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POLICY FOR COMMUNICATION
At Dunston Hill every effort is made to ensure that communication amongst all members of the school community – staff, children, parents, helpers, governors 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.

Each staff member has a labelled pigeonhole in the staff room where written communication 

and correspondence is left. Such communication includes a weekly news bulletin of events 

and activities. The Headteacher is responsible for producing the bulletin and receives

information from each of the four Phase Group Leaders who will in turn have consulted 

colleagues. Personal correspondence is left in individual pigeonholes or delivered by hand by 

the school administration officer or a monitor. Notices or information, which arise for a 

specific day in the week, are posted on the staff room dayboard. Other staff room noticeboards include those for union information, bulletins, courses, information, meetings, or other 

Advisory source news, social events and timetables. The Deputy Headteacher is responsible 

for regularly updating the staff notice boards. 

Written material of all kinds for the attention of the Headteacher can be left with the administration officer in the school office.

Written information, notices, memos which affect all or some staff and require some form of response during the school day are taken around by a messenger who will usually ask staff to initial a sheet to say they have seen the information.

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

If another member of staff especially the Headteacher, Deputy Headteacher, school administration officer or caretaker is required urgently the internal telephone system should be used. A list of all internal numbers is placed by each telephone. New staff are shown how to use the system.

All staff – teaching and non-teaching – and the Headteacher communicate with each other on an informal basis each day. Such communication also takes place in phase/year group team planning and curriculum planning. Communication is also encouraged to be cross-phase.

Communication with the Children

Within each individual class, class teachers organise their own methods of communicating information to the children. This may be in the form of a News Board or other type of notice board. Every class will have its own system for distributing letters and other materials to go home with the children.

General correspondence to be sent home with the children such as letters, newsletters, leaflets, reminders, etc. are placed in the box outside each classroom by the administration officer. Messages for a particular child, which are received in the school office during the day, are sent via either the administration officer or a monitor in the form of a memo for the class teacher.

The School Council meets each week to discuss and develop new initiatives and this provides an important means of communication between the staff and children. Class representatives are asked to consult and share information with their peers.   

A School Council News Board is situated in the main entrance. This is used to display posters and other information about social events, sports events and other events in both school and the local community. Newspaper articles and other items of interest to the children are also placed here.

A School Clubs’ Board gives the children up-to-date information and news about all the after school clubs.

Communication also takes place at the end of an assembly where such things as sports achievements, birthdays, etc are celebrated.

Communication with Parents

Written
Information, news and other matters of concern for parents are sent home by means of letters with the children. Some letters are of a general nature and therefore sent to all parents, whilst others may be specifically for one class or year group. Particular 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. Letters are sent out to each class for distribution one to every child. Spare copies of all letters are kept in the main office.

The Headteacher or Deputy Headteacher sees letters from teachers before they are typed ready for distribution.

A school newsletter is sent home with every child at the end of each week to keep parents fully informed and up-to-date with current issues and events.

Further information such as adverts, posters and other items of interest to parents are displayed on the outside windows of each main building.

Verbal
Parents are welcome in school but 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. Alternatively an appointment can be made to see their child’s class teacher or the Headteacher or Deputy Headteacher at a mutually convenient time.

The school also communicates with parents by means of regularly held Parents’ Evenings and workshops. A written progress report on each child is sent to parents at the end of the school year. An Annual Report is also sent home from the Governors to keep parents fully informed of items of interest and a General Meeting is held to discuss any subsequent matters. 

Communication with Governors

The Governing Body meets once a term to receive a written report from the Headteacher on the current position of the school and any new developments. Various sub-committees meet when and where appropriate to discuss important matters before sharing their findings and recommendations with the full Governing Body. The Headteacher also sends regular correspondence to governor colleagues to keep them briefed on any further issues. 

Communication with the 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 Christmas productions, fund-raising events, etc. Particular strong links have been forged with the local Parish and Methodist churches. The children go out into the community on special occasions to sing or to deliver gifts.

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 cluster group meetings, Headteachers’ pyramid group meetings, 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 teacher responsible for primary – secondary liaison. Other contacts may be made through curriculum co-ordinators.

Communication with outside agencies

Close contacts are maintained with support agencies including the Educational Psychologist, 

the Learning Support Service, the Library Service, the Peripatetic Music Service, and the 

School Nurse. The school communicates regularly with other educational establishments including Newcastle University, the University of Northumbria, Gateshead College and 

others. These contacts are usually via specific members of the school staff.

