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Communication Policy




Date policy reviewed: September 2028



1. Introduction and Purpose
This Communications Policy outlines the principles, procedures, and practises that St Giles' and St George's C of E Academy will adhere to in all its communications with pupils, staff, parents, governors, the Three Spires Trust, the local community, and other stakeholders. The policy aims to ensure that communication is:
· Effective: Clear, concise, and easily understood.
· Timely: Information is shared promptly and efficiently.
· Transparent: Open and honest, fostering trust and confidence.
· Inclusive: Accessible to all members of the school community, taking into account diverse needs and backgrounds, including EAL (26%) and SEND (34%).
· Respectful: Demonstrating courtesy, empathy, and understanding.
· Consistent: Adhering to a unified approach across all communication channels.
· Aligned with School Vision: Reflecting the school's mission to "aspire, believe and achieve to be the very best we can be" and its Christian values.
2. Scope
This policy applies to all staff members, governors, volunteers, and anyone acting on behalf of St Giles' and St George's C of E Academy, regardless of their role or position. It covers all forms of communication, including but not limited to:
· Written communication (letters, emails, newsletters, reports, website content, social media posts)
· Verbal communication (telephone calls, meetings, presentations, face-to-face conversations)
· Digital communication (school website, social media, ParentPay, Class Dojo)
· Visual communication (displays, posters, signage)
3. Legal and Regulatory Framework
This policy is compliant with relevant UK legislation and guidance, including:
· The Education Act 2002 and subsequent amendments: Regarding the provision of information to parents.
· The General Data Protection Regulation (GDPR) and the Data Protection Act 2018: Ensuring the privacy and security of personal data.
· The Equality Act 2010: Promoting equality and preventing discrimination in communication.
· Keeping Children Safe in Education (KCSIE) Statutory Guidance: Safeguarding and child protection considerations in all communications.
· SEND Code of Practice: Ensuring accessible communication for pupils with special educational needs.
· Behaviour in Schools (2022): Communicating the school behaviour policy to all members of the community is an important way of building and maintaining the school’s culture.



4. Roles and Responsibilities
· Headteacher: Overall responsibility for the implementation and monitoring of this policy.
· Senior Leadership Team (SLT): Ensuring that communication is effective and consistent across the school.
· Teachers and Support Staff: Communicating effectively with pupils, parents, and colleagues, adhering to the guidelines in this policy.
· School Governors: Monitoring the effectiveness of the policy and providing support and challenge to the school leadership.
· Office Staff: Managing day-to-day communication, including answering phone calls, responding to emails, and distributing information.
· Communications Lead (if applicable): Overseeing the school's communication strategy and ensuring that all communications are aligned with the school's vision and values.
· SENCO: Ensuring that communication methods are accessible for pupils with SEND and their families.
· EAL Coordinator: Supporting communication with families who have English as an Additional Language.
5. Communication Channels and Protocols
· School Website: The school website is the primary source of information for parents, pupils, and the wider community. It should be regularly updated with news, events, policies, and other relevant information.
· Arbor: Used for Pupil information, online payments and school dinner bookings
· Class Dojo: Providing parents with instant access to important information, such as school news, calendar events, and general communication. To protect the effective work life balance of our staff whilst ensuring that parents receive effective communication, Class Dojo will be responded to during working hours only.
· Email: Used for formal communication with parents, staff, and external stakeholders. Emails should be professional, clear, and concise.
· Letters: Used for formal communication that requires a written record, such as important announcements, policy changes, and disciplinary matters.
· Newsletters: Distributed fortnightly to parents to provide updates on school activities, achievements, and upcoming events.
· Social Media: Used to share school news, celebrate achievements, and engage with the wider community. Social media posts should be positive, informative, and compliant with safeguarding guidelines.
· Telephone: Used for urgent communication and to provide personal support to parents and pupils.
· Meetings: Held regularly with parents, pupils, and staff to discuss progress, address concerns, and share information.
· Pupil Planners: Used for daily communication between teachers and parents regarding homework, behaviour, and other important matters.







Protocols:
· All written communication should be proofread for accuracy and clarity before being sent.
· Emails will be responded to within 2 working days.
· Telephone calls should be answered promptly and professionally.
· Meetings should be scheduled at a convenient time for all parties involved.
· Information shared on social media should be carefully considered and compliant with safeguarding guidelines.
· Staff should be mindful of their tone and language when communicating with others, both verbally and in writing.
· Translation services are available via class dojo for all parents.
· Alternative communication formats should be provided for pupils with SEND, such as visual aids, simplified language, and Braille.
6. Communication with Parents
· Regular Updates: Parents will receive regular updates on their child's progress, including termly reports and parent-teacher meetings.
· Open Communication: Parents are encouraged to communicate with the school regarding any concerns or questions they may have firstly by contacting the class teacher then if required by contacting a member of the senior leadership team who will endeavour to meet with a parent within 24 hours.
· Prompt Response: The school will respond to parent inquiries promptly and professionally.
· Accessible Information: Information will be provided in a format that is accessible to all parents, including those with EAL and SEND.
· Consultation: Parents will be consulted on important decisions that affect their child's education.
· Behaviour Policy: The school behaviour policy must be published on the school website.
7. Communication with Pupils
· Clear Expectations: Pupils will be informed of the school's expectations for behaviour and academic achievement.
· Regular Feedback: Pupils will receive regular feedback on their progress and areas for improvement.
· Opportunities for Input: Pupils will be given opportunities to provide input on school policies and practises.
· Safe and Supportive Environment: The school will provide a safe and supportive environment where pupils feel comfortable expressing their opinions and concerns.
· Age-Appropriate Communication: Communication with pupils will be age-appropriate and easy to understand.




8. Communication with Staff
· Regular Updates: Staff will receive regular updates on school policies, procedures, and initiatives.
· Opportunities for Input: Staff will be given opportunities to provide input on school policies and practises.
· Open Communication: The school will foster a culture of open communication between staff members and leadership.
· Professional Development: Staff will receive professional development on effective communication skills.
· Support and Resources: Staff will be provided with the support and resources they need to communicate effectively with pupils, parents, and colleagues.
9. Crisis Communication
· Emergency Procedures: The school has established emergency procedures for communicating with parents, pupils, and staff in the event of a crisis. (See Invacuation and Evacuation policy)
· Designated Spokesperson: A designated spokesperson will be responsible for communicating with the media and the public during a crisis.
· Clear and Accurate Information: Information shared during a crisis will be clear, accurate, and timely.
· Support and Resources: The school will provide support and resources to pupils, parents, and staff affected by a crisis.
10. Monitoring and Review
· Regular Monitoring: The effectiveness of this policy will be monitored regularly through feedback from pupils, parents, and staff.
· Annual Review: This policy will be reviewed annually by the Headteacher and SLT to ensure that it remains relevant and effective.
· Amendments: Amendments to this policy will be made as necessary to reflect changes in legislation, guidance, or school practice.
11. Training
· All staff will receive training on this Communications Policy as part of their induction.
· Additional training will be provided as needed to ensure that staff are equipped with the skills and knowledge to communicate effectively.
· Training will cover topics such as:

· Effective communication techniques
· Data protection and GDPR
· Safeguarding
· Communication with pupils with SEND
· Communication with parents with EAL





12. Policy Dissemination
· This policy will be published on the school website.
· A copy of this policy will be provided to all staff members.
· Parents will be informed of this policy through the school newsletter and website.
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