Coordinators include PK-2 Early Learning -
ELC, Primary Years 3-6, Years 7-9 and 10-12.)

Step 3 Head of School If the Year Coordinator is absent for an extended period,
and the issue is fime-sensitive, email the Head of School to
request a meeting (phone orin person), providing a brief
outline of the issue and actions taken so far.

Step 4 Principal Only after all the previous steps have been attempted,
should you contact the Principal. If the matter is now urgent,
please contact College Reception (08) 9571 8135 or
reception@ihc.wa.edu.au to request a meeting with the
Principal, with a brief outline of the issue and steps taken to
address the issue. Communications will be freated
respectfully, and where appropriate, confidentiality will be
observed.
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e For minorissues — please contact College Reception by phone or email

e Forissues of a more serious nature — please contact the Head of School or Principal.

Any communication (verbal or written; in-person or otherwise) with staff that is deemed to be abusive or

aggressive will be terminated immediately, and the matter referred to the Principal.

Any actions by parents/carers deemed to be in breach of the IHC PARENT & COMMUNITY CODE OF

CONDUCT may result in the termination of campus visitation rights or, in some cases, student enrolment.

IMPORTANT NOTES FOR PARENTS/CARERS:

e [t is not reasonable to arrive at the College, with the expectation of meeting immediately with
members of staff, including the Head of School or the Principal. Staff have many duties and
responsibilities to attend to during the course of a day and, for the most part, staff may be unable to

accommodate last-minute meeting requests.

e If you have a scheduled meeting with a staff member, including the Principal, please ensure that
you arrive at the College Reception building fo sign in prior fo your meeting, and sign ouf, once you

are ready to depart (as per the IHC Visitor Policy).

e Under no circumstances, are parents/carers permitied to go straight to a classroom or other part of
the College. A member of staff will escort parent/carers to the designated meeting area. Moving
around the campus without proper authority could result in the College being placed in

LOCKDOWN, a procedure designed fo protect both staff and sfudents.

5.2 Responsibilities of Students

Should a student have a concern or complaint, they can obtain a Complaint Form for Students from the
Year Coordinator’s Office or Reception. This form can be completed and submitted to the Child Friendly
Complaints Lefterbox in College Reception, and will be read by the Principal or Senior Leadership team in

order to address those concerns.

For urgent or emergent issues: speak with the classroom teacher, duty teacher, Year Coordinator, Well-
being Coordinator or Head of School (whoever is closest to the student at the time). If at recess or lunch,

please find the nearest duty teacher for assistance.

For other issues: contact the College’s Counselling Team to set up an appointment.
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5.3 Responsibilities of Staff

Staff will endeavour to respond to communications and requests for interviews within 48 hours of receipt
(business hours and days only) where possible. Staff are not required to read or respond to communications
outside of office hours, including weekends. Urgent messages may be sent to Heads of School or the

Principal if required.

All communications and communication attempts are to be documented including names, time and date,

and subject matter, and outcomes.

If staff receive abusive or aggressive written communications from parents/carers or students, they are not

to respond, rather they should forward the communication to the Principal and Head of School.

If a staff member is spoken to (either on the phone or in person) in an abusive or aggressive manner, they
should warn the parent that the conversation will be terminated and the matter referred to Principal. If the
conversation continues to be abusive or aggressive, the staff member shall inform the caller/person that due
to continued aggression/abuse, the conversation is now terminated. The conversation should be
documented and forwarded to the Principal, including the following details: Caller/person’s name (plus
student name), manner of complaint from parent, manner of abuse or aggression from parent, time, date

and method of communication, and outline of staff actions.

If the staff member feels that a conversation may turn aggressive, they are strongly encouraged to ask for
a fellow staff member to support them during that interaction (Well-being Coordinator, Head of School, Year
Coordinator, or fellow teacher). Aggression and abuse have no place at Immaculate Heart College, and

all parties should, at all fimes, freat one another with respect and compassion.

6. Supporting Information

The College’s policy SM034 — Communication Policy can be found in the Policies and Procedures folder
under: Immaculate Heart College\Staff Common Drive — Documents > Administration > Policies Procedures

> School Management > ...

It can also be found on the College website at hitps://ihc.wa.edu.au/
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/. Related Documents

Policy:

SM34 - Communication Policy

Type Document Doc #
Policy Parent and Community Code of Conduct SMO08
Policy Student Code of Conduct SMO03
Policy College Visitor Policy SM20
Procedure Community Dispute and Complaints Resolution Procedure HRO1
Policy Community Dispute and Complaints Resolution Policy HRO8
Procedure Child Friendly Complaints Procedure HR10
Policy Adherence to National Principles for Child Safety HSWOI1
Procedure Incident Response Management and Emergency Procedure HSWO05
Plan Lockdown Procedure Flow Chart HSW08
8. Review

This policy will be reviewed annually for validity.

Rev No. Date Prepared by: Reviewed Reason for amendments or review
by:
0.1 (draft) September | A Markham SDalLuz Draft prepared for Board endorsement
2025 T Carpenter
1.0 September | A Markham S.Da Luz Board endorsement, College adoption of
2025 T Carpenter policy
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