
 

 

Digital Communication Policy 

Scope 

This policy provides clear instruction and definition for digital communication between 

parents/caregivers and staff at Hawthorndene Primary School. It aligns with Department for 

Education guidelines and best practices for safe, effective, and respectful digital communications. 

 

Rationale 

Hawthorndene Primary School recognises the value of digital technologies and communication to 

support our operations and strengthen school-home partnerships. We are committed to open, 

respectful conversations that are focused on supporting student learning, wellbeing, and growth. 

Our approach ensures that both staff and families communicate digitally in ways that are 

professional, timely, and constructive. 

 

Aim 

• Promote positive, safe digital communication 

• Establish clear expectations for staff, families, and students in digital communication 

• Support staff wellbeing and professional boundaries by guiding digital practices 

 

Communication Types and Usage 

Seesaw  

Used by educators to engage families with learning, strengthen home-school connections, and share 

updates: 

• Teachers post learning experiences, classroom news and individual samples 

• Parents/caregivers access and may comment on their child’s learning journal 

Email 

Used for direct communication between parents/caregivers and classroom teachers, specialist 

teachers, or the leadership team: 

• School email addresses are provided at the start of each year or available via the Front Office 

• Parents are encouraged to use email for absences, lateness, early departures, change in pick 

up arrangements, and specific queries 

EdSmart  

Used to automate administrative tasks and maintain secure school-home communication: 

• Bulk and targeted communications (e.g. behaviour, enrolment, permissions) are sent via 

EdSmart 



 

 

 

School Website 

The school website is the official and public source of whole-school information:  

https://hthdeneps.sa.edu.au 

Facebook for Parents and Friends Committee 

The P&F group manages a closed, parent-run Facebook page to foster community, build 

connections, and develop parent support networks: 

• Not an official communication channel of the school; considered social only 

• Page and groups are monitored by P&F and school representative administrators 

HEJA Sports Management App 

Used by sports coaches/coordinators to manage school sporting teams: 

• Families join teams by invitation code 

• Team information, practice times, rosters, and messaging are managed via the app 

 

Roles and Responsibilities 

Principal 

• Ensure policy endorsement by Governing Council and regular review 

• Make the policy accessible for all staff and families 

• Oversee safe and compliant use of digital communication channels in line with Department 

standards 

School Staff 

• Communicate with care, clarity, and respect 

• Will not respond to offensive, abusive, or aggressive digital communications (these will be 

escalated to the leadership team) 

• Check emails regularly during working hours and respond within 2 working days (8am–4pm, 

M–F, during terms) 

• Communicate via Seesaw and email at times reasonable to families, with discretion around 

out-of-hours messages 

• Leadership may monitor official social channels and respond where needed to protect 

safety, privacy, and well-being 

Parents/Caregivers 

• Use respectful and constructive communication; clarify whether seeking information or 

requesting a response 

https://hthdeneps.sa.edu.au/


 

 

• Direct queries to correct staff (e.g. class queries to teachers, events/absence to Front Office) 

• Notify the school promptly with updated contact details 

• Use official channels (email, Seesaw, EdSmart, website) for information, not social pages 

• Communicate absences, late arrivals, early departures, and changes via email or phone to 

the Front Office, not to teachers via Seesaw or social media 

 

Professional Boundaries and Digital Wellbeing 

• Staff will not be expected to respond to digital communication outside of regular working 

hours except in emergencies. 

• Official communication, student learning updates, and urgent information will be 

disseminated via listed school channels only. 

 

Policy Review: 

This policy is reviewed regularly in consultation with the Department for Education, staff, students, 

families, and Governing Council. 

Next review: 2028 

Reviewed: September, 2026 

 

 


