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Home – School Communication Review 
Report with Recommendations 
Term 2, 2026
Purpose:
To review how our school communicates with families and identify improvements that strengthen partnerships and ensure communication is clear, timely, respectful and accessible.
Aim:
To produce:
· Agreed communication practices and processes
· Clear communication protocols
· Staff responsibilities
· Parent responsibilities 
· Recommended platforms/tools
· Timeline for implementation
Panel composition:
School Staff
· Christine – Principal 
· Judith – Assistant Principal 
· Adrienne – Secondary Teacher, AEU Sub-Branch President and Consultative Committee Member 
· Desi – Secondary/Senior Secondary Education Support Staff Member, AEU Sub-Branch and Consultative Committee Member 
· Linda – Family Support Coordinator 
· Lal – Multicultural Education Aide 
Parents/Carers
· Angela – Primary 1 
· Renee – Primary 1 
· Esther – Primary 2 
· Debbie – Secondary 
· Cindy – Senior Secondary
Meeting Dates: 
· Friday 15 May
· Friday 22 May
· Friday 5 June 
Current communication methods:
The panel reviewed the following communication methods currently used across the school:
· Fortnightly school newsletter, including section updates twice per term 
· Emails (as required or requested) 
· Phone calls 
· Home–school communication books (three times weekly) 
· Student Support Group (SSG) meetings each term 
· Meet the Classroom Team afternoon (Term 1) 
· Face-to-face meetings as required 
· Compass Portal, including: 
· Excursion and camp consent forms 
· First aid notifications 
· Student reports and IEPs 
· Attendance recording 
· SSG booking system 
· School and class news posts
Improvement priority areas identified: 
1. Communication with EAL families, including access to translated and interpreted communication. 

2. Sharing student photos to support communication between school, students, and families. 

3. Review of the format and consistency of home–school communication. 

4. Sharing class timetables with families. 

5. Ensuring SSG meetings provide a balance of parent input, teacher feedback, and student voice.

6. Improving information and support regarding post-school pathways and transition planning. 















Recommendations:
Purpose
To establish clear, consistent, and manageable communication processes between school staff and families that support student wellbeing, learning, and positive partnerships.

1.           Communication with EAL families
A process for translating and interpreting communication between home and school will be developed to improve accessibility for all families.
Interpreting Process
For EAL Families
· Families can request a meeting with any staff member (e.g. classroom teacher, leadership, NDISN, therapist) through:
· the classroom teacher, or
· the school office.
· The staff member will arrange an interpreter in the family's preferred language.
· Interpreters may attend in person or via phone.
· Interpreter bookings are made through All Graduates.
For Hakha Chin-Speaking Families
· Families can request a meeting with any staff member through:
· the MEA (Lal),
· the classroom teacher, or
· the school office.
· Lal will provide Hakha Chin–English interpreting support during the meeting, (We will only use All Graduates where Lal is not available).
Translation Process (English to Hakha Chin)
· Staff requiring information translated into Hakha Chin should provide Lal with a clear, concise message.
· As some English words do not have a direct Hakha Chin equivalent, translations may use alternative wording to convey the intended meaning.
· Translation requests may include:
· newsletter content,
· flyers,
· notices, and
· family communication messages.
· Please allow a minimum of 2 working days for translations to be completed.
 
2.	Sharing student photos 
3.	Home-school communication processes  
Communication between school and families will occur through:
· Compass 
· Department education email 
· School newsletters 
· Phone calls 
· SSG meetings
· Face-to-face meetings 
Parents/carers may request meetings in addition to scheduled SSG meetings.
Home–school communication books will transition to an electronic communication model using Compass and teacher education email addresses.
Classroom Teacher Communication
Weekly Compass Updates
Teachers will provide one whole-class Compass post each week including:
· Group or class photos (where photo permission has been provided) 
· One to three sentences about learning, activities, or achievements
Weekly Email Communication
Teachers will send two emails per week. These may be:
· Individual emails 
· Small group emails 
· Whole-class emails 
Emails will include brief updates (approximately one to five sentences) about areas such as:
· Social development 
· Emotional wellbeing 
· Academic learning 
· Daily living skills, including meals, personal care, or hygiene where relevant 
Focus areas for individual students may be identified and reviewed during SSG meetings.
Communication Guidelines
Some matters are best discussed through a phone call or face-to-face meeting rather than email. These include:
· Medical concerns 
· Behaviour support concerns 
· Significant wellbeing matters 
· Complex or sensitive issues 
· Matters requiring detailed discussion 
If a teacher is on leave, the Section Leader will follow up regarding requests for phone calls or meetings.
Email Expectations
Teachers

· Teachers will respond to emails on weekdays between 8:00am and 5:30pm. 
· Teachers will aim to respond within two working days. 
Parents/Carers
Parents/carers are encouraged to communicate with classroom and specialist teachers through:
· Department education email addresses, or 
· Compass 
Parents/carers may send emails at any time. Emails will be read and responded to during work hours and within two working days.
Specialist Teacher Communication
Specialist teachers will provide:
· One Compass post per week, focusing on one class each week 
· Group or class photos (where photo permission has been provided) 
· One to three sentences about learning, activities, or achievements 
Implementation: Implementation will begin in Term 4, 2026.  Staff and parents information and training sessions will occur throughout term 3, with a focus for parents/carers during SSG week in week 5. 


4.	Sharing class timetables with families
Each class will publish a weekly timetable on Compass under School Documents.
Timetables will:
· Be updated when changes occur 
· Include visuals where appropriate 
· Show curriculum areas, specialist programs, and therapist sessions 
Implementation: Term 3, 2026.

5. 	Student Support Group (SSG) meetings
Parents/carers will meet with classroom teachers formally in week 5 of each term to collaboratively review student progress against the IEP goals.  
Suggested SSG agenda: 
	Item
	Minutes

	Student voice and participation 

	

	Learning progress, including the development and overview of goals

	

	Wellbeing (behaviour, social, emotional, and regulation)

	

	Activities of daily living, including meals and personal care where relevant 

	

	Careers planning

	

	How can families support learning at home

	

	Documentation to sign
	



SSG meetings will continue to be booked through Compass Conferences.
Parents/carers will:
· Receive notification in Week 3 when bookings open 
· Be able to contact office staff for assistance with bookings
Pre-SSG Prompt Discussion Form
Parents/carers will be invited to complete a short discussion form prior to SSG meetings and hand to the classroom teacher.
Suggested prompts include: (questions are optional)
	Goals for my child
	


	Areas for specific focus

	

	Questions about school

	

	External therapy updates
	



 
Implementation:
The revised SSG agenda and Pre-SSG discussion form will commence in Term 3, 2026.

6. 	Post school pathways and transition planning
The panel identified the need for clearer processes and information regarding post-school options, including:
· Key staff contacts 
· Transition planning support 
· Exit meetings for students and families 
· Post-school planning checklists 
The NDIS Navigator, Family Support Coordinator, and Jobs, Skills, Pathways Coordinator have identified a Croydon SDS School Leavers Timeline as follows:
Term 4: year 11
· Careers SSG
· Inform your Support Coordinator/LAC that your child will be turning 18 & finishing school next year
· Apply to be NDIS ‘Plan Nominee’ when child turning 18
· Check when NDIS Plan review due
Term 1: Year 12
· Access Career Action Plan from school
· Attend Careers EXPO at school
· Seek support if needed (NDIS Navigator, Support Coordinator, LAC/Planner, ACD)
· Complete a ‘Change of Circumstances’/Full Reassessment application for NDIS
· Gather reports from therapists, including Functional Capacity Assessment 
· Visit services you are interested in
Term 2: year 12
· Family & Carer Tours of Services
· Student Excursions to Services
· Request Letter of Support from school if desired
· Carer Impact Statement
· Get quotes from preferred service providers
· Send all supporting evidence for Change of Circumstances
Term 3: year 12
· Attend NDIS planning meeting
· Confirm supports are funded
· Send any additional quotes/evidence if now available
· Discuss options for trial/ transition days at SSG
Term 4: year 12
· Review New NDIS Plan
· Finalise Service Agreements
· Begin School Supported Trial/Transitions Days at service
· Graduation!
Implementation:
To be implemented in Term 3, 2026.
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Croydon Special Developmental School
71-95 Belmont Road East

Croydon South Vic 3136

PO Box 808

Croydon Vic 3136

Email: croydon.sds@education.vic.gov.au

www.croydonsds.vic.edu.au

Tel: 03 9725 4933





