
 

| P a g e - 1 - 

 

 
 
 
 

 
 
 

 

 

COMMUNICATION PROTOCOLS 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date May 2011 

Version No 1 

Responsible Position Deputy Principal 

Approved By  

Next Review Date  

Related Documents  



 

| P a g e - 2 - 

 

 

Table of Contents 

 

1. STUDENT AND PARENT COMMUNICATION PROTOCOLS ........................................................................... - 3 - 



 

| P a g e - 3 - 

 

1. STUDENT AND PARENT COMMUNICATION PROTOCOLS 

At Dominic College, we believe in being a community where staff, students and parents work 

together and where everyone undertakes timely and effective and honest communication about 

issues. 

We recognise that there will be occasions when parents or students may have a concern with 

some aspect of the College e.g. academic progress, specific curriculum issues, our student 

management or discipline procedures, our anti-harassment processes, individual staff members 

of the College or college management of issues etc. It is important that any queries or concerns 

are communicated immediately to enable these issues to be resolved quickly. 

We welcome the opportunity to discuss concerns or improvement feedback as it is always 

viewed as a positive and constructive way of making the College a better environment for quality 

education. 

Dominic College has a protocol for communication. The protocol requires that students and 

parents should follow the path of taking their feedback firstly and directly to the staff member 

involved or immediately responsible. 

Try to identify the problem clearly before contacting the College. If there is more than one 

problem, list them to ensure that the extent of the problem is clear to the College. Decide 

whether the problem is a concern, enquiry or complaint. This will help in finding a solution. 

Students or parents should arrange a time to speak to the relevant staff member(s) about the 

issue/concern. For parents, this may be done in several ways: 

• Telephone the College and ask to speak to the appropriate staff member. (Please 

remember that the staff have teaching, yard duty and other responsibilities and your call 

will be returned as soon as possible, mostly with 48 hours.) 

• Write a note to the staff member concerned in your student’s diary, requesting them to 

contact you, providing most suitable contact details. 

• Email the staff member (using the format of initial/surname@dominic.tas.edu.au) “e.g. 

bgreen@dominic.tas.edu.au”. 

• Make an appointment to meet with your child’s class teacher/pastoral teacher. The best 

way to do this is to contact the College Office to arrange a mutually convenient time for a 

telephone call or a meeting. 

Try to stay calm when discussing your concern. Even if you don’t feel it, being calm will help you 

get your concerns across more clearly than if you’re upset or angry. 
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Remember, staff members are committed to resolving any issues that parents might have 

regarding their children and will discuss with you actions that might be taken in regard to your 

concern. 

If students or parents feel that their concerns have not been dealt with satisfactorily through the 

above process, then they should take the matter up with that staff member’s supervisor; for 

example, the Head of the Subject Faculty, the House Coordinator, the Coordinator of Teaching & 

Learning K-6 or 7-10, the Coordinator of Pastoral Care K-6 or 7-10. 

If the matter has not been resolved at this next level then it is proper to follow the next level of 

supervision and responsibility within the College and take the matter subsequently through to 

the Deputy Principal and finally if necessary, to the College Principal, in a face-to-face meeting. 

The Principal may advise the student or parent to put their concern/s in writing at this 

stage. 

However, if a parent or student, after meeting with the Principal, feels that an issue is still 

unresolved, they will need to formally put in writing their concerns about the issue to the 

Principal, outlining the issue and why it remains unresolved. Depending on the nature of the 

issue, the Principal may respond in a variety of ways, including calling a further meeting or may 

instigate a mediation process, if appropriate. 

As a last resort, a student and parent who feels there has been no resolution from the Principal’s 

processes and think that their concerns are of such gravity and importance, can write to the 

Chairman of the Dominic College Council to share their concerns. This process is outlined in the 

College Grievance Policy located on the College website. 

The principles of working collaboratively in partnership, conflict resolution, accountability and 

transparency are at the heart of our Communication Protocol. Dominic College seeks to promote 

the best in education and openly encourages students and parents to contribute to the process 

of making our College a better environment for learning  


