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1 PREAMBLE

The objective of the Springvale Primary School communication policy is to foster a strong
communication culture between the school, parents, learners, staff and the community. SPS
communication policy aim to increase the participation of parents in the school activities and
initiatives; promote positive and productive relationship between the school, parents, learners and
the wider community; ensure openness and transparency in decision-making; generate engagement
and support from parents and community in school development programs; partnerships with families
and community agencies to help students to reach their potential; supporting teachers and students
through targeted programs to increase participation and build advocacy and support for future
funding and anticipated legislation. SPS currently use communication channels that are effective to
communicate to parents, learners, staff and the community.

2. INTERNAL COMMUNICATION

Internal communication at SPS occurs between the Management Team and students via formal (in
writing) and informal (verbal) communication channels to inform and engage Teachers communicate
with students both verbally and in writing as well as through an intercom system for informal
communication.
Springvale strives to resolve disputes amicably internally as far as possible. In the event of a dispute,
the school has a hierarchical system in place for formal communication escalation process that
should be followed in this specific order: refer to point 5.

1. Student as the case may be

2. Teacher

3. Head of Department

4. Deputy Principal (if applicable)

5. Head of Phase (e.g. Intersen phase)

6. Principal

3. EXTERNAL COMMUNICATION
The school communicates with parents, PTA, SGB and the community.

3.1 General Communication with parents
Communication with parents can be divided into two areas:
a. Communication with the entire parent body (general communication).

b. Communication which takes place, for example, between members of staff and individual
parents.

3.2 General parent body
The school currently makes use of the following strategies in order to communicate with our parents:

a. Circulars are sent home via the children when there are specific activities or events which
require parent notification, such as AGM’s.
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b. Kgotlella is our weekly newsletter which is accessed by parents electronically by going to
Resources on the D6 Communicator.

c. D6 Communicator is available to our parents either via their computer or internet enabled
cell phone.

d. School Website contains information about Springvale Primary School.

e. Saspac Global is accessed by parents using their computers, to view information regarding
their child; it includes the child's personal details, assessments each term, address
information, school fee account, misdemeanours, etc.

f.  SMS is used to communicate a specific arrangement or reminder to parents. It is also used
for detention notification.

g. Communication with parents without electronic means (all parents of Springvale
children have supplied cellphone numbers).
The School must ascertain in the beginning of each term whether parents have access to
the D6 communicator, if not, information must be sent in written form.

— N O \(’) o=y \"| o

4, INDIVIDUAL PARENTS

a. SMS: The school can send a sms to a parent or parents on a specific request from a teacher.
This means of communication is often used when parents cannot be reached.

b. Email: Parents can email the school or specific members of staff. Emails can also be
directed to the SGB and PTA.

c. Email addresses are: SGB@Springvale; finance@springvale etc; these emails are
forwarded to the Chairperson and Secretary of the SGB. An acknowledgement of receipt
should be forwarded by the Chairperson.

d. A letter or Notice: Taken home by a child and given to a parent. E.g. notice for detention;
event / activity notification etc.

e. School diary: All information regarding demerits are entered in the back of the diary to be
signed by a parent. Teachers and parents may use the diary to communicate as parents
must sign the diary daily.

f. Telephonic communication: A parent can leave a message for a teacher by phoning the

school and leaving a contact number with the admin office staff. Similarly, a teacher can
speak to a parent by calling them on the landline from the office.

5. DISPUTE RESOLUTION

In the event of a major crisis, it is essential that an effective communications plan is prepared to
disseminate timely, accurate information and to ensure that inquiries are channelled appropriately:

Parents are encouraged to first resolve any issues/ enquiries/ disputes with the relevant teacher prior
to approaching the HoD, Headmaster or SGB
The hierarchy of communication is as follows:

1. Student as the case may be

2. Teacher

3. Head of Department
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4. Head of Phase (e.g. Intersen phase)
5. Deputy Principal

6. Principal

7. SGB

Springvale strives to resolve disputes internally as far as possible

6. COMMUNICATION STRATEGY

The purpose of the SPS communication strategy is to,

’ To increase the participation of parents in the School initiatives

. Promote positive and productive relationship between the school, parents, learners and the
wider community

. Establish an effective communication strategy that will address both internal and external

communications for parents, learners, educators, staff and the wider community

. Ensure openness and transparency in decision-making

. Generate engagement and support from parents and community in school development
programs

. Partnerships with families and community agencies to help students to reach their potential

. Supporting teachers and students through targeted programs to increase, build advocacy

and support for future funding and anticipated legislation.
. Streamline communication by encouraging the use of appropriate mechanisms and

channels of communication

6.1 Stakeholder
The targeted audience for SPS communication strategy are in internal and external stakeholders;

a. Internal stakeholder

Learners

Springvale Management Team
Educators

School Governing Body
Parents Teachers Association

b. External stakeholders
Parents
Government Department of Education
General public community
Business community

Neighbouring schools
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Prospective learners

6.2 Communication channels

SPS has a variety of mediums they use to communicate with the internal and external audience (see
3.2 and 4). Depending on the goal of the specific communication, the role comms plan will change.
The primary roles of the communications strategy are outlined below.
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