
 
 

Communications Policy 
 
Introduction  
This communications policy sets out all the expected procedures for oral and written 
communication, which should be adhered to by all members of staff in school. 
  
Aims of the policy  
The aim of the policy is to support Kilgraston School in its aim to continue to be a successful school, 
in which everyone communicates effectively with each other; our pupils, their parents and other 
members of the wider school community (General communication and information).  We also want 
to ensure that communications between all members of the school community are clear, 
professional, timely and appropriate (Specific communication).  
 
Communication 
It is the responsibility of all staff to support effective communication and to recognise that the 
quality of their communication reflects on the school’s reputation.   
 
Objectives of communication at Kilgraston School  
• To keep parents, staff, pupils, Governors, Trustees and external agencies well informed  
• To be open, honest, ethical and professional  
• To use jargon free, plain English and be easily understood by all  
• To action communications within a reasonable time (by the end of your next working day).   If this 
is not possible then an acknowledgement e-mail should be sent as soon as possible.  If you are out 
for the day or on annual leave please create an “out of office” response. 
• To use the method of communication that is most effective and appropriate to the context, 
message and audience  
• To take account of other policies, in particular our Equal Opportunities, Accessibility, Child 
Protection and use of ICT policy 
• To be in line with the ethos of the Sacred Heart network 
 
 
  

General Communication and Information 
 
“Forward” communication 
This weekly communication is arranged by Marketing to go out to all e-mail addresses for parents, 
staff and Governors. 
 
Forward covers all recent and current events occurring at Kilgraston School.  It also focuses on key 
forthcoming events and activities. 
 
Day Ahead 
This is issued by the School Secretary on a daily basis to staff and pupils which gives out information 
about clubs, events, activities, socials, exams and any academic surgeries.  
 



 
Week Ahead 
This paperwork is completed by the Data Manager and gives an overview of the week ahead.   What 
the event is, who is responsible and the times attached. 
 
Outlook calendar 
All parents and staff are encouraged to use the Outlook calendar at Kilgraston to allow them access 
to the most up to date calendar (altered daily) and this way they can have access and knowledge 
about forthcoming events to assist with their planning for tests/examinations. 
 
Parent Blue Calendar 
This publication is completed twice a year and information contained is names of our Senior 
Leadership Team, teaching staff, support staff, holiday dates, extra curricular activities and key 
events during the term. 
 
Parent handbook 

This is issued annually to parents and covers the following: 

 Terms and Conditions of the school 

 House system 

 Faith 

 Boarding 

 Beyond the classroom 

 Pastoral information 

 Admissions 

 School information and Bursaries 

 Term dates 

 Staff listing 

 Academic and leavers destinations 

A copy of this handbook is available on request during the year. 

Parents’ Meetings  
We arrange various meetings for parents throughout the year.  
 
These include: 
 

1. One to one meetings on request 
2. Kilgraston Parent Association meetings (approximately 3 per term) 
3. Parents’ evenings throughout the year 
4. Meetings may be held prior to any residential trip to inform parents of planning, content and 

arrangements 
5. Information evenings, for example, Sixth Form introduction meeting 

 
 
School Website and Facebook 
The school’s website and Facebook page provides up-to-date information about the school and is an 
opportunity to promote the school to a wider audience.  
 



 
Communication on our web site is updated regularly and covers the following: 

 News and Events 

 Term dates 

 Policies 

 Information on SLT, staff, Governors and Trustees 

 Parent information for departments 
 
It is also a key vehicle for Kilgraston to give up to date information and also details of school closures 
in inclement weather.   
 
Updated regularly we aim to ensure we are promoting Kilgraston as a wonderful learning 
environment with clear plans and outlook. 
 
School Prospectus  
The school prospectus contains a range of specified information to give parents a full picture of 
provision at our school.  
 

General Communication and Information for Staff 
 
Meetings  
There is a programme of meetings to facilitate involvement of staff, both formal and informal.   
  
All formal meetings are planned, structured and minutes taken and members are invited to 
contribute prior, during and after the meeting.   It is important to read the minutes and advise of any 
incorrect information to the minute taker or the leader of the meeting. 
 
Booking of rooms is made through the following:   Adam Room via the Headmistress’s PA and all 
other venues via the School Secretary. 
 
Follow up of matters outstanding should be timely and fed back to staff.   All HOD meetings minutes 
should be sent to Kilgraston School Headmistress and Deputy Head Academic. 
 
Staff briefing minutes are taken and distributed to staff who are not in work on Monday morning 
and Wednesday staff meeting notes are also printed and placed on the notice boards in the staff 
office and the Junior Years staff notice board.   No highly sensitive information should be included in 
these notes but they are to be kept in the Daybook and staff directed to look at the material. 
 
Mobile phones   
Our mobile phone policy for pupils is in the parental handbook.   A brief overview for staff is that 
personal mobile phones must not be on view during the school day when in classrooms or when in 
contact with the pupils.   The exception would be if staff members need to use their phone in any 
emergency when a school phone is some way off. 
 
Also in exceptional cases, such as family illness, mobile phones may be permitted but they should be 
used discreetly. 
 
 
 
 
 



 
E-mail  
E-mail is a quick, effective way of communicating information; however it should not replace face to 
face meetings where some discussion is required and our e-mail etiquette protocol should be 
followed at all times.  As a guideline, Kilgraston Board of Governors and Senior Leadership team 
have confirmed e-mails should not be sent or replied to between the hours of 9 p.m. and 7 a.m. the 
following day.   This is not set but a recommendation for all parties.  Exceptions to this guidance 
would be boarding staff who are on call and Facilities/Maintenance staff, again who are on call 
during the evening and overnight. 
 
For parent to staff e-mail time guidance we are recommending no e-mail contact between the hours 
of 7 p.m. to 7 a.m. in order to meet parental expectations regarding communication. 
 
During the weekends staff and parents should note that not all staff access their e-mails during this 
time and replies will be issued as soon as possible into the start of the week.  As above, this may be 
different for Boarding staff and on-call staff. 
   
Social Networking and Media Sites 
Staff must not communicate with pupils via social networking sites (such as Facebook) or accept 
them as their “friends”. The exception to this rule would be when school has established their Class 
Blog, for the purpose of teaching and learning.  
 
Communication on social media pages should be through the recognised business pages, for 
example, Kilgraston School, Swimming and Equestrian. 
 
Kilgraston has access to Facebook, Twitter, Linkedin, You Tube and Instagram and are keen to ensure 
we have maximum contact with our parent body. 
 
Staff must also be aware of the impression that is given to others when they use social networking 
sites, particularly when absent from school due to illness.  Posting information in relation to private 
and personal matters should be restricted to secure information only and not open to be seen by all. 
Any non-compliance of this will be dealt with by the Headmistress. 
 
 

Specific Communication 
 

Communication with Pupils 
 

All staff are expected to talk to pupils with respect and in line with the Child Protection Policy.  
 
For example, dealing with a pupil with undue force is unacceptable behaviour and staff have to be 
aware that action will be taken should this happen at Kilgraston School. 
 
Communications with pupils must be clear and unambiguous and wherever possible, two members 
of staff should be present if there is a need to discipline a child following the Behaviour Policy issue. 
 
Staff should address the pupils Dear (name) and not be too familiar at any time when e-mailing.  
Nicknames or amending their names is not acceptable. 
 
It is important to retain the high standard within school regarding communication about uniform, 

hair, nails, attitudes and manners across the various departments. 



 
Mobile phones must never be used to photograph children.  
Only school cameras are permitted for this and this can be arranged via our Marketing Manager.    
School cameras and School IPads are permitted for this as many schools use iPads as a way of 

capturing shots in lessons, trips etc.  

During trips and tours staff must ensure they can be contacted by mobile phone at all times;   
Depending on the staff members they may feel it appropriate to give out telephone numbers if 
abroad or during excursions for maximum safety issues.  Pupils with disabilities must feel confident 
that a staff member is able to be contacted at all times, day or night, during any trip or tour. 
 
During off-site visits staff may use their own mobile phone to contact school or parents in the case 
of an emergency.  
 
Pupils are allowed to bring their mobile phones to school but they must not be used in class or when 
walking around the corridors.  Use of phones is allowed at morning break and lunchtime but we 
would actively encourage the pupils to have limited use during the day. 
 

  
Communication from Parents and Guardians 

 
 
Telephone and Verbal Messages from Parents  
The telephone should always be answered professionally using “Good morning/afternoon, 
Kilgraston, (Name) speaking”.  If staff are not able to take a call it will trip to an answer machine and 
staff can call back as soon as possible.  
 
Administration staff must not interrupt teaching staff to answer a telephone call but take a message 
and e-mail the staff member requesting they reply at their earliest convenience. 
 
Any conversations should be logged on the Day book and e-mailed to the relevant staff members 
depending on the content of the issue/comment. 
 
  
Written Communications  
As per the telephone and verbal messages parents will, on occasion, write in to the school and any 
paperwork will be forwarded to the relevant staff member or SLT member. 
 
 

Communication with Parent and Guardians 
 
Day book 
Staff can access the data for pupils through the Day book.   Click on the pupils name and then on 
Communication tab and this will allow an e-mail to go directly to the parents/guardians of your 
choice.  The benefit of this is that it is then logged on the pupils’ file whereas if staff e-mail from 
their own system it is not seen by any other parties. 
 
The downside of this process is that SchoolBase does not spell check or grammar check so the 
recommendation is for staff to write the information on a Word document, complete the checks and 
then copy and paste them to the SchoolBase.   
 



Day book is a key tool to assist in communication between staff also.  Once the entry is made, 
whether it is positive or a development point, the option is available to contact SLT, Year Heads, 
Tutors and staff.   We would encourage good work comments in addition to concerns.   This area of 
Day book also gives the opportunity to log extra-curricular activities, yellow and red slips for 
discipline, test results and a broad overview of comments. 
 
Secure notes 
These are as per the Day book entries but are limited to be seen by specified staff only.  Information 
on our secure notes tends to be Wellbeing Concerns, Child Protection issues or any more sensitive 
matters. 
 
 
 
E-mails  
It is the responsibility of all parties to ensure that they check their e-mails, including junk e-mails, as 
often as possible in order to be keep in touch with matters relating to the school.  If they are in any 
doubt about e-mails being received, then they should contact the ICT Manager at Kilgraston at their 
convenience.    
 
 
E-mail etiquette  
 

 Over time you will come to know a lot about their daughter but never suggest to the parent 
that you know more about their daughter than they do. 

 

 When answering an e-mail be careful that all your facts are correct before pressing send.  If 
necessary send an acknowledgement e-mail i.e.” Dear...... Thank you for contacting me and I 
will of course look into this straight away. I will be in touch as soon as I have more details” 
and always make sure you reply. 

 

 Sometimes a girl might have contacted her parents when she is upset or angry and 
unfortunately sometimes a parent’s reaction to this is to write an angry or accusing e-mail. 
The most important thing to do is to diffuse the situation.   If we are angry or upset then 
take a pause before you reply. 

 

 If you are unsure of your response speak to your Head of Year/Head of Department or SLT. 
 

 Any e-mail that has a complaint or major concern should be discussed with the Head of 
Pastoral Care before responding.  Again an acknowledgement e-mail could be used here and 
logged on the Day book on SchoolBase. 

 

 You may get to know parents well and there will be some familiarity at times but make sure 
you do not leave yourself in a vulnerable position if you are too close to them.  This is hard 
at times if you work in the school but this has to be taken into account.  The preferred 
salutation is Dear Mr or Mrs at the start of the e-mail. 

 

 If a parent complains about another member of staff this must be passed on to a senior 
member of staff immediately even if it is a member of your team.  An acknowledgement     
e-mail is sent to parents letting them know what you are doing is the best course of action. 

 



 If you are in any doubt at any time just ask.  Never leave yourself vulnerable or feel 
pressured into answering an e-mail without due care and consideration. 

 

 Use a professional e-mail address, i.e. Dear Mr and Mrs etc. as opposed to “Hey” or 
something similarly familiar and also at the end of the e-mail for example “cheers” etc.  
Please finish your e-mail with “Yours sincerely/faithfully/Best regards/Kind regards” etc. 

 

 Think twice about hitting “reply all” and check the trail of correspondence below your return 
message.   

 

 Preferably use a Signature block at the end of the e-mail along with the up-to-date signature 
from Marketing to ensure all recipients get the message we are trying to get across. 

 

 Use exclamation marks sparingly as they can be misconstrued by recipients. 
 

 Be cautious with humour with e-mails as your jokes may not be the same as others. 
 

 Be aware that people from different cultures speak and write differently so keep opinions to 
a minimum and report facts where possible.  

 
 
Letters  
Staff will endeavour to respond to parents’ letters as quickly as possible. All written communications 
to parents must be approved by the Headmistress, Heads PA, School Secretaries, Head of 
Departments or our Communications Manager before they are sent out.   This will ensure 
consistency throughout the process. 
 
A formal letter to any external party should be added to Kilgraston letter headed paper and sent as 
an attachment to the e-mail.  This way our letter looks professional and consistent. 

 
Communication with other schools and outside agencies 

 
We hold information on pupils in our school, and from time to time we are required to pass some of 
this information to others for educational purposes.  Details have been sent to parents about the 
types of data we hold, why we hold that data, and who we may pass it on to. This is a requirement 
under the Data Protection Act 1998. Parents have a right to view the information we hold, and we 
have contact details of the agencies to which our information is passed.   It is therefore vital all 
communication about any pupil whether it be about relationships, disability, sexual orientation etc. 
is worded professionally at all times. 
 
We recognise that children have diverse needs and we are supported by various agencies and 
groups of professionals who keep us informed about ways in which these needs may be met in order 
to help children to participate fully.  
 
Support comes from medical services (speech and language therapy, occupational therapy and 
physiotherapy), from Educational Psychologists, Health professionals and specialists.  
 
It also comes from various welfare-focused services, such as Social Services and Child Protection 
Units.  
 



We recognise that children have a fundamental right to be protected from harm, that their 
protection is a shared responsibility and that our school should provide a safe and secure 
environment.  
 
Our daily contact with children means that we are in a unique position to identify and help children 
who may be suffering from any form of abuse.  
 
When any member of staff has any concerns about a child, these will be passed on to the Kilgraston 
Child Protection officer.   Forms can be found in our staff shared area. 
 
 
 
 
 
 
We are strong believers that as a school Kilgraston will continue to gain success as long as all 
members of the school community work collectively and have responsibility for all areas of 
communication. 
 

September 2017 

Date Action Responsibility 

September 17 Staff training and familiarisation Dir of Communications P Stott 

October 17 New policy ratified by Governors Dir of Communications P Stott 

November 17 Updated the e-mail section regarding timing 
of e-mails 

Dir of Communications P Stott 

   

   

 

 
 
 
 
 
 

 


