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Equality Impact Assessment (EIA) Part 1: EIA Screening 
 
 

Policies, Procedures or 
Practices 
 

All 
 
 

Date 27.04.18 

EIA CARRIED OUT BY: JD 
 

EIA APPROVED BY:  

 
 
Groups that may be affected: 
Are there any concerns that the policy could have a 
different impact on any of the following groups? (please 
tick the relevant boxes) 
 

Existing or 
potential adverse 
impact 

Existing or 
potential for 
positive impact 

Age (young people, the elderly: issues surrounding 
protection and welfare, recruitment, training, pay, 
promotion) 
 

  

Disability (physical and mental disability, learning 
difficulties; issues surrounding access to buildings, 
curriculum and communication). 
 

  

Gender Reassignment (transsexual) 
 

  

Marriage and civil partnership 
 

  

Pregnancy and maternity 
 

  

Racial Groups (consider: language, culture, ethnicity 
including gypsy/traveller groups and asylum seekers 
 

  

Religion or belief (practices of worship, religious or 
cultural observance, including non-belief) 
 

  

Gender (male, female) 
 

  

Sexual orientation (gay, lesbian, bisexual; actual or 
perceived) 
 

  

 
Any adverse impacts are explored in a Full Impact Assessment. 
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Holy Trinity Primary School 
Communications Policy 

2018 
 
 
 

 
The school and governors are committed to the safekeeping of all children who attend the school, 
and recognise their responsibility for Child protection. 
 
Aim 
To support Holy Trinity Primary School in its aim to become a thriving and successful school we must 
communicate effectively with each other, with our pupils, with their parents and with other members 
of the wider school community. We need to ensure that communications between all members of the 
school community are clear, professional, timely and appropriate. 
 
Definition of communication 
Good communication is much more than the exchange of information. It involves the management of 
relationships and the need to involve people. Communication is as much about attitude and 
behaviour as it is about message. We should also remember the importance of listening. Every 
member of staff has a responsibility to support effective communications and needs to recognise 
that the quality of their communications reflects on the school’s ethos and reputation. 
For the purposes of this policy, communication includes not only the message but also how that 
message is communicated; not only the responsibility for communication but also how effectively 
that responsibility is carried out. 
 
Objectives: 
All communications at Holy Trinity Primary School should: 

• Keep staff, pupils, parents, Governors and other stakeholders well informed. 
• Be as open as possible, honest, ethical and professional. 
• Use jargon free, plain English and be easily understood by all. 
• Be actioned within a reasonable time. 
• Use the method of communication most effective and appropriate to the context, message 

and audience. 
• Take account of relevant school policies in particular Equal Opportunities.  
• Be compatible with our core values as reflected in our Vision Statement and Strategic 

Development Plan. 
• Ensure compliance with the General Data Protection Regulation. 

 
Internal Methods of Communication 
 
Meetings 
There is an integrated programme of meetings to facilitate involvement of staff both formal and 
informal. All formal meetings should be structured and minuted and members invited to contribute to 
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the agenda. It is important that time is put aside for structured opportunities for staff to engage in 
team working and to contribute to subject leader’s reflection on priorities, activities and future plans. 
For all other meetings notes should be taken, action points progressed and feedback given to staff. 
Some meetings may contain confidential minutes; these will be kept to a minimum and only arise 
when absolutely necessary. 
 
Availability of Minutes/Notes of Meetings 
The approved minutes of meetings are available on the school network on the ‘teacher drive’ (J). 
 
Email 
Information and notification of initiatives are communicated using email where appropriate. Email is a 
quick, effective way of communicating information; however, it does not replace face-to-face 
meetings where some discussion is required. Users should always be mindful of any confidential 
information and be careful not to pass on email communication inappropriately. Information in an 
email is written and, therefore, contractual. Only secure email addresses (e.g. sgmail addresses) 
should be used for communications. 
 
Mobile Phones 
Staff - Mobile phones should not be used during lessons or when in contact with the children. In 
exceptional cases such as family illness, the circumstances should be discussed with the Headteacher. 
Non-intrusive work related mobile phone use is acceptable during PPA or management time. Staff 
personal mobile phones will not be used for communications with parents or pupils. During trips and 
off site provision, staff should ensure they can be contacted by mobile phone at all times. A school 
mobile will be available for this purpose. 
Pupils –pupils who walk to school on their own may bring mobile phones to school but must hand 
them in to the school office on arrival and collect them at the end of the day. 
 
Written Communications 
These are placed in pigeonholes, in the staff room, which staff should check regularly, handed to staff 
personally or emailed. 
 
Staff Briefings 
Staff Briefings and the diary for the following week is displayed on the white board in the staff room.  
 
Notice Boards 
Staff Notice Board is located in the staffroom. Parents’ notice board is located outside the main door. 
Other notices are posted on the main doors around the school. 
 
External Methods of Communication 
 
Communications with Parents/Carers 
Schools have many lines of communication to maintain: with parents and carers, other schools, the 
community and with outside agencies. Good communication between the school and the home is 
essential, and children achieve more when schools and parents work together. Parents can naturally 
help more if they know what the school is trying to achieve. 
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In our school, we aim to have clear and effective communications with all parents and with the wider 
community. Effective communications enable us to share our aims and values through keeping 
parents well informed about school life. This reinforces the important role that parents play in 
supporting the school. 
Whilst staff will always seek to establish open and friendly relationships with parents, they will also 
ensure that the relationships are professional. To this end, parents will always be addressed in an 
appropriate manner and staff will avoid developing close friendships with parents. 
 
We try to make our written communications as accessible and inclusive as possible. We seek to avoid 
bias, stereotyping or any form of racial discrimination. We wish to recognise and celebrate the 
contributions made to our society by all the cultural groups represented in our school. 
 
Letters 
Staff will endeavour to respond to parents’ letters as quickly as possible. Any letter of complaint 
should be referred to the Headteacher. Letters to parents must be approved by the Headteacher 
before they are sent. Copies of all correspondence with parents will be placed on file. 
 
E mail 
The school has a text messaging and email system it uses to communicate to parents. Any 
communication that needs to be sent to parents using this system must be approved by the 
Headteacher. Staff should forward emails from parents to the Headteacher and should always do so if 
the content is a complaint. A hard copy of any email sent to a parent or received by you from a parent 
should be filed and a copy stored in the school office. We will use multiple forms of communication 
and no parent will be disadvantaged by not using email. 
 
Telephone calls 
A file note will record the details of any telephone messages and a copy placed in staff pigeonholes 
where relevant. Staff should check their phone messages each day. Office staff should not interrupt 
teaching for staff to answer a telephone call. 
 
Social Networking Sites/Blogs etc 
Staff will not communicate with parents or pupils via social networking sites (such as Facebook) or 
accept them as their “friends”.  
 
Written Reports 
Once a year we provide a full written report to each child’s parents on their progress in each subject. 
This report identifies areas of strength and areas for future development. Pupils are also given the 
opportunity to comment on their own progress. 
In addition, parents meet their child’s teacher twice during the year for a consultation at Parents’ 
Evening. This gives them the opportunity to celebrate their child’s successes, and to support their 
child in areas where there is a particular need for improvement. We encourage parents to contact the 
school if any issues arise regarding their child’s progress or well-being. 
When children have special educational needs, or if they are making less than the expected progress, 
we find it helpful to meet with parents more regularly. We will also make any reasonable adjustments 
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to our arrangements if this will enable a parent with a disability to participate fully in a meeting at our 
school, or to receive and understand a communication. 
 
School Prospectus 
The school prospectus contains a range of specified information to give parents a full picture of 
provision at our school. This is updated every year at the beginning of Term 5 and is available on our 
school website. 
 
School Website 
The school website provides information about the school and an opportunity to promote the school 
to a wider audience. 
 
Friends’ Newsletters 
Newsletters are published by the Friends’ to promote upcoming events and to inform the parent body 
how funds raised have been spent to enhance the life of the school. These are published on the 
school website. 
 
Home-school communication 
A school Newsletter is sent to parents every two weeks. It contains general details of school events 
and activities. We send other letters of a general nature when necessary and store copies in the 
school office and in racks outside the office. 
Children in most classes have a reading diary. This enables parents to record a wide range of 
information that they wish to share regularly with the teacher.  
The school encourages parents to share any issues about their child at the earliest opportunity and 
teachers should arrange to see parents as soon as possible. Many parents have the opportunity to 
have a brief word with the teacher when they collect their child after school or pass a message to 
staff on the doors at the start of the day. We arrange various meetings for parents throughout the 
year. Meetings are held prior to any residential trip to inform parents of planning, content and 
arrangements. An induction programme for new parents and children takes place each June/July. 
 
Communication with other schools and outside agencies 
Prior to pupils joining Reception, they are invited to visit the school to enable us to gain further 
information about them to help and support their transition to primary school.  
We recognise that children have diverse needs, and we are supported by various agencies and groups 
of professionals who keep us informed on better ways to meet these needs, so that children may 
participate more fully. Support comes from medical services (such as speech and language therapy, 
occupational therapy and physiotherapy), from Educational Psychologists, from health professionals 
and specialists. It also comes from various welfare-focused services, such as Educational Welfare, 
Social Services and Child Protection Units. We recognise that children have a fundamental right to be 
protected from harm, that their protection is a shared responsibility, and that our school should 
provide a safe and secure environment. We are the people most in contact with our children, and we 
are therefore in a unique position to identify and help abused children. Therefore, when any member 
of staff has concerns about a child, these will be passed on to the Designated Officer for Children 
Protection, or the Deputy Designated Officer, who may share this information with the Social 
Services. 
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We hold information on pupils in our school, and from time to time, we are required to pass some of 
this information to others for educational purposes. Details have been sent to parents about the 
types of data we hold, why we hold that data, and who we may pass it on to. This is a requirement 
under the General Data Protection Regulation. Parents have a right to view the information we hold, 
and we have contact details of the agencies to which our information is passed. 
 
Policy Adopted: May 2012 
 
Last Review Date: May 2018 
 
Next Review Due: May 2020 
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