
 

Kyilla Primary School 

Communication Policy 

Rationale 

At Kyilla, we value the input of our families and achieve this through open, timely, respectful 

communication. Positive engagement and a strong relationship between home and school is an 

essential building block for your child’s education.  

We are committed to responding promptly to your enquiries and concerns but also note that our 

teachers do not have opportunities during the school day to check their emails and give thoughtful 

considered responses. We ask that you are allow two school days for a response from staff, and that 

any urgent time-sensitive matters are sent directly to the office email address 

kyillaps@education.wa.edu.au  

Rights & Responsibilities 

Kyilla PS is bound by, and will act in accordance with, Department of Education policies. 

Individual Rights 

Students Staff Parents, Guardians & Carers 

Learn and play in a safe 

environment 

Engage in a curriculum at their 

level 

Be treated equitably 

Be equipped with the tools for 

learning 

Be supported and involved in their 

learning process 

Be supported to engage in the 

school curriculum and learning 

processes 

Be respected, supported and 

heard 

Be trusted in their professional 

skills and knowledge 

Have access to professional 

learning 

Communicate with families and 

students in a direct and honest 

manner 

Maintain a balanced workload and 

personal wellbeing 

Work in a safe and supportive 

environment 

 

The School will support me by: 

 

Giving me the opportunity to 

resolve conflict in a fair and 

restorative manner 

Helping me have a voice in 

decisions that affect me or my 

child personally 

Valuing diverse beliefs and needs 

Listening to my concerns about my 

child 

 

Individual Responsibilities 

Students Staff Parents, Guardians & Carers 

Following our PBS Expectations, 

including but not limited to: 

Being Good Citizens who are 

trustworthy and inclusive 

Challenging Ourselves by leading 

by example 

Showing Respect to our 

classmates, fellow students, 

teachers, adults and most 

importantly ourselves 

Being Responsible in all our 

interactions and encouraging 

others to do the same 

 

Build positive, respectful 

relationships with students, 

school staff and the school 

community 

Communicate openly and 

effectively 

Cater for students by creating a 

safe and supportive environment 

Plan for and assess students using 

the WA Curriculum and Kyilla’s 

learning programs 

Trust in the professional 

development and knowledge of 

the school staff 

Partner with the school to achieve 

the best outcome for your child. 

Participate in and follow through 

with communication regarding the 

academic, social and emotional 

engagement of your child. 

Foster with your child age or 

developmentally  appropriate 

independence  

Promptly inform the school of any 

relevant information and that may 

impact your child’s academic, 

social or emotional wellbeing 

mailto:kyillaps@education.wa.edu.au


 

 

 

Teacher/Parent Communication 

The first point of contact to discuss your child’s learning (as well as social/emotional development or 

friendship issues) is your child’s class teacher. The best way to facilitate this is to send them an email 

to make a time for an appointment. This way the teacher is able to give you their full attention and 

can discuss your child in a confidential environment. 

Teachers will use Connect to update parents on what is happening in their class, this communication 

will come out weekly (fortnightly for Kindergarten). If a teacher has a concern about your child, they 

will send an email to make a time to catch up. For students with complex educational and social needs, 

a communication plan will be developed with Ms Rebecca Stuchbery, deputy principal. 

We ask that parents do not speak with teachers about concerns when they open their doors for the 

start of the day – doing so does not give your child’s teacher time to process the concern or respond 

appropriately. 

 

Concerns & Complaints  

Seeking information and support as soon as possible often solves many concerns. Try to identify the 

issue clearly before approaching the school for assistance, sometimes writing down your issue may 

help before you sit down to speak with the relevant staff member. If you require an interpreter please 

let the school know as this can be arranged by the Department of Education. 

Most concerns about academic progress, friendship issues and emotional wellbeing will be dealt with 

by your child’s teacher. In the event that you are unsatisfied with the response or you believe that the 

issue is a major concern, please contact our deputy principals. 

In the event that you have a concern or complaint about a staff member or an instance of serious 

physical contact or harm to your child, please contact our principal, Ms Jo Hine. 

If you believe that the school has not resolved the issue, or the matter is about the contact of the 

school itself, you can contact North Metropolitan Education Regional office on (08)9285 3600 

 

Communication Channels 

Kyilla PS communicates with its parent community on a regular basis through several channels: 

1. Connect 

This platform is where class information, school notices, events and school reports can be 

accessed by families and students. This should be your first port of call when finding out 

information about any upcoming events or accessing your child’s previous school reports. 

 

2. Class Information Nights 

Held at the start of the year, these meetings held by your child’s class teacher(s) provide 

information about the overview of the school year, introductions to key staff, information 

about expectations, routines and curriculum. 

 



 

3. Parent/Teacher Interviews 

Held at the end of Term One, these 10 minute interviews are conducted as a formal way to 

receive updates on your child’s progress so far in the year. 

 

4. School Open Night 

Held in Term Three, the Open Night is a fantastic opportunity to see your child’s classroom 

and learning journey. It is not an opportunity to discuss academic progress with your child’s 

teacher or to raise any concerns you may have, but rather a time for your child to celebrate 

with you their achievements for the year. 

 

5. School Newsletter 

Sent fortnightly on a Friday, the newsletter contains information about what is happening at 

the school, celebrates achievements, showcases events and provides key information on 

anything upcoming – it is important that all families read the newsletter as see this as a key 

source of information from the school. 

 

6. Emails 

Email is the best form of communication for our school, contacting the school office at 

kyillaps@education.wa.edu.au means that queries can be directed to the most relevant 

person. 

 

Teachers and Education Assistants give first priority of their attention to their students during 

school hours, therefore emails about who is collecting your child or notes about absences 

should be directed to the front office to ensure that it is seen. 

 

In order to protect our staff wellbeing and to give them an opportunity to switch off, teaching 

staff are not expected to respond to emails on the weekend, their rostered day(s) off or after 

5pm at night. 
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