
 
Communications Policy 

Parents/Guardians  
 
Introduction  
This communications policy for parents and guardians sets out all the expected procedures for oral 
and written communication, which should be adhered to by all connected to the 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 
A separate communication has been developed for staff at Kilgraston and it is noted that 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.  (this is only an internal document) 
 
Outlook calendar 
All parents 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 with telephone numbers 

 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.  
 
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 preferred.  As not all staff access their emails 

outside school Kilgraston Board of Governors and Senior Leadership team would respectively ask 

that parents don’t expect a response to e-mails sent after 7.00 p.m. until the following school day.  

This will assist in meeting parental and staff expectations regarding communication.   

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. 
 
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 
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. 
 
Contact for School 
Should any parents require contact to school our first point is either Reception (01738 812257) or via 
your daughters Tutor or Head of Year, preferably by e-mail.  The use of personal private telephone 
numbers for staff is discouraged, but we do appreciate that at times, in emergencies, or for other 
relevant reasons staff can contact staff via this format.   Information of further contact numbers are 
in the blue calendar or on the Kilgraston Website. 
 

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. 
 

Date Action Responsibility 

November 17 Policy written PS 

September 18 Policy review  PS 

   

 


