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ST AIDAN’S VA SCHOOL 

COMMUNICATIONS POLICY 

 

At St Aidan’s VA School every effort is made to ensure that communication amongst all 
members of the school community – staff, children, parents, helpers and local residents is both 
effective and efficient at all times. 

 

Staff Communication 

A variety of means of communication are used to ensure that both teaching and non-teaching 
staff are kept fully informed about the life and work of the school. 

 

Staff Meetings – Updates of the general school life are presented at staff meetings. These are 
usually attended by all staff.  

Every classteacher and member of support staff has a correspondence box in the staffroom 
where any relevant information, mail, publications, copies of letters to parents, staff memos etc. 
is placed. We do not give copies of all paperwork to all staff as part of our commitment to 
reduce paper usage and in line with our work as a sustainable school, and so we encourage the 
use of email. Any relevant documents are emailed to the ePortal web mail addresses.  

 

The School Diary - The School Diary includes a great deal of information about school events 
and activities. It is always available to all staff and is to be found on the Headteachers desk. 

 

Staff Memo Board - Written information, notices, memos which affect all or some staff are 
written on the whiteboard in the staffroom. This will be kept updated by the SMT. 

 

Meetings - All staff are provided with the relevant agenda and minutes of meetings which they 
attend. 

 

Informal Communication - All staff – teaching and non-teaching – and the Headteacher 
communicate with each other on an informal basis each day. We are a very close working team 
and such communication takes place during breaktimes etc. in the staffroom and other such 
places. 

 

Mobile Phone - Staff may use their own mobile phones provided contact details are left with the 
school. 

 

Communication with the Children 

Within each individual class, class teachers organise their own methods of communicating 
information to the children. Every class will have its own file near the door where letters and 
documentation for distribution can be put. 

 

Assembly time is a an appropriate time for the Headteacher to communicate with the children as 
a whole e.g. delivering messages, informing about a new school policy or any other relevant 
information. 

 

Messages for a particular child which are received at the front desk during the day are given to 
the classteacher who in turns passes the message onto the relevant pupil. 

 

The Parents’ Notice Board informs the children and parents about the extra-curricular club 
programme and other relevant information. 



September 2015 

 

 

 

Communication with Parents 

 

School Web Site 

The school website is devised and maintained by the children. It contains relevant information 
about the current work within classes. It also provides information regarding staffing, admission 
procedures and the Governing Body.  

 

Written 

Information, news and other matters of concern for parents are sent home by means of 
newsletters by email.  

Great care is taken to ensure that each letter is of a high standard and is presented in such a 
way as to project a positive image of the school using well presented headed paper. Spare 
copies of all letters are kept in the Office at the front desk. 

Letters from teachers are seen by the Headteacher or members of SMT before they are typed 
ready for distribution. 

 

Verbal 

As part of our ‘open door’ policy parents are welcome at St Aidan’s School. If they need to 
speak to a member of staff in particular they are asked to come in before school starts or at the 
end of the day.  

Parents are encouraged to make an appointment to see their child's class teacher or the 
Headteacher or Assistant Headteachers at a mutually convenient time if there is a more serious 
concern. 

The school also communicates with parents by means of regularly held Parents' Evenings and 
presentation evenings.  

A written report on the progress of each child is sent to parents at the end of the school year.  

A Governor’s Annual Report is also provided for the parents’ information. 

The notice board outside in the corridor is also a very effective way of communicating with 
parents. 

 

Communication with the Local Community 

 

Contact is maintained with our immediate neighbours by means of leaflets and letters which 
keep them informed about school events and activities. Members of the local community are 
invited to school functions such as Harvest, Christmas productions and Summer Fayres etc. 
The children visit the local community on special occasions to sing or to deliver gifts, especially 
at Harvest time.  

In order to fulfil our mission as a church school we have very close communication with the local 
clergy and churches. 

 

Communication with Governors 

 

Full Governing Body and Sub-Committee meetings usually offer governors at least two 
opportunities to visit the school each term.   
Governors are sent copies of all newsletters by e-mail or post and are invited to all school 
educational and social events.   
Specific governors are also invited by the Headteacher to visit the school at least once a term to 
work with the curriculum co-ordinators as part of our Self-Evaluation procedures. 
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Communication with other schools 

 

The school regularly communicates with the staff and children of other primary schools. Such 
communication may be by means of personal contact with specific staff or through more formal 
channels such as INSET, the Family of Schools, Headteachers' Cluster, other informal groups 
and by means of sports fixtures and other inter-school events. 

 

Communication with the local secondary schools is primarily a result of the work of the Year 6 
teachers for primary – secondary liaison and transition. We have a detailed Transition Plan 
which outlines this arrangement. 

 

Other contacts may be made through Curriculum Co-ordinators and through the Family of 
Schools. 

 

Communication with outside agencies 

 

Regular contact is maintained with the local press usually via the Headteacher. Close contacts 
are maintained with support agencies including the Educational Psychologist, the Educational 
Support Service, the Library Service, the Peripatetic Music Service, and the School Nurse. The 
school communicates regularly with other educational establishments including the Urdd, TSD 
University, Morfa Bay School Camp and others. These contacts are usually via specific 
members of the school staff. 

 
Signed: ___________________ (Chair of Governors) 
 
Signed: ___________________ (Headteacher) 
 
 
 
 
 
 
Written: September 2012 
Amended: September 2015 


