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Dear Parents and Carers, 

As a parent or carer, you are an important part of our school community. We know that you play a crucial role in helping your child
become a motivated learner. Communication between our school and our community is critical for us to partner together.

To give our teachers the opportunity to recharge, spend time with their families and bring their best creative selves to work, we are setting
clear expectations for when and how they respond to communication. This means teachers are not expected to reply to non-emergency
messages or emails outside of school operating hours.

Contacting our school

We don't want you to stop communicating with us – we still want to hear from you if you have any questions or need to discuss a matter
about your child.

The School Community Charter sets out expectations for parents and carers when communicating with public schools:  

· Communicating with our staff respectfully, in a positive and constructive manner. 
· Work with us in partnership to promote student learning and achievement. 
· Listen to our suggestions provided to you in our professional judgement. 

Our staff pride themselves in being professional and respectful and upholding the expectations of the School Community Charter. 

We also know it’s often easier to send emails or messages after work. We will only read and respond in school operating hours.

For non-emergencies, please use the school’s email address in the first instance. The right staff member will respond to your queries within
3 school days under normal circumstances. For longer discussions or complex matters, please email to ask for an appointment telling us
what you want to discuss and who you would like to meet with. We will organise a time that works best for everyone.

For emergencies, please call the school on 9601 3999 and request to speak to a member of the Senior Executive staff or leave a brief
message. A member of the Senior Executive will assess your concern and the appropriate staff member will contact you. Emergencies
include serious student health, safety and  wellbeing issues.

Our response to your contact

 Our staff will always stay in touch because open communication is what’s best for your child and their education. 

To help us better use our limited resources, we will manage your emails as follows. We will:

• Assess it to decide what action is needed, including if a response is required.
• Respond during school hours only and from the school email account or the Sentral Parent Portal.  
• Acknowledge within 3 working days and issue a full response by 20 days to emails that we determine require a response. 

Our dedicated teachers want to help our students achieve their best – we’re on the same team.

Thank you for treating our staff with kindness and respect.

Kind Regards,

Randa Charara
Relieving Principal

Moorebank High School
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How to contact our school What you can expect

Our school phone number is 02 9601 3999. 

You are welcome to phone our school during school hours (8:30am –
3:15pm) for:

Urgent matters that require an action or response from staff on the same
day, like: 

your student’s attendance changes to arrangements that need to be
communicated to your student your student’s health and wellbeing

Non-urgent matters, like:

Requesting a meeting with our school staff
Requesting information about an upcoming school event
Provide brief information to the school
Raising a concern.

Messages are to be left with our office staff. 

Our staff will: 

Assess the matter to decide what action is needed
and who is the best person to respond to your call. 

If required, your call will be returned by the end of
the next school day. 

Our school email address is moorebank-h.school@det.nsw.edu.au

You can email us about non-urgent matters that do not require a same
day response, like:

Requesting a meeting with our school staff
Requesting information about an upcoming school event
Providing information to the school such as specialist reports
Raising a concern.

For matters that require an action or response from staff on the same
day, please phone the school. 

Emails will be: 

Read within 3 school days of receipt
Acknowledged, if required
Assessed to decide what action is needed, including
if a response is required
Monitored between 8:30am – 3:30pm, Monday to
Friday, during school terms only. 
Responded to by relevant staff only from the school
email account or the Sentral Parent Portal

Parents are welcome to meet with our school staff. 
 
We prefer you phone or email a request, briefly explaining the issues you
wish to discuss.

If the staff member is available at the end of the school day, they may be
available for a very brief meeting. Please understand they may have other
duties to attend to.

You are welcome to bring a support person or advocate, with prior
notice, to be present at any meeting. 

Our staff will: 

Respond to your request within 3 school days
Discuss with you a mutually agreeable time to meet
and agree on what will be discussed
Decide who is best to meet with you

To respond to an absence message sent by our school Sentral system,
include the following information:

Student Name
Grade
Date & Reason for absence

Our staff

Will record your response in the attendance system
Will not reply to text messages

COMMUNICATING WITH OUR SCHOOL
All contact with our school is to be consistent with the School Community Charter respecting that our staff are primarily engaged

with the teaching and caring of our students. 
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Sentral Parent Portal and App
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School Community Charter
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