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The purpose of this policy is to provide information and guidelines to parents and teachers on

Parent/Teacher Meetings and Parent/Teacher Communication at AFIA.
Policy Aims:

The school recognizes the importance of the parent/teacher partnership in the education of all

students. The school and the family strive to be mutually supportive of each other so that the

students ‘education is at its” most effective.
Parents are encouraged to:

e Develop close links with the school.

e Collaborate with the school in developing the full potential of their children.

e Share the responsibility of seeing that the school remains true to its ethos, values, and distinctive
character.

e Become actively involved in school activities and events.

e Participate in school surveys to support policy and decision-making processes affecting School
structures in place to facilitate Parent/School Communication.

Parents communication channels at AFIA:

In-person meetings

Online meetings

Individual one to one meeting for whole school once per term

Individual one to one meetings on parent or teacher request

Written Communication between parents and teachers throughout the year through Teams.
Parents’ guide to inform parents about school matters.

Regular school newsletters from school to keep parents updated on all school matters.
Messaging service in Teams platform to facilitate short messages between parents and teachers.
Invitations to parents to all school activities/celebrations e.g., graduation /plays/Book Fair

Parent/Teacher Meetings Aims:

e to inform parents of their children’s progress at school.

e to inform teachers how children are coping outside school.

e to establish an on-going relationship between home and school.

e to help children realise that home and schoolwork together for their benefit.

Overview of Communication means for Parents at AFIA

Means of When Response Time Reason
Communication
Visit school office Sun to Thurs: Same day For example:
6:45 am — 2:00 pm Payment of school fees; child has medicine to be
Saturday administergd during the day, deliver a forgotten
8:00 am — 12:00 pm book, PE kit or snack box, collect a leave request
form, collect the assessment repeat request form or
any other general inquiry.
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Phone calls on
Hotline

Sun to Thurs:
6:45am—2:00 pm

Same day

An urgent enquiry or concern,

Phone calls to
SLT

Sun to Thurs:
6:45am—2:30 pm

by the end of the
day for calls
received before
12:00 pm

Contact the admin and make a request to speak to a
member of the Senior Leadership Team, who will
call you back by the end of the day for the calls
received before 12 p.m. The members of the Senior
Leadership Team are:

e HOS

e DH/DD

e Social worker

e coordinators

Parents meeting

Each term

Same day

To discuss child’s progress, assessments, behaviour
or any other issues.

Text
messages/school
broadcast

As required

As and when
needed

School broadcast numbers are used to send
important information such as assessment dates
and topics, reminders about school events, details
of class trips etc.

SMS is used for urgent information — for example;
if it is necessary to close the school in an
emergency.

School letters

As required

As and when
needed

School letters are sent throughout the year with
information about activities that will involve your
child such as assessments, school trips, sporting
activities or special events in school.

Teams Platform

As required

As and when
needed

Teams Platform is a useful tool for finding out
information about our school. Information such as
newsletters, school policies, communication letters,
exam dates and study materials are posted on
Teams.

Social Media

As required

We use social media to share our students’
accomplishments and updates on school activities.

Communication requirements:

1.School letters and broadcasts policy for staff
e All formal letters should be typed/written on the school letterhead and follow formal letter writing

procedure.

e All letters or notes to parents which contain matters of a sensitive, confidential, or potentially
contentious nature should be proofread by at least one senior academic member of staff before the
note is sent home. It must be sent to the Head of school for final approval.

¢ A copy needs to be made and put in that student’s file of such letters or notes sent home to that student’s

parents.

o All written communication should be professional, courteous, and contain contact information
allowing the parent to respond to the staff member.
o Letters for the whole school should be signed by the director before sharing with parents.
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2. Electronic messages:
e Copies of any correspondence via electronic form should be printed and filed.
Ensure that all text/graphics are large enough to be seen or read.
Be sure to run spell/grammar check on any electronic communications.
Emails and text messages are to follow the same professional style as used in a formal letter.

. Hotline
We only use the school’s official hotline number to communicate with parents.
Staff are reminded to be polite and courteous.
Keep a phone log. Record the date, time, and reason for calling.
Staff are not allowed to use personal numbers to communicate with the parents and the parents should
refrain from asking for the same.

. One to One meeting with parents:
Be prepared. Have your agenda ready. Have materials available that reflect the point of discussion.
Always start and end the meeting with something positive.
Be attentive, listen carefully and make notes of the parents’ concerns and comments.
Keep a meeting record and note the date, time, reason, and key points discussed.
Parents can request for a meeting through social worker or hotline. Meetings are through appointment
only.

5. Written Reports
Written reports will be issued four times a year to each child’s parent after each of the midterm and
final term exams. These reports identify areas of strength, areas for improvement, and general
information about the student’s progress at the school.

6. Teams Platform

We use Microsoft Teams to provide important information about the school and an opportunity to
promote the school to a wider audience. To ensure that the platform is being used effectively the
following is being followed:

e School Policies and parents’ guide will be available to parents on the Teams.

e School Newsletters will be available on Teams.

It is the responsibility of the parents to always keep an active Teams account to be fully aware of all
academic requirements of the students.

Parents Suggestions and recommendations:

The school shall form a Parents Teachers association to ensure parents involvement in the school life.
The parents are consulted through PTA meetings and the suggestions and recommendations made
through such forums are reviewed by the school management. PTA members participate on the School
Improvement Planning Committee and contribute to the school’s comprehensive needs assessment
process. All parents /guardians are given the opportunity to submit comments about the school
improvement plan and goals via surveys or directly to school administration.
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Parental Involvement

The school shall coordinate and integrate parent involvement programs and activities with other school
programs to encourage and support parents in fully participate in the education of their children. These
activities include participation in school events, attending lessons, library activities etc.

The school shall ensure timely information related to school and parent programs, meetings, and other
activities is shared with parents.
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