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At Nairne School we aim to provide clear and effective
communications between the school and students,
parents and guardians and the wider school community.
It is our intention to make all communications timely,
relevant, accurate, clear and concise, open and
reciprocal. This reinforces the important role that parents
and guardians play in supporting student learning
journeys in partnership with the School.
This document aims to:




Provide a clear framework for effective communication.
Promote understanding and co-operative teamwork between the
school, parents / guardians, students and the wider school community.
Contribute to the best learning outcome for students.

Parents / guardians and the wider school community can expect that all
communications with Nairne School staff are professional and respectful, and
school staff have the expectation that they will be communicated with in a
reciprocal manner. Should you have any concerns that you wish to address
with the school or DECD, please consult the DECD Guide to Raising Concern or
Complaint under policies on the School website for your options.
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Welcome to

Nairne School
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1. Accurate Contact Information
It is important that the school has accurate contact details for parents /
guardians and emergency contacts. This includes address, phone, mobile
and preferred email addresses. Forms are sent out to all new families and
in Term 3 each year for enrolled students to ensure all details and
permissions are correct.
If you change your contact details during the year, receive
correspondence to an address (electronic or postal) you no longer wish to
use, or become aware that you have not received correspondence, please
contact the school office to update your details and preferences as a
matter of priority.

2. Modes of Communication
Nairne School uses multiple forms of communication, targeted for
different needs and time-sensitivity requirements. These are to be
reviewed regularly for their effectiveness and appropriateness and
include:







Personal meetings
Telephone
Printed media
Online (website, parent portal, apps, blogs, social media etc)
Email
SMS

3. School Communication Details
3.1. Telephone
Offices School
8388 6116
Preschool 8388 6329
These number are to be used to contact the School,
Preschool and report absences.
SMS:

0427 025 088 (see item 5.6 SMS for further details)
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Out of School Hours Care
Office: 8388 0828
SMS:
0401 991 232 (Mobile and direct SMS)

3.2. Email
School: dl.0306.info@schools.sa.edu.au
Payments: dl.0306.payments@schools.sa.edu.au
OSHC: oshc.nps908@schools.sa.edu.au

4. Online Resources
4.1. School Website
nairneps.sa.edu.au
The school website provides a range of information about the school
and is the public face of the school to the greater community.

4.2. School App (Skoolbag)
Nairne Primary School – Skoolbag
The school app provides timely notifications, links, communication
tools, a repository for school notices and newsletters via a smart
phone or tablet. It is free for parent use. Any notices available via the
app are also available from the school website for those who do not
have a smart phone. Search in the Appstore for iOS, Google Play for
Android or the Windows Store for Windows Phone, or follow the
direct links from our website.

4.3. Social Media
facebook.com/nairneprimary
The school uses Facebook to communicate and promote school
events, items of interest to the school community.

4.4. South Australian Department for Education
education.sa.edu.au
As a State Government School, Nairne School is operated by the
Department for Education. The Department website provides state
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information and policies on public schooling in South Australia.

4.5. Online Class Management Sites
4.5.1. School
Individual classes may use online services such as Seesaw for
securely sharing student digital portfolios with parents. This will
vary from class to class and is an evolving platform.

5. Points of Contact
5.1. School Office
The school office is the primary point of contact for both the
Preschool and R-7 site, both in person, by telephone and email. The
school office is open from 8am until 4.30pm.
The OSHC office operates from 6.30am-8.45am for before School Care
and 3.15 – 6:30 for After School Care. Vacation Care office times are
from 6:30am – 6.30pm.

5.2. Email
Class teachers are contactable via their Department official emails
only. Email addresses are available from the class teacher or the front
office. Email is appropriate for non-time-sensitive requests. Staff will
endeavour to reply to all enquiries and requests within 24 hours
during term times.

5.3. Communication Boards
Classrooms will have a communications board for notices and class
information, providing a quick visual guide to both students and
parents/guardians as to what is happening in the class and school.

5.4. Classroom Books, Diaries & Online
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Modes of communication vary for each class and Learning
Community. Teachers may or may not use any of the following modes
of communication. At the commencement of the school year, you will
be informed what mode of communication will be used by your class
teacher.


Preschool



Junior Primary Learning Community
Communication Book / Reader Folder
Middle & Upper Primary Learning Communities
Student Diary / Seesaw



Each of these modes of communication will be checked regularly by
the class teacher as advised.

5.5. Telephone
You may leave a message for your child’s teacher via the front office.
Please be aware that teachers are usually unable to talk during
teaching contact hours. If a call back is required, teachers will
endeavour to return the call as soon as practicably possible.

5.6. SMS
The school’s SMS number is used for our automated attendance
system (see 6.1 Attendance) and emergency and time-sensitive
communications (see 8.2 Whole School Community). The school
cannot be contacted via SMS except as a reply to an attendance
notification.

5.7. In Person – Organise a Meeting
Class teachers are the first point of contact for parents and students in
relation to a student’s academic progress and wellbeing. Should
parents have any questions, concerns or information to share about
their child throughout the year, we encourage them to arrange a
meeting with their class teacher at a mutually agreeable time.
Please be aware that it is not always possible or appropriate to discuss
issues in-depth immediately before or after school without arranging
a meeting time as teachers have both a duty of care for the class and
often other school commitments to perform.
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Members of the Leadership team (see item 9.1) are more than happy
to arrange a time to talk to you, or should a concern not be addressed
after first talking to the class teacher (see item 6.3 for details).

6. Administration
6.1. Attendance
To comply with governmental attendance requirements, a telephone
call to the school office or a written explanation must be given to the
school when your child is absent explaining the nature of the absence
e.g. sickness, family reasons or other. The school will notify parents
and caregivers by SMS if students are absent from school without a
reason. This occurs each day starting at approximately 10:15am. You
may reply to this SMS, but unsolicited (SMS that are not replies to
that day’s notification) may not be received. If you do not contact the
school a school representative will contact you.
If a student is going to be absent for a period of one week or more
(e.g. on vacation or hospitalization) an exemption form must be
completed. These forms are available from the front office.
If a student is absent and is booked into OSHC, please ensure to
notify OHSC separately when you are notifying the school.

6.2. Students Messages
Should parents / guardians wish to contact students during the day
for an urgent reason, or leave a message or instructions for school
pickup etc, messages can be left with the front office. Please allow a
practicable time for office staff to pass on the message. This would
be, if possible, 2pm at the latest to ensure student receives the
message by home time.
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6.3. Concerns or Grievances
If you have any continuing concerns or grievances after first talking
with the classroom teacher and allowing reasonable time to address
the issue or have more general concerns or queries, please ring or
email the front office to arrange a meeting with a member of
leadership. This process is outlined in both the Department for
Education Guide to Raising Concern or Complaint and the School
Grievance Procedure (a part of the Nairne School Behaviour
Programme) documents on the school website under About ›
Policies / Handbooks / Reviews.

7. Leadership and Governance
7.1. School Leadership
The Nairne School Leadership Team are more than happy to talk to
parents /guardians and enter into constructive dialogue with
suggestions and or concerns. Please arrange a time with office staff if
leadership members are unavailable when you enquire.
Principal: Derek Miller (on leave, Term 1 2020)
Deputy Principal: Kathy Fazakerley (Principal, Term 1 2020)
Student Wellbeing Leader: Naomi Pudney (Deputy, Term 1 2020)
Student Wellbeing Leader: Cameron McNicol (Term 1 2020)

7.2. Governing Council
All Department schools have oversight from a Governing Council
comprised of staff, parent and community representatives. The role
of a Governing Council is outlined on the Department for Education
website under Sites and facilities › Governing
councils › Understanding governing councils. Any parent/guardian,
student or staff member are welcome to present any queries,
concerns or proposals to a member of Governing Council, who will
then discuss them with the appropriate sub-group and / or council
executive and take appropriate action.
Chair: John Ricahrdson
Secretary: Deb Mitchell
Contact: dl.0306.govcouncil@schools.sa.edu.au
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8. External Providers
8.1. Support, Diagnostic & Professional Services
Both Department-approved or contracted services and other service
providers may work with students on an individually referred basis.
These may include medical professionals, speech therapists,
occupational therapists, counsellors and psychologists amongst
others. This may be on or off-site, and during or out of school hours.
For Departmental or Government referrals, the Department single
referral process includes permissions for the sharing of relevant
information between the school, the service and parents. Private
service providers will have individual processes for obtaining consent
for information-sharing which are to be established with each
provider.

9. Informational media
All informational media coming from Nairne School is to be checked and
approved by the Principal or a member of the leadership team before
being distributed to the school community. The process is for staff
members or volunteers to provide, via email, the text and / or a digital
copy of the proposed communication to the Principal or designated
member of the Leadership team for approval. Approval will be given with
any changes required or another draft may be requested. This allows for
oversight and consistency with all school communications.

9.1. School Calendar
The school publishes a Term Calendar in Week 1 of each term, and
operates a public calendar giving details of events and activities, such
as parents’ evenings, dates when reports are issued, school trips,
sporting events, plays and concerts. All parents and guardians are
expected to familiarise themselves with this calendar to inform
themselves of key dates. These are also available as Events and
Reminders in the school app.
In the rare occasion that there is a date change, change of venue or
cancellation, the school will amend the calendar and notify the
community using time-appropriate methods.
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9.2. Notices, Permission Forms & Letters
Notices, Permission Forms and Letters to Parents / guardians have
traditionally been sent home in printed format. This will be
transitioned to electronic delivery (via a School App), eventually
phasing out some printed forms of communication.
These include:






Excursion / Incursion / Camp Permissions
Events & Workshops
Notifications (notifiable sickness, incident etc)
School Notices
Community Notices

These will be distributed at Whole School, Learning Community and
Class levels. For legal reasons, some permissions may require printed
signatures and as such will continue to be in printed format.

9.3. Newsletters
Newsletters give students, parents / guardians and the wider
community an insight into what is happening in the school. They are
intended to share information, stories, events, class work, extracurricular activities and community notices. Newsletters are
distributed via print to the eldest student in a family, on the website
and via the school app.


School Newsletter
Nairne School News is published in weeks 3, 6 and 9. A Term
Calendar and News Update is produced in week 1. This
format may change during 2020 as we assess what formats
best suit our school community.



Preshool Newsletter
Nairne Preschool Newsletter is published fortnightly.



Class Newsletters
Class Newsletters are published by the class teacher at a
frequency no less than once a term.



OSHC Newsletter
OSHC publishes a newsletter once a term. A Vacation Care
Program is also distributed prior to each school holiday break
along with booking forms
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9.4. Year in Review & Annual Report
Nairne School publishes and distributes its Year in Review document
in Term 4, showcasing the school’s yearly journey, including reports
from Leadership, staff, Governing Council, data snapshots of the
school and surveys and is presented at the Governing Council AGM.
The Department for Education requires an Annual Report with
mandated information in a standardised format to also be produced.
Both are made available on the website, and the Year in Review is
distributed to all new students and with the eldest child in the family
along with the end of year reports.

10.Emergency and Time-Sensitive Communications
10.1. Individual Students
In the event of sickness, injury, or incident (behaviour etc), the
school will contact the student’s parent / guardian or designated
emergency contact (EMC) should the first and second preferred
contacts not be contactable by phone.

10.2. Whole School Community
Where an incident affects the whole school community and is a time
sensitive notification, the school (or OSHC if during school holidays)
will send all appropriate parents an SMS message informing them of
the situation. If it is a notification of an event that has occurred, and
is not deemed time sensitive, other forms of communication may be
used.
In the unlikely event of a more serious incident, the response will
depend on the circumstances. The first and greatest priority will
always be to look after student safety and wellbeing. The second
priority will be to give parents the fullest possible account of events
as soon as possible.
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11.Reports
11.1. Parent Information Exchange Meetings
Parent Information Exchange Meetings are held in Term 1 and allow
the establishment of dialogue between parents / guardians and the
class teacher.

11.2. Parent Meetings
We encourage parents to approach their child’s teacher at any stage
during the year, should they have any concerns or information to
share. See item 5.7 for further details.

11.3. Academic Reports
Written academic reports are distributed twice yearly – a Mid Year
Report at the end of Term 2 and an End of Year Report at the end of
Term 4.

11.4.NAPLAN
The National Assessment Program – Literacy and Numeracy
(NAPLAN) is an annual assessment for students in Years 3, 5 and 7 in
Schools throughout Australia. The school should receive NAPLAN
reports for students from mid-August to mid-September. The school
will notify parents when these reports will be distributed. The school
is your first point of contact for any questions about their NAPLAN
report.
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12.Surveys
12.1. School Community Opinion Surveys
Each year all DECD sites are required to gather standardized survey
responses from their school community. This is an opportunity for
targeted groups to give feedback to both the Department and the
School. Surveys are distributed to:





Preschool Parents
School Parents/Guardians
School Students
Staff (Teaching & Non-Teaching)

Collated responses to these surveys are published in the School’s
Year in Review and Annual Report and used to guide and inform
planning and self-appraisal for the following year.

12.2. Ad-hoc Surveys
The School and Governing Council may produce surveys from timeto-time throughout the year to gather feedback from targeted
groups (parents/guardians, staff and students).
All surveys are anonymous and the school values your honest and
constructive feedback.
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