
 

 

 

 

 

 

 

 

 

 

PARENT TEACHER COMMUNICATION POLICY (April 2024) 

 

 

The purpose of this policy is to provide information and guidelines to parents and staff on Parent/Teacher Communication and 

Parent/Teacher Meetings in Allen National School. 

 

The home is central to the development of the child and the nurturing of good moral values.  Both the school and the family strive to 

be mutually supportive of each other so that the child's education can be effective.  All the stakeholders aim to work for the benefit of 

the child and their learning.  

 

In the best educational interests of each pupil, Allen National School is committed to being a welcoming and inclusive community that 

is holistic, respectful and tolerant of, all and no, religious traditions and beliefs.  The school community strives to create an 

atmosphere of love, respect, security and trust for the children.  Teachers are sensitive to the needs and circumstances of each pupil.  

We work in collaboration with the family to ensure the child gets the most from their education, so that the children’s education, 

which is the first priority, is optimised.  Honest communication between parents and teachers is essential to the nurturing of this 

positive, supportive environment.  

 

Parents are encouraged to: 
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● Develop close links with the school and collaborate with the school in developing the full potential of their children. 

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

● Become actively involved in their children's education through involvement with the Parents Association; school initiatives, 

for example the Active Schools Programme, the Green Schools Programme etc. and by adhering to school policies and 

encouraging their child(ren) to uphold the school’s Code of Behaviour. 

● Through the Parents Association, participate in policy formulation and the decision-making processes updating them. 

● Participate in meetings in a positive and respectful manner, affirming the professional role and responsibilities of the staff. 

● Seek verification of information relating to the school that is passed to them by a third party.  

 

SCHOOL COMMUNICATION WITH PARENTS 

 

● There is a meeting for parents of new Junior Infants in May/June each year.  Parents are invited to the school and are 

welcomed by the Principal and the school staff.  It is also an opportunity to distribute and exchange necessary information and 

documentation to assist with the preparations for transitioning children to school. 

● Individual parent/teacher meetings usually take place in November or February for all classes, however, this date may change 

from time to time. There may be additional parent teacher meetings for parents whose children attend learning support or who 

have additional educational needs. 

● A written end of year report on each pupil is provided to parents/guardians by mid-June each year. 

● Following the receipt of the end of year report, parents can make an appointment for a brief meeting with the class teacher to 

clarify any aspects of the end of year report of which they are unsure. 

● Teachers may consult with parents regularly if necessary or request to meet parents. 

● Aladdin and email can be used to relay messages.   

● Parents are asked to engage with and oversee their child’s homework. 

● Parents are asked to contact their child’s class teacher by Aladdin message or email if they have any concerns re homework.  

● The Board of Management issues Agreed Reports to parents from its meetings. 

● Newsletters are issued at least monthly and sometimes more frequently to keep parents informed.  They include updates on 

curricular developments, school events, reports from the Board of Management and Parents Association news and notices of 

forthcoming events. 

● Parents may be texted from time to time with school reminders and messages. 



● The school website is www.allennationalschool.com 

● Parents can access the annual school calendar and school policies and information on our website. 

● The school’s twitter page can be accessed as follows: @Allen_NS_. Here parents and family can view coverage of all our 

activities  

 

FORMAL PARENT TEACHER MEETINGS 

 

The purposes of Parent/Teacher meetings within the specifications of the Department of Education and Skills circular on such 

meetings are to: 

 

● Let Parents know how their children are progressing in school 

● Inform teacher on how children are coping outside school 

● Share with teacher(s) any problems or difficulties the child may have at home 

● Share successes and achievements the child may have outside of school 

● Allow teachers and parents to get to know the children better as individuals 

● Help children realize that home and school are working together 

● Share with parent(s) the problems and difficulties the child may have in school 

● To review with the parent, the child's experience of schooling 

● To identify ways in which parents and teachers can better support the child further 

 

Parents have the primary responsibility for their children's learning and development.  Schools can strengthen the capacity of parents 

to support their children in this way by sharing meaningful information with parents about the progress that children are achieving in 

the education system.  This information needs to draw on the different sources of evidence that teachers use, such as conversations 

with the learner, documented progress on objectives, checklists, examination of students' own self-assessment data and examples of 

students' work.  In turn, parents will often be able to enrich teachers' knowledge of their pupils' progress through providing further 

information about the students' learning at home. 

 

The Principal may attend a number of these formal parent teacher meetings each year.   
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● Formal timetabled Parent/Teacher meetings which allow for short encounters of an individual nature take place in November 

or February (dates may change) 

● The meetings are held in accordance with DES/CPSMA/INTO guidelines. 

● Meetings will be timetabled outside of class teaching time – meetings for junior pupils can commence from 1:45pm and for 

senior classes from 2:45pm.  

● The Principal and teachers agree on the meeting schedule and parents are informed of the dates. 

● Parents are notified and advised when the meeting schedule will be live. Parents of multiple children are given the opportunity 

to book their meetings first then all other parents are given access to the booking system. Parents are responsible for booking 

their appointment time. 

● The school aims to coordinate sibling meeting times and to hold joint meetings with class and support teachers present, 

however this may not always be possible and where both teachers have not been able to attend jointly alternative arrangements 

will be in place and parents will be notified. 

● Parents/guardians who cannot attend the formal parent teacher meeting can make alternative arrangements at the discretion of 

the class teacher. 

● It is the responsibility of the class teacher to inform the Principal of all parent teacher meetings taking place. 

● Teachers will bring relevant issues to the attention of the Principal in advance of the meetings. 

● Issues arising from the meetings will be discussed with the Principal and other relevant staff members where necessary. 

● One joint parent teacher meeting is provided for parents of pupils who have separated in order to ensure that both parents have 

access to the same information at the same time in respect of their children .  However, separate meetings can be arranged for 

parents/guardians on request. 

● All staff members maintain the highest level of professional confidentiality in regard to information received during or as a 

result of parent teacher meetings.  

 

 

ADDITIONAL PARENT TEACHER MEETINGS 

 

Good, respectful communication between parents and teachers is vital and is strongly encouraged at Allen National School. 

 



Outside of the Formal Parent/Teacher meetings in November/February, a parent may wish to meet with their child's class teacher or 

the Principal and a teacher may wish to meet with a parent. 

 

Informal communication is important and brief exchanges might naturally take place early in the morning when dropping off or, in the 

afternoon when collecting, between teachers and parents. However, "meetings" with teachers at gates or classroom doors to discuss a 

concern or a child's progress is strongly discouraged on a number of grounds. 

 A teacher cannot adequately supervise a class while at the same time speaking to a parent. 

 It is difficult to be discreet when so many children are standing close by. 

 It can be embarrassing for a child when his/her parent is talking to the teacher at a classroom door or at the gate/in the car park 

 

When a Parent would like to meet a Teacher to discuss a concern or their child’s progress 

 

● A parent should send the teacher an email or send a message on Aladdin or write a note in the home journal (1st/6th class). 

● Alternatively, a parent may ring the school secretary and request a meeting with their child's class teacher. 

● In order to make best use of the short time available for meetings, the parent must always give a reason for the meeting.  

Knowing the purpose of the meeting beforehand allows teachers to prepare adequately for the meeting and results in more 

efficient use of time at the meeting and the early resolution of issues. 

● The parents should also indicate whether a time slot before school or after school suits them best, however, the preferred time 

may not always be possible and every effort should be made to arrive at a mutually agreeable time. 

● The parent will then be given a time and date for to meet with the teacher(s). 

● The Principal may attend any parent teacher meeting.  

 

If parents wish to drop in lunch boxes, P.E. gear etc this can be done through the secretary's office as it is important to keep class 

interruptions down to a minimum.  The school secretary can also relay messages to children where this is appropriate.  

 

When it is necessary for a Teacher meet a parent outside the normal facility provided for to discuss a concern or progress 

 

● The teacher will contact the parent, giving a reason for the meeting and a time and date at which they will be available to meet 

the parent. 



● If the time suggested does not suit the parent is asked to suggest an alternative time 

● Every effort should be made to arrive at a mutually agreeable time 

● These meetings will take place immediately before or after school. 

 

When a parent deems it necessary to meet the Principal 

● The school Principal will  meet parents regarding enrolments, finances etc. 

● However, when it comes to a concern or complaint, a parent must first approach the class teacher regarding the matter. 

● Parents requesting an appointment with the Principal will be asked whether the matter has already been discussed with the 

class teacher.  If not, the parent will be redirected to the class teacher in the first instance. 

● If the issue is not resolved at a meeting with the class teacher, the parent can then request an appointment with the Principal. 

● The Principal will consult with the classroom teacher in relation to the issue and then give the parent an appointment.  If 

appropriate, the classroom teacher will attend this parent meeting with the Principal. 

● In order to make the best possible use of time and to ensure that these procedures have been followed, a parent wishing to 

make an appointment with the Principal must give an outline of the subject matter of the meeting.  

 

END OF YEAR REPORT 

 

Schools aim to help parents to understand fully the evidence of learning that the school reports to them.  In line with Departmental 

advice, the school uses an NCCA approved report template.  The report cards provide for reporting in four key areas: 

 

● The Child's learning and achievement across the curriculum 

● The child's learning dispositions 

● The child's social and personal development 

● Ways in which parents can support their child's learning.  

 

BEHAVIOUR OF ALL STAKEHOLDERS IN THE SCHOOL 

 

Positive and respectful communication is of great importance to our school.  This not only extends to the children but to all of the 

stakeholders e.g. the staff, patents and the wider community.  Anyone entering our building should feel safe to do so.  While the 



behaviour of children in our school is of vital importance, adults in the school community also have a responsibility to ensure their 

own behaviour models the types of behaviour expected of children. Our school is a workplace for all our staff. All staff should feel 

safe when parents enter the building. 

 

It is important that all stakeholders realize they are responsible for their own behaviours, comments and actions in relation to the 

school. 

 

Examples include: 

All stakeholders are expected to speak to each other with respect.  Shouting or other aggressive tones are not acceptable.  If a 

stakeholder displays anger or aggression to another member of the school community, they may be asked to remove themselves from 

the building. If they refuse to do so and it is felt they pose a threat, the Gardai may be called. 

 

All stakeholders will treat our children with the utmost respect while on the premises. 

Staff should not be asked to speak about another parent's child or to compare a child to others in his or her class.  The staff of the 

school will respect your child's right to privacy so parents are required to respect other children's rights to privacy. 

 

Staff members are generally available for brief exchanges of information (confirming the time of a meeting, etc.) in the morning and 

after school. However, should a parent need to have a discussion or meeting, an appointment should be made at a mutually convenient 

time.  This ensures that issues can be professionally addressed in an appropriate environment. 

 

A teacher or the Principal may telephone a parent where necessary to inform them of an incident which has taken place involving their 

child. They or the school secretary may phone to inform a parent of an injury sustained by their child during the day. 

 

Where there are special circumstances (e.g. restrictions due to the Covid-19 pandemic), parent teacher meetings can be conducted over 

the telephone or via zoom with the prior agreement of the staff and the Board of Management.   

 

Where one parent attends the parent teacher meeting on behalf of both parents it is the responsibility of the attending parent to provide 

feedback to the absent parent.  Teachers are not permitted to take phone calls from one parent on the other parents phone during a 

parent teacher meeting. 



 

Meetings are confidential to the participants therefore Allen National School’s policy is that no voice or voice recording of a parent 

teacher meeting may take place. 

As this is school policy, teachers do not have the authority to give permission to be recorded during a parent teacher meeting.  

 

 

PARENTAL COMPLAINTS PROCEDURE 

 

 

Purpose/Objective  

 

The parental complaints procedure was revised and agreed by the Irish National Teachers’ Organisation and the management 

bodies of primary schools, the Catholic Primary Schools Management Association, the Church of Ireland, An Foras Pátrúnachta, the 

Muslim Primary Education Board, Educate Together and the National Association of Boards of Management in Special Education in 

2023.  

 

It is designed to provide an open and clearly defined process to facilitate parents/legal guardians in raising concerns about their own 

child/children in an agreed, fair and transparent manner.  

 

It is recognised that parents/legal guardians are the primary educators in a child’s life and as such from time-to time concerns may 

arise which they may need to engage with the school. It is expected that engagement will be timely, courteous and resolution 

focused to ensure that the important relationship between the parent and school can be preserved and respected.  

 

It is expected that all parties concerned will engage proactively.  

 

 



 
 



 
 

 

 

 

 



TEXTS, EMAIL & SOCIAL MEDIA 

 

At Allen National School we want to communicate with parents and deal with queries and concerns in a fair, just and respectful 

manner. 

 

We ask that if a parent has a query or complaint the above procedure is adhered to.  We ask that complaints and queries are made 

directly to the school and school personnel be afforded an opportunity to address them. We ask that parents be fair and refrain from 

addressing school related complaints via text, Whatsapp, email or social media and instead follow the correct procedures.  Evidence of 

such actions will render the complaint invalid and will be treated as a very serious breach of trust between the parent and the school 

community. The Board of Management deems such communication to be wholly unacceptable and against the school’s ethos.  If you 

have a concern, act responsibly and speak to your child's Class Teacher and followed the approved procedures as outlined above. 

 

Approved by the Board of Management at its meeting on Tuesday April 9th 2024. 

 

This policy will be reviewed as required and at least once a year. 

 

 

Signed by: Fr William Byrne 

  Chairperson, Board of Management 

 

 

 

 

 

 

 

 

 

 

 



 

 


