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1. Rationale
Muslim Girls Grammar School regards excellent communication as being integral to 
building a strong community partnership.  

2. Aims
The school is committed to build an outstanding learning environment for students, 
parents and staffs, so that the school vision; Empowerment through Faith and 
Knowledge can be realised. MGGS values partnerships where open and inclusive 
communication is respected. The school promotes the Islamic faith and all 
relationships within the school community are highly valued and based on Islamic 
values. 

3. Policy Statement

• MGGS endeavours to organise appropriate and effective processes for
communication for a variety of purposes.

• All written communication from the school is professional, timely, open and
honest.

• Relationships within the school and with the school community are based
on the school values of Integrity, Tolerance, Compassion, Adab and Aklaq.

The School Principal is responsible for ensuring that communication is well 
managed. All staff follow the direction of the Principal when communicating with key 
stakeholders and the Principal ensures that correspondence is checked before being 
openly shared. 

4. Implementation

School Website 

The school website; www.mggs.nsw.edu.au provides information about the school.  
The website is regularly updated to ensure that policies and procedures are current. 
The school policies provide vital information for parents regarding the operations of 
the school and the wellbeing of students. The site is also the first point of contact for 
prospective parents wishing to enroll their daughter, and as such communicates 
information regarding the enrolment process. Official NESA documentation will also 
be available at the end of each year. 
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Email 

Email is used on a regular basis to notify parents of events and to share important 
information.  It is important that parents keep the school notified of any change of 
contact details. 

Principal’s Weekly Update 

Correspondence from the Principal is sent to families at the end of each week.  This 
provides parents with up-to-date information regarding the school, and includes 
advance notice of parent information sessions, workshops and school celebrations. 

School Newsletter 

This communication highlights the achievements of students throughout the term. 
Important dates and notices are also published in the newsletter.  A hard copy is 
sent home with students and is also sent to individual families via email. 

Social Media 

The school has an Instagram and Facebook account.  These are currently being 
developed in line with the values and vision of the school.  

Student Handbooks 

This contains information regarding the expectations of the school, and provides 
information for newly enrolled families. 

Parents Information Sessions and Workshops 

MGGS aims to fully involve parents and guardians in the education process. To 
continually improve literacy and numeracy, parent workshops are held during the 
course of the year. The sessions provide an opportunity for parents to be actively 
involved in the education of their daughters/wards.  Parent information sessions will 
be held at the beginning of each academic year and prior to new students beginning 
their education at MGGS. 

Sentral 

All parents are invited to access the school management system, Sentral through 
accessing the parent portal. Sentral is a key two-way information source between 
home and school. Parents have access to Information regarding attendance, reports, 
timetables, curriculum unit outlines, policies, procedures and permission notes.  
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Parents are also able to update personal information relating to address, contact 
details and provide the school with confidential student medical information. 
Teachers have access to all student information on Sentral.  They also use Sentral 
to upload all academic work and write formal student reports. 

Reports 

Formal academic reports are sent home at the end of Semester 1 and 2. The reports 
provide comprehensive information in relation to the student’s academic progress, 
social development and work habits. 

Parent/Student/Teacher Interviews 

Parents are invited to discuss the results of their daughter’s Progress Assessment 
Tests (PAT) in term 1 of each year.  Parent/student/teacher interviews take place in 
term 3. Student attendance is highly recommended since discussion will take place 
around the student’s individual strengths and areas for development.  The three-way 
interview process builds a strong home/school partnership.  

Student Diaries 

Teachers are able to communicate expectations to students and parents through the 
use of student diaries. Parents are able to sight homework deadlines and content. 
Parents are also able to make informal contact with individual teachers via notes 
entered in the appropriate section. 

Student Leadership Council (SLC) 

SLC meetings take place once a week.  These meetings provide the student body 
with the opportunity to provide collective feedback to the school, enable student 
voice to be heard and take part in school decision making.  Members keep the 
student body informed about their discussion and ensuing decisions at whole school 
assemblies.  The SLC will formally report to the School Board once a term. Their 
report will be published in the school newsletter. 

School Houses 

House Captains and Vice Captains are able to garner feedback from their individual 
house members and share ideas at assemblies. House Captains are responsible for 
organising and communicating ideas for house events in order to build a sense of 
belonging and connectedness to the school. They ensure that they build team spirit 
and collectively earn as many house points as possible through their joint 
endeavours. They write an article for each newsletter. 
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SMS 

This mode of communication is used to notify parents when students are absent 
without an explanation from morning roll call. 

 

Morning Assembly 

Morning assemblies are used to share information with students about daily events.  
This is also the opportunity to reinforce expectations, issue reminders and check 
compliance with uniform. 

 

Friday Assembly 

These are hold each Friday to recognize and celebrate student achievement, share 
information from the SLC and summarise weekly teachings from the Quran. 
Students are also given the opportunity to practise their Quran recitation and to 
personally reflect on the week. 

 

Staff Meetings 

Teaching staff are expected to attend the weekly staff meeting.  This is a time where 
whole school matters are discussed, information is shared and data is disseminated 
to inform teaching and learning. 

 

5. Communication Procedures 

 

Parents Communicating with School Personnel 

Parents may communicate with class teachers reference curriculum by emailing the 
individual teacher or by calling the school to make an appointment.  Teachers will 
respond to parents/guardians in a timely matter and within 48 hours of initial contact.  
Teachers are available to meet with parents either before or after school on a day 
when the teacher is present.  Parent/teacher meetings cannot be held during the 
working day when instruction is taking place. 

For matters relating to welfare, teaching of Quran or Islamic Studies, appointments 
should be made with the appropriate personnel. 

The Principal will be available to discuss issues relating to teachers or other matters 
that cannot be resolved by teaching staff, coordinators or administrative officers. The 
Principal will arrange to meet with parents/guardians as soon as practicable. 
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The Principal will be informed of all meetings with parents.  Where the matter is 
urgent, the Principal will determine the most appropriate person to deal with the 
issue and the process and work collaboratively to resolve the issue. 

Meetings should be documented and follow-up key points summarised.  A copy of 
these notes will be available for the parent/guardian.  All meetings will be 
professional and both parents/guardians staff will remain courteous at all times. 

 

Teachers Communicating with Parents/Guardians 

MGGS believes that early contact with home enhances a strong home/school 
partnership and occasionally, teachers may wish to communicate with 
parents/guardians in reference to significant concerns relating to their daughter’s 
progress. Issues such as missed assignments, repeated lack of homework 
completion or a change in work habits are examples of when a teacher will contact a 
student’s parents/guardians. Teachers will make an initial phone call and follow this 
up with a face-to-face meeting if deemed necessary.  Phone calls will be recorded in 
Sentral. 

 

Communication relating to Behaviour/Pastoral Care 

Where there is a discipline issue, contact will be made with home, and 
parents/guardians invited to school to discuss issues in person.  Staff will deal with 
matters in a sensitive manner and build trusting relationship with all parties. 

Where a serious behavior breach has been committed by a student, the Principal will 
conduct the meeting to ensure impartiality. Formal letters will be issued at this 
meeting. 

 

Complaints and Grievances 

Very occasionally, a parent may have a significant concern about school. (Please 
see the MGGS Policy document relating to Complaints and Grievances). 
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