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‘The basic building block of good communications is the feeling that 
every human being is unique and of value.’ 

 
Context 
Highgate Primary School aims to be an inclusive and supportive school where every member of the wider 
community feels involved in its activities, are aware of what the school does and the reasons why.   
 
As a school we use all the different communications tools at our disposal to engage and inform everyone in 
our immediate and wider community.   
 
The aim of this policy is to ensure that all communication from the school is accurate, honest, timely and 
relevant. The school places a high value on its ability to listen and react to the comments and feedback 
from all members of the wider community and will constantly aim to ensure that the appropriate 
mechanisms are in place to make this a reality. 
 
Consistency  
The school aims to maintain a consistency of written and visual style and tone of voice. 
 
Consistency in the way in which we communicate reinforces the school’s brand, which is the emotional 
connection the school has with its community, Good communication builds confidence, provides 
reassurance and ensures that Highgate Primary has a strong and recognisable identity. We all work hard to 
ensure that our school is welcoming, friendly, supportive and positive. Our written communications should 
always reflect this.  
 
To support consistency, all members of staff follow the guidelines communicated within the 
‘Communication Toolkit’. All correspondence is approved by the Communications Officer to ensure 
consistency in style and tone of voice.   
 
Media relations 
The school seeks to gain positive media coverage of the work it does in order to raise awareness of the 
school amongst parents and the local community. 
 
Media relations are the responsibility of the Headteacher and the Communications, Marketing and 
Fundraising person (where appropriate in liaison with the Chair of Governors and the Chair of the 
Communications committee). 
 
Reactive media work  
All media enquiries should initially be taken by the Communications Officer who will log the nature of the 
enquiry, the urgency and the source.  All enquiries will then be passed to the Headteacher.  The 
Headteacher will always act as the spokesperson for the school.   
 
 



  

 
The Head will assess the media enquiry on the basis of: 
 

 Opportunity for positive coverage 
 Potential for negative coverage 
 Likelihood of the story ‘growing’ 

 
On the basis of this he will decide whether to involve the Chair of Governors in the process. 
 
National Media 
In the case of enquires from the national media where the subject matter is sensitive and there is a 
possibility of negative publicity, the Headteacher liaises with the Chair of Governors before responding.   
 
Proactive media work 
Each term the Communications officer, the Headteacher and the Governors’ Communications Committee 
identify events in the coming term which they believe will be of interest to the local media.  In consultation 
with the Headteacher, the Communications Officer produces a press release and liaises with the 
appropriate media.  It is the school’s policy to develop a positive working relationship with the local press. 
 
Cuttings 
The school keeps an up to date book of press cuttings which is available to Governors at full Governing 
Body meetings.  
 
Communication with parents 
The school aims to ensure that parents receive regular and relevant correspondence from the school and 
the governors.   
 
All materials are made available through one or more of the following means as appropriate: 
 

 email (Parentmail) 
 texts 
 pupil post  
 the school website  
 school notice-boards  
 class notice-boards 
 the Headteacher’s newsletter 
 social media 
 

As appropriate, the Governing Body communicates with parents directly via letter in liaison with the 
headteacher. 
 
The Communications Committee liaises regularly with parents to ensure that communications methods are 
useful and relevant. 
 
Appropriate training and development for all staff is undertaken to ensure that there is a consistency across 
the school in communication with parents. 
 

 Teachers are provided with support to ensure that they have the time and skills to ensure they are 
communicating with parents. 

 Consideration is given to improving communication with parents with whom they do not have 
regular contact. 

 
The school works with the PSA to develop a co-ordinated approach to using class reps as a supplementary 
mechanism for disseminating key pieces of information.  
 
 



  

 
Electronic Communication and Website 
The school has developed and maintains a website aimed primarily at providing pupils, parents, prospective 
parents and the local community with relevant information. The school ensures that it complies with all 
relevant statutory guidance and best practice related to school-based websites.  
 
The website includes:  

 
 Important information about the school 
 Class news and information 
 Pictures and biographies of governors and staff 
 Key dates for the academic year 
 Relevant performance information 
 Contact details 
 School Policies  
 Information about the PSA 

 
The Headteacher and Communications Committee review the content of the website to ensure it is 
accurate and up to date. 
 
Social Media 
The school is now on Twitter and Facebook.The aim is to share good news about our school with our 
families and community and let them know about our exciting events and love of learning. 
 
Twitter: @HighgatePri 

 On Twitter, we will follow relevant figures, organisations and companies who fit with our values 
and interests. We will not follow parents or former pupils. 

 
Facebook: Highgate Primary School London 

 Facebook will be a broadcast account only. The Headteacher, the Communications Officer and 
members of the Senior Leadership Team will be able to post content, but will accept and monitor 
comments carefully.  

 
All parents receive a photo/video opt out letter from which a list of children not to be included on social 
media/website/newsletter/school publicity material is created and monitored. Group photos may be 
published on Twitter/Facebook but the school will never use individual photos. If a child’s name is 
mentioned, it will only be their first name.  
 
We will follow the rule: 

 If the pupil is named, we avoid using their photograph 
 If their photograph is used, we avoid naming the pupil 

 
School Signage and In-school displays 
The school strives to maintain up-to-date, clear signage and displays in order to make the school and its 
environment easy to navigate and allow parents and children easy access to relevant information.  
 
Signage is reviewed every year to ensure it is accurate, easy to use, clear and accessible. 
 
Notice Boards 
The Headteacher is responsible ensuring notice-boards are clear and easy-to-use. The School maintains 
parents’ boards in the playground which contain: 
 

 key date information 
 news about forthcoming events 
 important reminders 

 



  

In-coming communication 
The school strives to ensure that all of its community members have appropriate opportunities to feed in 
their views and comments. The school also attempts wherever possible to respond appropriately to 
suggestions and comments. 
 
The school: 
 

 Maintains a Feedback box and cards in reception which it will regularly promote  
 Ensures that opportunities for informal communications through different channels e.g. governors’ 

desks, specific ‘open door’ time with the head teacher, are at all relevant school events 
 Parents can email communications@highgate-pri.haringey.sch.uk at any time with their feedback or 

comments 
 
Teachers are provided with a mechanism through which to record comments and suggestions and pass 
them on to the Senior Leadership Team. 
 
The Parents Survey is used to review the quality of school communication. 
 
Resources 
The school allocates a budget line for communications and an appropriate level of funding will be used to 
support all school communications. 
 
Procedures for policy monitoring and evaluation 
The Communications committee will review the policy statement annually. All members of staff and 
governors will receive a copy of this policy. Copies are available to parents on request and a short 
summary is included in the school prospectus. 
 
Staff Responsible  William Dean (Headteacher) 
   Claire Ashworth (Marketing, Communications and Fundraising Officer) 


