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Dovecote School is owned and operated by Cavendish Education.

This policy is one of a series of school policies that, taken together, are designed to form a comprehensive statement of the school's aspiration to provide an outstanding education for each of its students and of the mechanisms and procedures in place to achieve this. Accordingly, this policy should be read alongside these policies. In particular it should be read in conjunction with the policies covering equality and diversity, Health and Safety, safeguarding and child protection.
All of these policies have been written, not simply to meet statutory and other requirements, but to enable and evidence the work that the whole school is undertaking to ensure the implementation of its core values.
While this current policy document may be referred to elsewhere in Dovecote School documentation, including particulars of employment, it is non-contractual.
In the school's policies, unless the specific context requires otherwise, the word "parent" is used in terms of Section 576 of the Education Act 1996, which states that a 'parent', in relation to a child or young person, includes any person who is not a biological parent but who has parental responsibility, or who has care of the child. Department for Education guidance 'Understanding and dealing with issues relating to parental responsibility' considers a 'parent' to include:
· all biological parents, whether they are married or not
· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative
· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person
A person typically has care of a child or young person if they are the person with whom the child lives, either full or part time and who looks after the child, irrespective of what their biological or legal relationship is with the child.
The school employs the services of the following consulting companies to ensure regulatory compliance and the implementation of best practice:
· WorkNest (HR & employment law)
· SchoolPro TLC (data protection)
· iAmCompliant (compliance management)
For the purposes of this policy, references to staff include employees, workers, agency personnel, volunteers and contractors where relevant.
Dovecote School is committed to safeguarding and promoting the welfare of children and young people and expects all staff, volunteers, pupils and visitors to share this commitment.
All outcomes generated by this document must take account of and seek to contribute to safeguarding and promoting the welfare of children and young people at Dovecote School.
The policy documents of Dovecote School are revised and published periodically in good faith. They are inevitably subject to revision. On occasions a significant revision, although promulgated in school separately, may have to take effect between the re-publication of a set of policy documents. Care should therefore be taken to ensure, by consultation with the Senior Leadership Team, that the details of any policy document are still effectively current at a particular moment.
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Statement of Intent
Dovecote School is committed to clear, timely, respectful and accessible communication with students, parents and carers, staff, local authorities, professionals, partners and the wider community. Effective communication supports safeguarding, education, positive relationships and staff wellbeing.
This policy sets out the school’s expectations for internal and external communication and for marketing and public-facing information. It retains Dovecote’s established local communication arrangements while ensuring that information is accurate, proportionate, appropriately recorded and handled in accordance with safeguarding and data protection requirements.
Dovecote recognises that communication needs differ. The school will make reasonable adjustments and use accessible formats or alternative communication methods where appropriate, taking account of individual SEND, disability, language, literacy, sensory and communication needs.
1. Legal Framework and Guidance
This policy has due regard to relevant legislation and current guidance, including:
· Education (Independent School Standards) Regulations 2014, including the requirements relating to information provided to parents and prospective parents.
· Equality Act 2010.
· UK General Data Protection Regulation (UK GDPR).
· Data Protection Act 2018, as amended by the Data (Use and Access) Act 2025.
· Privacy and Electronic Communications (EC Directive) Regulations 2003 (PECR), as amended.
· Freedom of Information Act 2000, where applicable to the information or body concerned.
· Keeping Children Safe in Education 2026 (effective 1 September 2026).
· DfE guidance on parental responsibility and school communications, where relevant.
· ICO guidance on direct marketing, electronic communications, transparency, data subject rights and recording personal information.
The Data (Use and Access) Act 2025 amended aspects of UK data protection law and PECR. Dovecote will apply current ICO guidance and the school’s Data Protection Policy when using personal information for communication or marketing purposes.
2. Roles and Responsibilities
Dovecote School Governance Body
· Provides oversight of this policy and receives assurance that communication arrangements support the school’s statutory, safeguarding and governance responsibilities.
· Ensures that public information about the school is accurate and that significant reputational or regulatory issues are escalated appropriately.
Headteacher and Senior Leadership Group
· Maintain effective, proportionate and accessible communication with the school community.
· Ensure parents and carers receive key information about their child’s education, progress, wellbeing and school arrangements within appropriate timescales.
· Approve significant school-wide, marketing or public communications and determine the response to high-risk or sensitive matters.
· Ensure staff have appropriate systems, guidance and time boundaries for communication.
· Ensure information published by or on behalf of the school is accurate, lawful and consistent with Dovecote and Cavendish Education requirements.
People, Resources and Compliance Manager
· Supports the school in relation to compliance, policy, data protection, regulatory communications and records management.
· Coordinates with SchoolPro TLC, WorkNest and other specialist advisers where appropriate.
· Supports the management of significant communication risks, complaints, subject access/data protection matters, and external agency contact where required.
Staff
· Communicate professionally, accurately and in the best interests of students.
· Use approved school communication systems and protect confidential and personal information.
· Keep appropriate records of material communication, decisions and agreed actions.
· Escalate safeguarding, complaints, data protection, media or reputational matters through the correct school process rather than responding outside their authority.
Parents and carers
· Read key communications and respond or act where required.
· Keep the school informed of current contact details and relevant changes affecting their child, including medical, SEND, safeguarding, legal or family circumstances.
· Use the appropriate school contact route and communicate respectfully and proportionately.
3. Respectful and Professional Communication
Dovecote School is committed to open, respectful and professional communication. Positive communication is essential to maintaining trust, supporting students effectively and protecting staff wellbeing.
All communication with staff, parents, carers, students and external partners is expected to remain courteous, respectful and proportionate, even where views differ or concerns are being raised.
Abusive, threatening, intimidating, discriminatory or persistently unreasonable communication will not be accepted. This can include personal attacks, aggressive or accusatory language, repeated or excessive correspondence that places unreasonable demands on staff time, pressure to act outside agreed processes, or repeated re-raising of matters that have been formally addressed.
This does not prevent anyone from raising a legitimate concern or complaint. Where communication becomes unreasonable, the school may take proportionate steps to manage contact, including specifying a single point of contact, limiting frequency or channels, or requiring matters to be progressed through the Complaints Policy.
The school will make reasonable adjustments where communication behaviour is affected by disability or another protected characteristic, while continuing to safeguard staff and maintain appropriate professional boundaries.
4. Internal Communication
Staff are responsible for checking school communication systems each working day and for keeping themselves appropriately informed. Internal communication will be clear, relevant and limited to those who need the information.
Dovecote maintains a shared timetable/weekly activity information and uses school email and other approved internal systems for staff-specific communication. Staff must not rely on informal or personal messaging channels for information that should form part of the school record.
Due to limited mobile reception across the site, staff may use a personal mobile device where the 3CX application has been installed and authorised by the IT department. This is for approved school communication only and does not authorise the use of personal numbers or personal messaging accounts with parents or students.
Material verbal discussions, decisions or agreed actions should be confirmed in writing where this supports clarity, safeguarding, accountability or continuity. This does not require routine or trivial conversations to be duplicated unnecessarily.
Staff will not engage in personal correspondence with students. Communication with students must take place through approved school systems and within the boundaries set by the Staff Code of Conduct, Online Safety Policy and safeguarding procedures.
5. External Communication
Communication from the school to parents and carers
Dovecote may communicate through letters, telephone calls, email, ARBOR or another approved parent communication system, the school website, newsletters, scheduled meetings and other approved channels.
ARBOR is used to support consistent communication with parents and carers. Access is restricted to authorised staff, and personal information is handled in accordance with the school’s Data Protection Policy and privacy notices. A change of system or processing arrangement will be assessed for data protection implications before implementation.
Where a student is absent and no reason has been provided, the school will follow the Attendance Policy and make timely contact with parents/carers and other contacts as appropriate to establish the reason and safeguard the student. The school will not rely on an automatic assumption that an absence is unauthorised solely because initial contact has not been achieved.
Parents/carers will normally be contacted by telephone when a restrictive physical intervention has been used, and when significant circumstances during the day require information to support debrief, safety or continuity of care. Where a change to a student’s timetable or plan is necessary, the school will provide as much notice and preparation as reasonably practicable, recognising that immediate changes may sometimes be required to manage risk.
Communication from parents and carers to the school
For general and urgent enquiries, parents/carers should contact the school office, which is normally open Monday to Friday from 8:45am to 4:00pm, on 01458 333127. Non-urgent enquiries may be emailed to reception@dovecoteschool.co.uk and should identify the intended recipient or subject where possible.
The school’s core communication hours are 8:00am to 4:00pm, Monday to Friday. Between approximately 8:45am and 3:15pm many staff are directly supporting teaching and learning and may not be able to respond immediately. The school aims to respond to routine communication as promptly as possible and normally within five working days. Urgent matters should be raised by telephone with Reception.
Parents should inform the class teacher, Assistant Head, SENCO or relevant family/inclusion contact of significant changes that may affect a student’s attendance, wellbeing, regulation or learning.
Communication between teachers and parents/carers
Teachers provide regular information about student progress and engagement. The frequency and format may be adapted to the needs of the student and family and to the school’s current systems. Additional discussion can be arranged outside teaching time where appropriate.
Parents/carers are asked to respect staff working hours. Staff are not expected to monitor or respond to routine communications outside their working hours unless this has been agreed in advance or is required as part of an authorised emergency arrangement.
Material communication with parents/carers, including significant telephone calls and meetings, will be recorded on the appropriate school system where necessary for safeguarding, clarity and continuity. Safeguarding information is recorded on MyConcern in accordance with safeguarding procedures; other records are maintained in an appropriate approved system.
6. Emergency Communication
Parents and carers must ensure the school holds current emergency contact information. If a student is seriously ill or injured, the school will attempt to contact the appropriate emergency contacts as soon as practicable while prioritising immediate medical and safeguarding action.
For whole-school emergencies, closures or significant disruption, Dovecote will use the most appropriate combination of parent messaging, email, telephone, website updates or other authorised channels. Communication during a lockdown, invacuation, evacuation or critical incident will follow DC068 Invacuation, Lockdown and Evacuation Policy and the confidential Emergency Plan.
During a live security incident, the school may need to delay or restrict communication where disclosure could increase risk, compromise emergency service activity or reveal sensitive operational information. Parents/carers may be instructed not to attend or telephone the school until advised that it is safe to do so.
7. Email and Digital Communication
All school-related email must be sent through approved school accounts. Staff must not use personal email addresses or personal social media/messaging accounts to communicate with students or parents/carers about school matters.
Staff will consider whether email is the most appropriate medium. Sensitive, complex or emotionally charged matters may be better addressed by telephone or meeting, followed by an appropriate written record.
Dovecote aims to respond to routine email enquiries within five working days. Part-time staff may reasonably respond within their working pattern. There is no expectation that staff check or respond to work emails outside their working hours unless specifically required by their role or agreed in advance.
The central Reception email provides a main route for general home-school communication. Office staff will triage enquiries and forward them to the appropriate person where specialist input is required. Urgent enquiries should be made by telephone.
Emails containing personal or confidential information must be addressed carefully, use the minimum necessary information, and follow data protection and cyber security procedures. Staff must check recipients before sending and report any misdirected communication or suspected data breach immediately in accordance with the Data Protection Policy and breach procedure.
8. Meetings and Recording
A programme of regular staff meetings is maintained through the school calendar. Formal meetings will have an appropriate purpose, record of attendance, actions and notes/minutes proportionate to the subject matter. Records will be stored in the appropriate secure school location.
Parents/carers wishing to arrange a meeting should normally contact the school office. Non-urgent meetings should be arranged with reasonable notice; lessons will not ordinarily be interrupted to accommodate an unscheduled meeting. Urgent requests will be triaged according to the circumstances and availability of appropriate staff.
Recording meetings and conversations
Dovecote may record a meeting, telephone call or online meeting where there is a clear and lawful purpose, for example to support accurate record-keeping, safeguarding, reasonable adjustments or clarity of agreed actions. Where the school intends to record, participants will be informed in advance where reasonably practicable and again at the start of the recording. Recordings will be stored securely and retained only for as long as necessary under the school’s retention arrangements.
Parents/carers or other participants who wish to make an audio or video recording should raise this with the school in advance. The school will consider the purpose, confidentiality, safeguarding, privacy and any reasonable adjustment required. A disability-related need for recording or another suitable adjustment will be considered under the Equality Act 2010.
Where a participant records without prior agreement, the school will consider the circumstances rather than assuming that the act of recording is itself unlawful. The school may pause or end a meeting where recording creates a safeguarding, confidentiality, data protection or conduct concern, and may offer an alternative means of creating an accurate record.
9. Data Protection, Confidentiality and Consent
All communication and marketing activity involving personal information must comply with the school’s Data Protection Policy, privacy notices and records management arrangements. SchoolPro TLC acts as the school’s independent Data Protection Officer (DPO).
Information will be shared on a need-to-know basis and only where there is an appropriate lawful basis. Staff personal contact details will not be disclosed to parents/carers or external parties unless there is a lawful and appropriate reason to do so.
Consent and marketing preferences
Where Dovecote relies on consent, consent must be freely given, specific, informed and unambiguous, and capable of being withdrawn. Consent will not be inferred from silence or pre-ticked boxes. The school will keep appropriate records of consent and withdrawals.
Not every school communication is marketing and not every communication requires consent. Routine educational, safeguarding, contractual, regulatory and administrative communications will be sent under the appropriate lawful basis. Where a message constitutes direct marketing by electronic mail, Dovecote will comply with PECR and applicable data protection law, including the right to object or opt out.
Consent for the use of identifiable student images or video in promotional materials will be managed in accordance with the school’s Photography/Images and Data Protection arrangements. Withdrawal will apply prospectively; the school will take reasonable steps to remove or cease future use where appropriate, recognising that previously printed or lawfully published material cannot always be recalled.
Data subject requests and information requests
Subject access requests and other data protection rights requests will be handled under the Data Protection Policy and SchoolPro procedures. Requests do not need to use particular wording or a prescribed form to be valid. The school will respond within the statutory timescales and may extend the response period where the law permits.
Freedom of information requests will be handled under the school’s applicable information-access arrangements. The school will not disclose personal or confidential information merely because it has been requested; any disclosure will be assessed against the relevant legal framework and exemptions.
10. Marketing and Publicity
Marketing and publicity will accurately reflect Dovecote School’s ethos, provision, services and current regulatory status. Materials must be factual, capable of substantiation and must not mislead prospective families, commissioners or the wider public.
All significant marketing materials will be authorised through the school’s agreed approval process before publication. References to inspection outcomes, regulators, accreditations, logos or awards must be current and used only where Dovecote is entitled to use them.
Marketing may be directed to parents/carers, prospective families, local authorities, professionals and the wider community where appropriate. Personal information will not be sold or disclosed to third parties for their own marketing purposes.
Direct marketing by email, text or other electronic mail will comply with PECR. Where consent is required, the school will obtain valid opt-in consent and provide a simple means of withdrawing or objecting. Where another lawful PECR route is available, it will only be used where its conditions are demonstrably met.
Dovecote will not combine necessary service or safeguarding communications with promotional content in a way that obscures an individual’s marketing choices.
11. Website and Social Media
The school website is an important source of information for current and prospective families and other stakeholders. Content will be kept under review and will reflect the school’s current contact details, policies, statutory information, term dates, curriculum and other information required or considered appropriate for publication.
Website and social media content will comply with data protection, safeguarding, copyright and accessibility requirements. Identifiable information about students will only be published where there is an appropriate lawful basis and any necessary permissions have been obtained.
Only authorised persons may publish on Dovecote’s official website or social media accounts. Staff must not respond to school-related issues through personal social media accounts. Public comments or concerns should be redirected to appropriate school channels and, where necessary, the Complaints Policy.
Press releases, media enquiries and announcements with potential reputational or regulatory significance must be managed in accordance with the school’s Media Relations arrangements and any Cavendish Education requirements.
The school reserves the right not to engage in discussion of individual students, staff matters or complaints through social media platforms.
12. Communication Plan and Contact Routes
The following table summarises Dovecote’s normal communication routes. It is not exhaustive and may be varied where safeguarding, urgency, accessibility or individual circumstances require a different approach.
	Type of communication
	Typical channel / timing
	Audience
	Lead / route

	General enquiries
	Phone or reception email; routine response within five working days
	Parents/carers and external contacts
	Reception / relevant staff

	Urgent same-day matter
	Telephone to school office
	Parents/carers and external contacts
	Reception / available senior staff

	Student progress and engagement
	Regular agreed home-school communication; meetings as needed
	Parents/carers
	Class team / teacher

	Family, inclusion and wellbeing
	Telephone, email or meeting
	Parents/carers
	Family, Inclusion and Wellbeing team

	Safeguarding concern
	Immediate safeguarding route; external contact where required
	Students, families, agencies
	DSL / safeguarding team

	Absence
	Attendance process and direct contact where reason unknown
	Parents/carers
	Attendance / school office

	Emergency / closure
	Parent messaging, email, phone and/or website
	School community
	Headteacher / SLG / authorised lead

	Complaint
	Complaints Policy route and timescales
	Complainant
	Named complaint handler


13. Monitoring and Review
The Headteacher and Senior Leadership Group will monitor the effectiveness of communication arrangements throughout the year. Significant issues relating to safeguarding, data protection, complaints, staff wellbeing, accessibility, reputation or regulatory compliance will be reviewed and escalated as appropriate.
This policy will be reviewed annually by Dovecote School, or sooner following a material change in legislation, statutory guidance, Cavendish Education requirements, school systems or local arrangements. The next scheduled review is 1st September 2027. 
14. Related Policies and Documents
· DC002 Data Protection Policy and associated privacy notices
· DC008 Child Protection and Safeguarding Policy
· DC009 Complaints Policy
· DC016 Online Safety Policy
· DC022 Attendance Policy
· DC068 Invacuation, Lockdown and Evacuation Policy
· Media Relations Policy
· Staff Code of Conduct and Staff Handbook
· Photography / Images Policy
· Records Management and Data Retention arrangements
· Parent Code of Conduct / unreasonable behaviour arrangements, where applicable
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