SOP: Communication Protocols with Parents and
School Staff

This SOP outlines communication protocols with parents and school staff, detailing effective methods for regular
updates, scheduling meetings, handling concerns, and ensuring clear, consistent, and respectful exchanges between the
school and families. The goal is to foster collaboration, support student success, and maintain a positive educational
environment through timely and transparent communication practices.

1. Purpose

To establish clear procedures for effective communication between the school, parents/guardians, and staff to support
students' academic and personal development.

2. Scope

This SOP applies to all school staff and parents/guardians of enrolled students for the duration of the student's enroliment.

3. Communication Methods

Method Purpose Frequency
Email Academic updates, announcements, documentation = As needed
School Portal/App Attendance, grades, regular updates Weekly/Continuous
Phone Urgent matters, time-sensitive issues As needed
Parent-Teacher Meetings = Detailed discussions, progress reviews Per schedule (e.g., Termly)
Formal Letters Serious concerns, official notifications As needed

4. Protocols and Procedures

4.1 Regular Updates

¢ Class teachers to provide weekly or biweekly updates via the school portal or email.
¢ Major announcements communicated by the administration through email and posted on the school portal.

4.2 Scheduling Meetings
¢ Parents and staff may request meetings by contacting the relevant party via email or the school portal.
¢ All meetings should be scheduled at mutually convenient times, with confirmation sent in writing.
¢ For urgent meetings, phone contact may be used, followed by an email summary.
4.3 Handling Concerns
e Concerns should be addressed at the lowest appropriate level before escalation (e.g., teacher before
administration).
¢ Document all concerns and responses; ensure timely follow-up within 48 hours where possible.
e Maintain professionalism and confidentiality at all times.
4.4 Respectful and Clear Communication
¢ All exchanges must be respectful, clear, and free from inappropriate language or tone.

¢ Avoid jargon; use language understandable to recipients.
e Confirm receipt of important messages.

5. Roles and Responsibilities

¢ Teachers: Maintain ongoing communication with parents about academic and behavioral progress.
¢ School Administration: Oversee communication practices, provide training, handle escalated matters.



¢ Parents/Guardians: Stay informed, promptly respond to communications, and attend scheduled meetings.

6. Confidentiality

¢ All personal and academic information must be kept confidential and shared only as necessary to support student
success.

7. Review and Evaluation

¢ The communication protocols will be reviewed annually, and feedback from parents and staff will be used to make
improvements.

8. Related Documents

e School Handbook
e Parent-Teacher Meeting Schedule
e Complaint Resolution Policy
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