[image: wasclogo] Wahroonga After School Care Centre Incorporated

	P.O. Box 489, Wahroonga, N.S.W 2076               Phone: 0428 914 394              

	Title:
	Communication Policy 

	Version:
	2.0
	Last Edited:
	18/3/19
	Approved by Committee:
	Feb 2020

	Purpose:
	To understand the importance of maintaining meaningful and respectful communication between the relevant stakeholders including educators, families and children at Wahroonga After School Care Centre Inc.



Policy Statement
The Centre recognises that positive, reciprocal, and open relationships with families, children, Educators, the school and community are integral to every aspect of the Centre operation and contribute to children’s belonging, being and becoming. A collaborative partnership with families enables quality outcomes for children to be achieved.
[bookmark: _Toc173806888][bookmark: _Toc185319005]Procedure
[bookmark: _Toc173806890][bookmark: _Toc185319007]Communication between Educators and Families or Guardians
· Educators will create a comfortable and supportive environment for families to speak openly and freely about concerns or issues they may have.
· Educators will strive for open communication and good relations with all families.
· Educators and parents will treat each other with respect, courtesy and understanding.
· Appropriate language will be used at all times.
· Educators will respect the family’s choices and their need to use care.
· Educators will respect and accept family’s individual differences in raising their children and will approach cultural differences with sensitivity and understanding.
· Educators will be encouraged to greet and farewell families.
· Educators will make every effort to regularly talk to a parent / guardian about their child’s interests, activities behaviours and concerns. 
· Educators will listen and respond to suggestion or request by a parent / guardian or family member to the best of their ability
· Educators will be aware of their limitations in relation to helping family’s deal with issues and problems and ensure they are referred to the appropriate people when required.
· Educators are to maintain confidentiality.
· [bookmark: _Toc174877908][bookmark: _Toc185319008]Communication with parents will be maintained through face to face contact, personal conversations, notice boards, website and emails including regular newsletter.
· Parent communication with the Centre Coordinator and Educators will be through direct face to face conversations, emails, phone calls and written letters.
· Parents are encouraged to speak to educators about their children and relay any issues, interest or special requirements their children may have to ensure their child has optimal opportunities at the centre.
[bookmark: _Toc173806891][bookmark: _Toc185319009]Communication between Educators and Children 
· Educators are to treat children with respect, courtesy and understanding and model appropriate communication.
· Children are to treat Educators with respect and courtesy and communicate appropriately
· Educators will respect children’s opinions and encourage participation in planning of the program and in establishing a code of behaviour at the Centre.
· Appropriate language will be maintained at all times.
· Educators will use appropriate tone of voice, level and body language when talking to all children.
· Educators will aim to initiate conversations with all children and develop an understanding of the child and their interests.
· Educators will reinforce positive outcomes relationships in the child’s world and develop reciprocal relationships.
·  Educators will be purposeful in their interaction taking into consideration their age and development and meeting the needs of the child or children through collaboration. 
[bookmark: _Toc173806892][bookmark: _Toc185319010]Communication between Educators 
· Educators are to treat each other with respect, courtesy and empathy.
· Appropriate language is to be used between Educators at all times.
· Educators are expected to work together as a team and be supportive of each other in the workplace.
· Educator meetings, communication and reflection are appropriate times to raise matters of interest and concerns.
· Educators are expected to read the minutes of meetings once a term and communication each week and to take notice of changes to the Centre’s policies, procedures and routines.
· Educators with concerns about work practices or standards of another Educators will firstly approach A supervisor to discuss the issue. If the matter remains unresolved then Grievance Procedure policy will be followed.
· Educators should not unnecessarily involve other Educators in their matters of grievance.
· Educators may approach the staff liaison officer if they wish to discuss any concerns they may have and especially any issue which should be brought before the Parent Committee 
Communication between Educators and the Parent Committee
· Educators and members of the Committee are to treat each other with respect, courtesy and understanding.
· Appropriate language is to be used at all times.
· Where necessary, Educators will be invited to committee meetings to discuss their concerns or provide reports on areas of special interest or projects undertaken.
· Where an urgent matter arises, the Centre Coordinator may raise the issue with the committee prior to the meeting and discuss if there is a need for immediate action.
· If Educators have an issue they do not wish to discuss with the coordinator they may personally approach the Staff Liaison Officer and organize a confidential meeting to discuss their issue.

Communication between the Wahroonga After School Care Centre and the School
· The Centre will encourage open communication and good relations with the school.
· Communication with the school will be maintained through face to face contact, personal conversations, phone calls, emails and arranged meetings.
· The centre and school will communicate any relevant problems concerns or special requirements to each other.
· The school will communicate any changes and or development and or information that may directly affect the function and or safety of the Centre’s clients and employees.
Communication between the Wahroonga After School Care Centre and the Community.
· The Centre will strive for open communication and good relations with the wider community.
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	· My Time Our Place
· Privacy Policy
· Authority of Care Policy
· Enrolment and Orientation Policy,  Inclusion Policy
· Management of Children Policy
· Complaints policy
· Grievance Procedure Policy 
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