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Introductory Statement

This policy was developed by the staff and Board of Management of Claregalway Educate Together N.S. The purpose of this policy is to provide information and guidelines on appropriate home/ school communications in the school.

At our school we strive to achieve mutual support between staff and parents so that the education of the pupils can be efficient and effective. Regular and orderly parent/teacher communication is welcomed throughout the duration of the pupils’ education at the school and home school links are actively encouraged.

Members of the Board of Management, teaching staff, support staff, administrative and maintenance staff and Parents Together (CETNS Parents’ Association) strive to create an open and welcoming atmosphere where good communications are fostered and developed.

Parents are encouraged to develop close links with the school, to collaborate with the Principal and teaching staff and to share the responsibility for the education of their children. Parents are recognised as the primary educators of their children. Staff members are recognised as professionals in education who work in partnership with parents.

Positive and respectful communication is of high importance to our school. This not only extends to the children but to all the adults involved (staff members, parents and the wider community). Adults in the school community have a responsibility to ensure that their behaviour models the types of behaviour expected of the children.

This policy also aims to outline the procedure that should be followed should a parent wish to make a complaint against a teacher or other staff member at the school. It also provides guidance on options they have to follow, likely timeframes involved, and how they can appeal a decision of the school in relation to their child’s education.
Structures in place to facilitate open communication and consultation with parents 
Good communications between home and school plays a vital part in every child’s education. The staff of Claregalway Educate Together N.S. is committed to creating strong home/school links. As a result, there are various modes of communication in place to encourage these links.

· Formal parent/ teacher meetings are held annually where class teachers meet with parents to discuss their child’s education. 
· Should a parent wish to arrange a meeting at any stage during the year to discuss their child’s progress they are welcome to do so by prior appointment at a mutually convenient time.
· Parents of pupils with special needs are invited to attend IEP review meetings throughout the year.

· Monthly updates are sent to all families informing parents of school activities and  upcoming matters.

· The school website and Facebook page keep parents informed about school matters.
· The school calendar that is issued each June gives all information about holidays and school closures for the coming academic year.

· Homework folders and/or diaries are used to communicate and relay messages.

· School reports are issued annually.

· Webtexts and emails are used to provide reminders and emergency updates to parents.

· Parents are regulary invited to attend school events and also to assist in classrooms.

· An annual Activity Week involves parents running workshops in the school.

· A Welcome Day for parents of new pupils is held every Autumn. Particular emphasis is placed on an introduction to the Junior Infant curriculum.

· An Open Day for prospective pupils is held every Spring.

· The Parents’ Association hold regular meetings and issue a family directory each year.

· Parents are welcome to email the school or leave voice messages during school hours.

· Information meetings are organised as the need arises to advise parents of educational and curricular matters of relevance to their child’s education and welfare.

· A flow chart informing parents how to raise an issue is included in the Welcome Pack for all new pupils.

· Absences must be notified in writing to the school in accordance with Tusla requirements.

Arranging to meet the class teacher
If a parent needs to meet his/her child’s teacher s/he is most welcome to do so. They are advised to speak directly to the child’s teacher. Short messages can be communicated at the beginning or end of the school day. If there is an issue that requires discussion parents are advised to make an appointment to see the class teacher at a mutually convenient time. 
All email and phone contact should be made through the office only. Messages and emails for teachers are always forwarded to the teacher in question. Teachers’ personal phones and email addresses should not be used for school-related matters.
Unfortunately teachers are unable to enter into consultation with parents during teaching hours (9.20am to 3pm). Consideration should also be given to the fact that the school has a teaching Principal who has a full timetable during these hours as well.

Making a complaint (ref. Flow Chart Appendix 1)
Parents are reminded that the school staff are always prepared to listen and it is the policy of the school to resolve difficulties at an early stage in the interests of the pupils.  Parents should, in the first instance, arrange to meet their child’s class teacher at a mutually convenient time to discuss concerns regarding their child. Teachers are happy to speak to parents and to help solve problems relating to pupils and their progress in school. It is important that this stage, and the subsequent stages are given sufficient time. Where the parent is unable to resolve the issue with the class teacher s/he should request a meeting with the Principal who will endeavour to assist in resolving any school related problems a pupil may have. Should a parent feel that the problem or complaint has still not been resolved satisfactorily s/he may decide to take the matter further by arranging a meeting with the Chairperson of the Board of Management.
The 1998 Education Act provides the legal framework for the delivery of education to children through recognised schools. All recognised school are legally owned by the school patrons and managed by the Board of Management. The Board of Management is also the employer of the teachers, Principal and all other staff of the school. Under this Act the Minister of Education and Skills provides funding and policy direction for schools. Neither the Minister nor the Department have legal powers to either:

· instruct schools to follow a particular course of direction with regards to individual complaint cases, or

· to investigate individual complaints

While the Department does not pass judgment on individual complaints it can clarify for parents and pupils how their grievances and complaints against schools can be progressed.

An agreed Complaints Procedure involving all the representatives in the education process (teacher unions, managerial bodies and DES) was devised in 1993 and the steps necessary to resolve school-related complaints are clearly laid out within this procedure. The purpose of this procedure is to facilitate the resolution of difficulties where they may arise in an agreed and fair manner. The Board of Management of Claregalway Educate Together N.S. has adopted this Complaints Procedure. 
Complaints Procedure

The Procedure lays out in five stages the process to be followed in progressing a complaint and the specific timescale to be followed at each stage. 
Only those complaints about teachers which are written and signed by parents/guardians of  pupils may be investigated formally by the Board of Management, except where those complaints are deemed by the Board to be: 

· on matters of professional competence and which are to be referred to the Department of Education and Skills;

· frivolous or vexatious complaints and complaints which do not impinge on the work of a teacher in a school; or

· complaints in which either party has recourse to law or to another existing procedure.

Unwritten complaints, not in the above categories, may be processed informally as set out in Stage 1 of this procedure. 

Stage 1
1. A parent/guardian who wishes to make a complaint should, unless there are local arrangements to the contrary, approach the class teacher with a view to resolving the complaint.

2. Where the parent/guardian is unable to resolve the complaint with the class teacher s/he should approach the principal with a view to resolving it.

3. If the complaint is still unresolved the parent/guardian should raise the matter with the chairperson of the board of management with a view to resolving it.
Stage 2
1. If the complaint is still unresolved and the parent/guardian wishes to pursue the matter further s/he should lodge the complaint in writing with the chairperson of the board of management.

2. The chairperson should bring the precise nature of the written complaint to the notice of the teacher and seek to resolve the matter between the parties within five days of receipt of the written complaint.
Stage 3
1. If the complaint is not resolved informally, the chairperson should, subject to the general authorisation of the board and except in those cases where the chairperson deems the particular authorisation of the board to be required:

a) supply the teacher with a copy of the written complaint; and
b) arrange a meeting with the teacher and, where applicable, the principal teacher with a view to resolving the complaint. Such a meeting should take place within 10 days of receipt of the written complaint.
Stage 4
1. If the complaint is still not resolved the chairperson should make a formal report to the board within 10 days of the meeting referred to in 3(b).

2. If the board considers that the complaint is not substantiated the teacher and the complainant should be so informed within three days of the board meeting.

3. If the board considers that the complaint is substantiated or that it warrants further investigation it proceeds as follows:

a) the teacher should be informed that the investigation is proceeding to the next stage;
b) the teacher should be supplied with a copy of any written evidence in support of the complaint;
c) the teacher should be requested to supply a written statement to the board in response to the complaint;

d) the teacher should be afforded an opportunity to make a presentation of case to the board. The teacher would be entitled to be accompanied and assisted by a friend at any such meeting
e) the board may arrange a meeting with the complainant if it considers such to be required. The complainant would be entitled to be accompanied and assisted by a friend at any such meeting; and
f) the meeting of the board of management referred to in (d) and (e) will take place with in 10 days of the meeting referred to in 3(b).
Stage 5
1. When the board has completed its investigation, the chairperson should convey the decision of the board in writing to the teacher and the complainant within five days of the meeting of the board.

2. The decision of the board shall be final.
3. The Complaints Procedure shall be reviewed after three years.

*In this agreement 'days' means school days.

Appealing to the Ombudsman for Children
The Office of the Ombudsman for Children may independently investigate complaints about schools recognised with the Department of Education and Skills, provided the parent has firstly and fully followed the school’s complaint procedures. The key criterion of any intervention by the Ombudsman for Children is that a child has been negatively affected by the action of the school.

Date for review

How to resolve an issue 
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Board of Management investigate the issue as per the Complaints Procedure as laid out in the Home/ School Communication Policy.





Issue resolved





Issue resolved





Issue not resolved





Make an appointment to meet the Principal at a mutually convenient time.





Issue resolved





Issue not resolved





Make an appointment to meet the Chairperson of the Board of Management.





Lodge the issue to the Board of Management in writing. 
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Make an appointment to meet the class teacher at a mutually convenient time.
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