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1. Rationale 
 

1.1 At the TPRS, we believe that It is through successful and interactive communication that 
information is transmitted, understanding developed, trust is built and shared, and action co- 
ordinated. To ensure that communication across the TPRS is effective and clear, information sharing 
should be succinct and easy to understand for all staff and confidentiality must be respected. 

 

1.2 Communication includes not only the message but also how that message is communicated. 
Good communication promotes partnership. 

2. Aim 
 

2.1 To provide all teaching and support staff within the TPRS a clear framework for what methods of 
communication are the most effective according to a range of circumstances. 

 
2.2 To ensure that we communicate with each other, with our students, with their parents/carers 
and with all partners in a clear, professional, timely and appropriate manner. 

3. Objectives 
 

3.1 All communications within the TPRS should: 
 
• Keep staff, students, parents, Management Committee and all other stakeholders well informed. 

• Be honest, ethical and professional. 

• Be jargon free and easily understood by all. 

• Be actioned in a reasonable time. 

• Be compliant within the Data Protection Policy, Safeguarding policy and other relevant Tameside 
LA policies. 
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• Have clear mechanisms for information sharing within the context of Safeguarding, so that staff 
do not expose themselves to the risk of breaching data protection and expose themselves or 
others to harm. 

 

Expectation for Methods of Communication 
 

4. Daily Staff briefings 
 

4.1 These briefings should be used for such things as impact upon the day to day business of the 
TPRS. This includes, but is not limited to; 

 
 new student information 

 
 basic student ‘trigger’ information which mean Positive Handling plans need to be updated. 

 
 Clarification of post-incident actions 

 
 Staff absences and any cover requirements 

 
 Reminders of meetings and visitors to site. 

 
4.2 We recognise that Information is knowledge, but the information shared in daily briefings must 
take into careful consideration as to whether it is necessary to prepare staff for the day to come, or 
if it can wait and be shared at another time or in another format. We accept that should it be felt 
that information being shared by individuals routinely strays from these criteria, the Head of 
Centre may have to remind them of it, and offer guidance on this matter. 

 
4.3 We must also have strict regard to confidentiality from a safeguarding point of view. There is a 
real danger when repeating a conversation with a parent or colleague from multi agency, that staff 
do not filter content to assess exactly what is ‘need to know’ for all staff and what is only to be 
shared with those identified as having a clearance under safeguarding procedures. (see safeguarding 
Policy) Should any staff begin disclosing information which falls into this area, they will be asked by 
the Safeguarding lead and/or SLT to cease immediately, and to share the information privately with 
either the safeguarding lead or a member of SLT. 

 
4.4 The Head of Centre will nominate a member of their team to record notes from the daily 
morning briefing. These notes will be kept in the staffroom/ staff area on each site. It is the 
responsibility of any staff not present during daily briefing, to familiarise themselves with these 
notes on arrival at any of the TPRS buildings, whether this is their usual base or not. 

 
4.5. Staff de-briefing at the end of the school day, should be equally as succinct, and allow staff 
sufficient opportunity to action any phone calls necessary before leaving for the day. De-brief 
should follow the format below, and focus on our effectiveness as a team, as well as 
outcomes, within a Team Teach framework 
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? What didn’t work today, and why? 
 

? What worked well today, and why? 
 

? What actions are needed for tomorrow to be a better day? 
 

4.6 The Head of Centre will nominate a member of their team to record notes from the de-briefing. 
These notes will be kept in the staffroom/ staff area on each site. It is the responsibility of any staff 
not present during de-briefing, to familiarise themselves with these notes on arrival at any of the 
TPRS buildings, whether this is their usual base or not. 

 
5. Weekly Staff meetings 

 
5.1 Minutes of weekly staff meetings are to be taken by the admin assistant attached to our main 

sites, and shared via group e mail within 24 hours of the meeting. Should there be any reason 
why this is not possible, it is expected that the member of admin staff affected, discuss this with 
the School Business manager and a solution is reached. 

 
6 Email 

 
6.1 Email is a quick, effective way of communicating information and also provides an historic trail 
that can be used if evidence is required at a later date. 

6.2 All TPRS Staff have an e mail address and are expected to login and check their e mails on a 
regular basis, and at least every 48 hours. 

6.3 Group e mails are an expedient way to pass general information to a large number of staff at the 
same time. It is particularly effective as a tool for those staff who have a whole school responsibility. 
Staff must be mindful of not habitually cc’ing whole teams into e mails which have no relevance to 
the majority of people in the group, as this creates unnecessary inbox ‘clutter’ and risks staff 
developing ‘e mail fatigue’; thereby opening up the possibility of vital e mails being missed. 

 
6.4 Where student’s names are to be communicated, it is expected that staff will use the pupil’s 
initials only. Where pupils have the same initials, please use the second letter of the surname to 
differentiate. Where this is not enough to separate the pupils, first name and initial of surname will 
suffice 

 
6.5 Any confidential emails should be password or EGRESS protected. 

 
6.6 Only relevant staff with interest in individual students should receive emails (cc) 

 
6.7 When emailing parents, it is essential that other student’s names (other than the one that the 
email is regarding) are eliminated. This includes using other pupil’s initials. If e mails are sent to 
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parents, staff are reminded that this constitutes a contact, and must be logged as such on 
SchoolPod. 

6.8 If a parent communicates using email with a complaint, then this should be forwarded to the 
HOC and Principal. The HoC will discuss with you and agree actions. 

6.9. Any positive or complimentary e mails should be shared with HoC and Principal, and with staff 
during daily de-brief. 

 
6.10 Any emails that requiring an answer should be responded to within 48 hours 

 
7 SchoolPod 

 
7.1 All contact must be recorded as soon as possible on SchoolPod so that the information can be 
used by all interested staff and the lines of communication understood and continued. 

 

7.2 Confidential and safeguarding issues must be placed under Safeguarding Tab 
 

7.3 Meetings should be placed in Pupil meetings Tab 
 
 

8 Telephone Calls 
 

8.1 Calls should be made using school phones and not personal mobiles. The reason for the call 
should be clearly outlined and then the contact should be recorded on School pod in ‘Contacts’ to 
provide evidence. 

8.2 Staff should check SchoolPod before a call is made to alleviate repetition or conflict of another 
member of staff’s conversations. 

 
8.3 Staff should not use their personal phones in view of students or have them in lessons. 

 
9 Safeguarding Concerns/ disclosures 

 
9.1 Any safeguarding issues should follow the Safeguarding policy procedures. Any problems should 
be discussed in a confidential setting with the Designated Lead, Lindsay Noble or with the Principal. 

 
10. Text 

 
10.1 Attendance text is usually monitored by office staff and Attendance officer. Personal mobiles 
should not be used. 

 
10.2 Messages should be short and clear and free of jargon. 
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11. Parent/ Professional Meetings 
 

11.1 All formal meetings should be structured and staff invited to contribute to the agenda. 
 

11.2 Minutes should be taken, including an attendance list, date and reason for meeting. 
 

11.3 Actions should be assigned to professionals and dates to be completed or reviewed. 
 

11.4 Minutes should be kept confidential, in that initials of students should be used and 
consideration given to data protection. 

11.5 Minutes/ notes should be kept in student files and noted on SchoolPod , or added to pupil 
notes tab on SchoolPod. 

11.6 Personal/ confidential notes MUST NOT be placed on the front page of individual students 
SchoolPod page. 

12. Face to face 
 

12.1 This form of communication is always the most valuable. It gives the ability for information to 
be shared and discussions to take place. 

 
12.2 Care should be taken that conversations are not overheard by students and a suitable location 
should be found. A quick word during lesson time is not always a wise choice and a time should be 
arranged if possible, for more private discussion, via a discrete note if necessary. 

12.3 Where any actions are agreed between colleagues during a face to face conversation, those 
staff allocating actions are strongly advised to follow this up with an e mail, in order to support their 
colleague in honouring any deadlines/timeframes set. 

 
13. Letters 

 
13.1 All written communication should be professional, courteous and have the relevant contact 
information to get back in touch with the member of staff involved. Every effort should be made to 
address the letter to the correct parent/ carer. The letterhead for letters is kept on the OneDrive, in 
the folder ‘Proformas’. 

 
13.2 Staff should endeavour to respond to letters within 48 hours. 

 
13.3 Any letter of complaint should be referred to the HOC and/or Principal immediately and copies 
of letters kept. 

13.4 Student’s names, other than ones that the letter is addressed to must be eliminated 
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14. Social media 
 

14.1 Teaching staff must not accept friendship requests from parents or students and must not use 
Social media as a means of communication with colleagues regarding matters related to the 
workplace. 

14.2 Any staff who receives repeated friend requests from parents or pupils are should inform 
the safeguarding lead. 

 
15. School website/twitter account 

 
15.1 The school website and twitter account, provide an opportunity to share information about the 
TPRS and also is a vehicle to celebrate the success of our students. It is also a way to promote the 
TPRS within the wider community. 

 
15.2 The Head of Centre/ lead member of SLT will allocate staff to upload information onto the 
website as appropriate. 

 
15.3 The Twitter account (@TamesidePRS) is managed by the SLT only. 

 
15.4 Written permission must be given for photographs of all students that are to be displayed. This 
permission is usually agreed at induction, but staff have a responsibility to confirm this in the pupil’s 
file/SchoolPod record prior to uploading. 

 

16. Monitoring and reporting 
 
16.1 the effectiveness of this policy will be monitored by the principal and SLT via minutes of 
meetings, half termly safeguarding reports to SLT, and by reports to Health Safety and 
Welfare Committee. 

 
 
 
 
Signed by 

 
……………………………Chair of Management Committee Date …………… 

 
……………………………Principal Date …………… 

 
 

This Policy will be reviewed annually. 
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