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RATIONALE 
  
In keeping with our school mission, Notre Dame Catholic Primary School is a welcoming faith community committed to 
empowering and challenging individuals to reach their potential, every effort is made to maintain an open line of 
communication between home and school to assist in achieving this. Trust, truth and openness is seen as a two-way 
process, to be advocated by all parties in the best interest of all members of the school community.  
 
PRINCIPLES 
  

1. Trust, truth and openness are a responsibility of all to ensure open lines of communication.  
2. Notre Dame Catholic Primary School respects the parent(s)/carer(s) rights as prime educators of their children and 

policy and practices of Notre Dame celebrates families as valued and active partners in students’ experiences of 
schooling.  

3. The school provides a wide range of opportunities for meaningful collaboration which engages, recognises and 
respects the role that parents /carers play in the education process.  

4. Communication from the school, both formal and informal, is characterised by transparency, consistency and 
diversity and provides frequent opportunities for feedback.  

5. A comprehensive range of means of communication are employed to ensure all parents/carers have appropriate 
access to staff.  

6. Parents/carers have a responsibility to ensure they are open and honest with the school in providing up-to-date 
information regarding their child.  
 

PROCEDURES 
  
OPPORTUNITIES FOR MEANINGFUL COMMUNICATION 
  
Notre Dame Catholic Primary School prides itself on providing opportunities for open communication between the school 
and parent community. These opportunities are outlined but not limited to the following:  
 
Parent/Teacher Information Evenings  
At the beginning of each school year, a Parent/Teacher Information Evening is held. The purpose of this is to inform 
parents/carers of the expectations for children in each of the different year levels.  
 
Term 2 Parent/Teacher Interviews  
All parents/carers engage in an interview with their child’s classroom teacher(s). Interviews will be held during and after 
school towards the conclusion of Term 2. The purpose of these interviews is to provide parents/carers with timely, 
meaningful and comprehensive information on student achievement and progress. They also foster the partnership between 
school and home to support the student’s learning and progress. Bookings will be completed online via PTO. 
 
Teacher and Parent/Carers Interviews  
Informal opportunities for communication between the school and parents/carers exist throughout the year. The Principal 
and teachers are available to answer any queries regarding a student’s education, but an appointment must be made so 
that a mutually convenient time can be arranged.  
 
 
 
 
 



Website  
Parents/carers are encouraged to refer to our school website on a regular basis. The website contains relevant information 
pertaining to students. The newsletter can be downloaded weekly, a calendar of school events is maintained, policies, notes 
and forms can be downloaded and information on the school and parent groups obtained.  
 
Newsletter  
A weekly newsletter is published on the school website.  
 
Class Assemblies  
Assemblies are another way through which parents are informed about the happenings in the classroom and what children 
are learning. School assemblies, at which classes present items and merit certificates are given to students, are held on 
Fridays at 8:50am. The dates for these assemblies are on the school calendar and in the school newsletter. Attendance by 
family members at assemblies is strongly encouraged.  
 
Masses/Liturgies  
Praying as a community is an important part of the Catholic identity of Notre Dame Catholic Primary School. As such, the 
students and their family members gather for Mass or Liturgy regularly. Pre-Primary to Year 2 students celebrate a Liturgy of 
the Word once a term. A class Mass is prepared by the students in Years 3-6 each term and a whole school Mass is 
celebrated at the beginning and end of each term.  
 
Sacramental Programmes  
The school and the parish support parents in the sacramental and faith development of their children through the 
sacramental programmes. The programme commences with a Commitment Mass for all sacraments. Children are prepared 
for the Sacrament of Penance (Reconciliation) in Year 3, the Sacrament of Eucharist (Holy Communion) in Year 4 and the 
Sacrament of Confirmation in Year 6 and parent meetings are held during this preparation. Information on the scheduling of 
these meetings can be found in the term planners and the meetings are advertised in newsletters and on the website in the 
run up to the meetings.  
 
Notes and Letters  
Notes and letters can be sent by both parents and the school. They can be an effective way to communicate information via 
the following methods: email, Seesaw, Teams, SEQTA, office SMS communication or class representatives. 
 
Formal Reports  
Reports are available online to parents/carers twice a year, at the conclusion of Terms 2 and 4 via SEQTA Engage.  
 
Parents Assist Learning @ Notre Dame   
The staff of Notre Dame Catholic Primary School recognises the value of utilising the skills and talents of volunteers in the 
classroom. Throughout the year there are numerous opportunities for parents/carers to become involved in school 
programmes. Some examples may include rosters in the Kindergarten and Pre-Primary, reading in junior grades, help on 
excursions, organising costumes for concerts etc. Any quality interaction with others in the course of day to day living 
requires respect for their dignity and privacy. This is of particular importance for any person involved in the welfare and 
education of children.  
 
Surveys  
There are occasions when parents/carers are asked to complete surveys and to provide feedback to the school. We 
encourage parent to participate when these opportunities arise.  
 
PARENT BODIES WITHIN THE SCHOOL 
  
School Board  
The objectives of the Notre Dame School Board are to assist the Principal in general management of the school and in 
formulating policy consistent with Catholic Education philosophy. The Board meets regularly during the academic year, 
liaises closely with the Principal and interacts as needs arise with other members of the school community.  
The Board comprises of the Principal, an executive committee and other committee members as elected at the AGM.  
 
 
 



Parents’ and Friends’ (P&F Association)  
The P&F supports the Catholic ethos, Christian community spirit and educational programs of the school. It consists 
primarily of all parents and carers of pupils enrolled at Notre Dame Catholic Primary School and forms an integral part of the 
life of the school.  
The primary role of the P&F is to build community within the school and to raise funds to support the educational, social, 
emotional and physical needs of the students enrolled in the schools. It provides an outlet for parents/carers to meet other 
parents. It gives people a very real opportunity to become involved in a “hands on” way in the schooling of their child.  
 
PARENT RESPONSIBILITIES 
  
Parents/carers have a responsibility to ensure that they are open in their communication with the school. It is essential that 
they keep contact details and information about their child current.  
 
Late Passes  
If a student arrives at school after 8.45am, a parent/carer must come with the child to Administration and sign in. The 
student will then provide a late slip to the class teacher to indicate that they have advised the front office of their arrival.  
 
Collection of Children for Appointments  
Parents/carers are encouraged to make appointments for their child out of school hours wherever possible. However, if a 
student must leave the school grounds during school hours, a parent/carer must first come to Administration and sign the 
child out. Office staff will arrange to have the child called to the office. If the child returns to school, the parent/carer must 
sign in to acknowledge that the student has returned to school.  
 
Visitor’s Badges  
All visitors to the school, including parents/carers, are required to report to Administration. They must sign in using the 
PASSTAB and they will receive a visitor’s badge that must be worn during their stay. Students are encouraged to report 
anyone on the school grounds without a visitor’s badge; therefore, it is important that the badge is worn and visible.  
 
Absences  
If a student is absent for any reason, parents/carers are asked to ring Administration on 6272 7100 before 9.00am. A signed 
note/email explaining the absence is required as soon as the student returns to school. This will be recorded on the school’s 
Register of Attendance. Parents may email the school on the morning of the child’s absence, but a signed note must be 
presented to the school on the child’s return.  
 
Emergency Contacts  
Current students are provided with a Student Family Form at the commencement of the school year and new students, upon 
arrival during the school year. In an emergency, the parents/carers are always the first contact. When the school is unable to 
contact the parents, the school will then phone the emergency contacts. Therefore, it is crucial that the individuals listed as 
the child’s emergency contacts are not the parents/carers and phone numbers are kept up to date.  
 
Permission to Go Home with Other Parents  
Where a child needs to depart the school grounds with an individual other than the child’s parents/carers, written permission 
is required, which may be in the form of an email.  
 
Excursions and Extra-Curricular Activities/Events  
Students will not be able to participate in excursions or extra–curricular activities/events unless written permission has been 
received by the class teacher. This can by either email or a written note but must include a parent/carer’s signature.  
 
Medical Conditions and Forms  
If a student requires medicine whilst at school or suffers from a medical condition, parents must complete and return forms 
that can be requested from the Office. For detailed information about the Administration of Medication and Provision of 
Health Care to Students, parents/carers should refer to the school Health Policy which can be viewed on the school website 
and in the Parent Handbook. All of these forms must be returned to Administration for processing. It is the responsibility of 
parents/carers to keep Administration informed of any changes to a child’s medical status and contact details.  
 
 
 



Custody Issues  
Under the Family Law Court Act, Notre Dame Catholic Primary School will action any Court Order according to the directives 
given. It is imperative that parents/carers provide a copy of the Order to the Principal, and an appointment be scheduled to 
discuss the requirement of the school.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


