
SOP: Parent Communication and Feedback Process
This SOP defines the parent communication and feedback process, detailing the methods and protocols for effective
and timely communication between educators and parents. It covers the scheduling of regular updates, the use of various
communication channels, strategies for addressing concerns and feedback, documentation practices, and ways to foster
positive and collaborative relationships. The goal is to ensure transparent, respectful, and productive interactions that support
the child's development and educational experience.

1. Purpose

To establish a standardized approach for communication and feedback between educators and parents, ensuring mutual
understanding, transparency, and collaboration in the best interests of the child.

2. Scope

This SOP applies to all educators, administrative staff, and parents/guardians involved in the educational institution.

3. Responsibilities

Role Responsibility

Educators Initiate and maintain regular communication, document interactions, address parental concerns,
and report feedback.

Parents/Guardians Engage in open communication, provide timely feedback or concerns, and participate in
scheduled meetings.

Administrative
Staff Support communication logistics, maintain records, and mediate when necessary.

4. Communication Channels

Email correspondence
Parent-teacher meetings (in-person or virtual)
Telephone calls
School communication platforms or apps
Written notices or newsletters
Emergency contact methods

5. Process and Frequency

1. Regular Updates:
Send progress reports and general updates at least once per academic term or as per policy.
Distribute monthly newsletters covering upcoming events and general announcements.

2. Scheduled Parent-Teacher Conferences:
Organize face-to-face or virtual meetings at least twice per year.
Send meeting invitations with adequate notice and confirm attendance.

3. Ad-Hoc Communication:
Respond to parental queries or concerns within 2 working days.



Document ad-hoc communications involving significant issues or incidents.

4. Feedback Collection:
Offer feedback forms or surveys at key points during the year (e.g., after conferences or events).

6. Addressing Concerns and Feedback

1. Acknowledge receipt of concern or feedback within 2 working days.
2. Investigate the issue if necessary and communicate actions taken or planned.
3. Follow up to confirm resolution and satisfaction.
4. Escalate unresolved issues to relevant authorities or administrative staff.

7. Documentation and Record-Keeping

Maintain records of all formal communications, meeting minutes, and feedback received.
Store records in a secure and confidential manner, accessible only to authorized personnel.
Ensure documentation complies with privacy and data protection policies.

8. Fostering Positive Relationships

Use respectful, empathetic, and constructive language in all communications.
Encourage parental involvement in school activities and decision-making where appropriate.
Recognize and celebrate student achievements with parents.
Provide resources and guidance to support parents in their child's learning.

9. Review and Continuous Improvement

Assess effectiveness of the communication and feedback processes annually.
Gather suggestions from staff and parents for improvements.
Update SOP as needed to reflect best practices and feedback.

10. References

Parent/Guardian Handbook
Data Protection Policy
Communication Policy
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