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1. Introduction 

Effective communication and consultation mechanisms are essential in achieving 

the school’s aims of providing the high quality education for its students, and 
working in partnership with families, the Department for Education, the local 

community and other agencies/stakeholders to improve the life chances of 

children and young people. 
 

This policy has been produced to provide a clear statement on the communication 

and consultation practices for Sir Henry Floyd Grammar School. 

 
The policy statement outlines the broad range of communication channels used 

to ensure the school engages with stakeholders and will enable clear and effective 

communication between all parties.  
 

Appendices 1 to 13 provide further detail on the school’s approach to a range of 

communication and consultation processes. 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

2. Benefits 

 The benefits of the effective use of an appropriate range of communication   
          methods are: 

▪ Communications reflect the commitment to partnership working with families, 

the Department for Education, the local community and other agencies or 

stakeholders. 
▪ Communications systems enable employees and stakeholders to share and 

discuss information and matters of interest at both a strategic and operational 

level. 

 
Communication is the process of listening to, involving, advising and 

informing students, families, staff, the Department for Education, other 

agencies, other relevant stakeholders and the local community on matters of 

relevance to them, and should take account of the needs of the intended 
recipient/audience. 

 

Consultation is the process of actively providing stakeholders with an 
opportunity to contribute to the decision making process.  

 

Whilst the school will aim to both communicate and consult effectively 
at all times it acknowledges that it relies on students, families, the 

Department for Education, other agencies and relevant stakeholders to 

play their part in making it a successful two way process. 
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▪ Strategic management decisions are subject to consultation with relevant 

stakeholders, where appropriate, allowing them to contribute to key 

developments. 
▪ Feedback is used to inform decision making. 
▪ Strategic management decisions are appropriately communicated, including 

feedback on the outcomes of consultation. 
▪ Up-to-date, clear and relevant information is provided to meet the needs of 

different stakeholders. 
 
 

3 Legislative Context - Data Protection Act  

Computers are used for collecting, storing and processing data. Much of this data 
is about people (personal data) and is subject to the Data Protection Act 1984. 

The Act gives rights to individuals about whom information is recorded on 

computer. They may find out information about themselves, challenge it if 

appropriate and claim compensation in certain circumstances. The Act places 
obligations on those who record and use personal data (Data Users), who are 

required to be open about that use and follow sound and proper practices.  

 
Sir Henry Floyd Grammar School issues a Fair Processing Notice to all students 

and families and records on the student database (SIMS), where exceptions to 

the release of information have been requested.  
 

 

4. Legislative Context - Freedom of Information Act 

The Freedom of Information Act (FOIA) came into force on 1 January 2005. The 
Act is completely retrospective and provides a right to information, which means 

all recorded material (and potentially includes hard-copy, electronic, hand written 

notes, photographs, sound recordings or film/video etc) unless an exemption 
applies. The Act is intended to bring about a substantial change of culture within 

public authorities, including schools and to achieve a much more positive attitude 

towards release of information to the public. This signals a move away from a 
culture of 'need to know' to 'right to know' thereby, increasing transparency in 

public life and enhancing public authorities interaction with the community they 

serve.  

 
The school has a Freedom of Information Publication Scheme, and the 

Headteacher is the appointed first point of contact for all requests received under 

the terms of the Act.  
 

 

5. Responsibility for the Policy 

 
 The Governing Body is responsible for ensuring that: 

▪ The school compiles with legislation relevant to communication and 

consultation matters. 
▪ The school’s Communication & Consultation Policy is maintained and 

updated regularly. 
▪ Effective procedures and strategies relating to the policy are implemented. 
▪ The policy is reviewed on a regular basis. 
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 The Headteacher and Senior Leadership Team are responsible for: 

▪ Ensuring that their actions promote the value of effective communication. 
▪ Overseeing the implementation of the Communication & Consultation 

Policy. 
▪ Coordinating the activities relating to communication and consultation. 
▪ Ensuring staff are aware of their responsibilities and are given relevant 

training and support. 
▪ Ensuring that students are given a voice/opportunity to take part in the 

decision making process. 
▪ Ensuring effective consultation with employees and other stakeholders, as 

appropriate. 
▪ Ensuring consistency with regard to communication and the use of 

communication channels. 
▪ Ensuring that those involved in consultation receive appropriate feedback. 

 
 All employees are responsible for: 

▪ Recognising the value of communicating effectively in their day to day work. 
▪ Understanding the range, purpose and appropriateness of different 

communication channels. 
▪ Applying the school’s standards for communication and responses to 

enquiries and complaints, as appropriate. 
▪ Participating actively in consultation processes, where relevant. 
▪ Taking accountability for their communication needs and ensuring that they 

utilise the available communication channels to keep themselves informed. 
 
 

6. Monitoring and Reviewing  

         The policy will be monitored by the PR & Communications Sub-Committee on 
         behalf of the Trust & Executive Committee of the Governing Body. 

 

As changes are made to the school’s communication and consultation processes     
this policy will be updated as required. 

 

 

  
Note: Appendices 1-13 provide further detail on the school’s approach to a range of 

communication and consultation processes. 
 


