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VISION

PREAMBLE

Good communication is much more than the exchange of information. If communication is effective, understanding is  

developed and shared, trust is fostered and actions are coordinated. Effective communication does not only include  

information but also how and when that message is communicated.

 

1.      AIM OF THE COMMUNICATION POLICY

Our aim is to create an environment wherein effective communication is the norm between teachers, learners, parents 

and the wider community. Communications between all members of the school community should always strive to be  

clear, polite, and fitting of the context.

 

2.      OBJECTIVES

All communications at Norman Henshilwood High School should:

a)  Take into account school policies.

b)  Be actioned within a reasonable period

The standard turnaround time is one-two (1-2) working days (for      

 emails or calls made on a Friday, the acceptable time to respond will be 

 Monday)

c)   Be ethical and professional.

d)  Keep relevant stakeholders (staff, parents, governors and pupils) 

informed.

e)  Use methods of communication appropriate to the context.

 3.      METHODS OF COMMUNICATION BETWEEN PARENTS AND STAFF

3.1. ACCEPTABLE METHODS OF COMMUNICATION

3.1.1  The following are regarded as acceptable, authoritative methods of 

communication in terms of school-related matters –

a) Telephone call

b) Email or letter  

c) An arranged meeting at school involving relevant stakeholders of an issue

d) School sanctioned chat groups on social media and other applications (elaborated in Section 5.2 of 

this policy)

 

3.1.2   The methods mentioned above should always strive to employ politeness 

and good etiquette.

3.1.3 Parents are welcome to leave a message with the secretary should a 



requested educator not be available.

3.1.4  Office staff will not interrupt teaching for staff to answer a telephone call 

unless it is an emergency. The educator in question will then need to adhere to the time frame of response 

within one (1) working day.

 

3.2 UNACCEPTABLE METHODS OF COMMUNICATION

3.2.1 The following are regarded as unacceptable methods or modes of 

communication in terms of school-related matters –

3.2.1.1 Whatsapp and other social media communication not sanctioned in 

respect of Section 5.2 of this policy; 

3.2.1.2 In-person confrontations; unscheduled meetings

3.2.1.3 Calling teachers at home or on their personal numbers without prior 

consent

4.      DUTY OF CARE

4.1  TEACHERS

Teachers must

4.1.1.  Remain calm and professional in all communication with parents, learners

and other members of the community. 

4.1.2.  Respect the parents and their concerns – polite, consistent 

communication is required at all times.

4.1.3.  Reply to messages within the turnaround time of one (1) working day

4.1.4.  Never divulge confidential information about learners, parents or 

colleagues

4.1.5.  Make themselves available to meet with parents when requested insofar

as is possible

4.1.6.  Keep appointments insofar as is possible, notifying parents within good 

time if there needs to be a rescheduling.

4.1.7.  Report abusive communication or behaviour from parents

 

4.2  PARENTS

Parents must

4.2.1.  Treat teachers with respect, especially in the presence of their children

4.2.2.  First report to the school’s reception upon entering the school for an



appointment.

4.2.3.  Keep appointments insofar as is possible, notifying teachers within good 

time if there needs to be a rescheduling.

4.2.4.  Inform the school when their child is absent

4.2.5.  Contact the school using acceptable methods of communication when in 

doubt regarding events, closing times or other administrative matters

5.      COMMUNICATION VIA SOCIAL MEDIA AND OTHER APPLICATIONS

5.1  Generally -

5.1.1 Social media communication is not regarded as an authoritative or 

acceptable form of communication in terms of school matters, unless in compliance with Section 5.2 of the 

Communication Policy. 

5.1.2 Insofar as possible, parents, learners and teachers should try to relay the 

same communication given via social media through one of the other acceptable methods mentioned in 

Section 3.1.1.

5.2  SCHOOL-SANCTIONED COMMUNICATION

The following are examples of school-sanctioned communication via 

social media and other applications –

 

5.2.1        CLASS WHATSAPP GROUPS (and other applicable chat groups)

5.2.1.1 Educators are the only participants who may administer a 

school-sanctioned Whatsapp (or other chat) group. All Whatsapp (or other chat) groups administered by 

learners are not recognized by the school as authoritative methods of communication.

5.2.1.2 These groups may ONLY share

a) Information relevant and necessary to learning material covered in class

b) Information relevant and necessary to pastoral care (i.e Homeroom activities)

5.2.1.3 Any other information relayed on these groups are prohibited and 

punishable via the Code of Conduct for learners, and Employment of Educators’ Act and the Labour  

Relations Act for educators.

5.2.2 ‘Other information’ as mentioned above include (but are not limited to)

a) Verbal abuse

b) Bullying of any kind

c) The sharing of unsolicited information or pictures



d) Disrespectful  or  inflammatory  remarks  about  learners,  educators,  staff members  or  parents 

associated with Norman Henshilwood High School

5.2.3 Should the educator-administrator of a Whatsapp (or other chat) group 

become aware of a transgression of the above, the educator is required to inform the Head of Discipline  

immediately, screenshot the transgressions, and close the Whatsapp group immediately.

5.2.4 Pursuant to 5.2.3. above the educator may not –

a) Vacate duties of administration of the Whatsapp group

b) Delegate administrative authority of the Whatsapp group to a learner

 5.2.5 Teachers are required to exercise professional discretion in the 

administering class Whatsapp groups, taking into account their role as the pastoral leader of the group.

 

5.3.1        FACEBOOK UPDATES

5.3.1.1 Information regarding school matters may be updated on Facebook on the 

official school page.

5.3.1.2 Facebook users who communicate with the school regarding school 

matters are advised to consult the school via one of the other acceptable methods of communication 

mentioned in Sectioned 3.1.1 before confirming or denying information.
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