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Communication Policy 
As much as possible Management and staff of Sweetpea Preschool will do their utmost best 
to keep lines of communication open, in order to prevent any misunderstanding around best 
practice, policy format or procedures set out by Sweetpea. Management are responsible for 
the set-up policies that make communication easier, between parents, staff, children and 
outside agents. We do this by setting out clear relevant polices that are pacifically relatable to 
our setting and the families that avail of our services. 

Procedures 

Communication with Parents 

We ask parents to: 
• If there is a problem, we ask parents to let us know as soon as possible, either telephone the 

pre-school and speak to a member of staff or if needed make an appointment.  
• To not let things, fester sort them out, the smallest of problems can escalate over 

miscommunication 
• Once a month, or there about, a learning copy will be sent home to parents to keep them 

informed of their child’s learning. This book/email is to keep the lines open between parent 
and staff; it gives a broad outline of children’s activities and dispositions. 

• We ask parents to give as much information as possible to their child’s teacher, photos, family 
background, music etc.… as this helps their child sense of identity and helps the teacher to 
know what is important in their child’s life. 

• Parents are asked to talk to their child’s teacher about any concerns they may have regarding 
class activities, as input is always welcome. 

• Throughout the year time will be given to parents to come to class and experience their 
child’s classroom and to see what they are doing. This is a great time to chat to their child’s 
teacher on how their child is progressing. 

• A meeting will be held once a year between parents and management to update all parents 
new and old of upcoming events and other queries brought up during the previous year. 

• It is up to each family to let staff know if they do not want their child to be included in certain 
activities or for an activity to be included during class. Information sheets are sent home at 
the beginning of the year for families to fill out and return 
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• Teachers will let parents know of upcoming events, holidays or trips via the notice on front 
door, text message or email. 

• Complaints are handled through management. Parents are asked to notify the manager if they 
have a complaint, at the nearest convenient time a meeting will be scheduled to discuss any 
problems. A record of such meeting will be taken and parents will be asked to sign the report. 
The management will address complaint as soon as possible and if a further meeting is 
required it will be scheduled for the nearest suitable time for all parties. Additional complaints 
policy is available 

• A newsletter is sent home from time to time updating parents of what’s going on within the 
school 

• Teachers will hold parent workshops throughout the year and we ask parents to support these 
as much as possible – if the demand is there 

• A parent hand book is sent home with a brief outline of policies and all other policies are 
made available on our web page, and /or sent to parents via email 

Communication with Staff 

Management of Sweetpea ask staff to: 
• We ask staff to be aware of all polices and to be aware of procedures that need to take 

place when it comes to communicating with parents, staff and children 
• Keep lines of communication open between themselves and parents – these can be 

informal chats at door or in class 
• Be aware of all policies relating to communications 

Communication with Children 
• Listen to children 
• Take account of what children are trying to say – use different means of verbal and nonverbal 

methods,  
• Respect and allow children opinions to be counted 
• To use learning journals to communicate children’s learning journey 

Communication without side Agency 

• At all times we try to keep communications open between other relevant agencies by allowing 
access into our service, responding to requests and participation in programmes that relate to 
the wellbeing of the children in our setting. 

At all times we are open to discuss your child’s progress and concerns you might have, but do 
understand staff days are full and busy please speak with your child’s class teacher to set a 
suitable time to discuss and issues you may have 


