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Policy Statement 

This policy sets out expectations and procedures for communication among staff members to ensure 

a professional, respectful, and efficient working environment that supports pupil wellbeing and 

school effectiveness. 

Effective communication is essential to: 

 Safeguard pupils 

 Promote teamwork 

 Ensure operational clarity 

 Maintain professional standards 

 Support a positive school culture 

All staff are expected to adhere to this policy. 

 

1. Principles of Professional Communication 

All communication must be: 

1.1 Professional 

Respectful, courteous, and appropriate. 

1.2 Accurate 

Factually correct and not misleading. 

1.3 Confidential 

Shared only with authorised individuals on a need-to-know basis. 

1.4 Lawful 

Compliant with safeguarding legislation, data protection law, and statutory reporting restrictions. 

 

2. Internal Communication 

2.1 Email and Digital Platforms 

 School email accounts must be used for school business. 

 Personal email accounts must not be used for official matters. 

 Confidential information must not be circulated unnecessarily. 

 Staff must comply with the Staff IT Acceptable Use Policy. 

2.2 Meetings 



 Agendas should be circulated in advance where possible. 

 Minutes recorded where appropriate. 

 Confidential matters must not be discussed outside authorised forums. 

2.3 Line Management 

Concerns should be raised through appropriate line management channels before escalation. 

3. Safeguarding Communication 

 All safeguarding concerns must be reported immediately to the Designated Safeguarding 

Lead (DSL) or Deputy DSL. 

 Verbal concerns must be followed by written documentation. 

 Safeguarding information must remain strictly confidential. 

Nothing in this policy prevents staff from making safeguarding disclosures in accordance with the 

School’s Child Protection and Safeguarding Policy or Whistleblowing Policy. 

 

4. Media and Press Communication 

4.1 Contact with the Media 

Staff must not make contact with or communicate with: 

 Any member of the press 

 Any media outlet 

 Any person connected with the media 

on behalf of the School without prior permission from the Head. 

4.2 Authorised Spokesperson 

The Head is the only employee authorised to issue press releases or make official statements on 

behalf of the School. 

4.3 If Approached by the Media 

If approached: 

 Decline to make any statement. 

 Do not provide informal comment. 

 Refer the matter immediately to the Head. 

 

5. Teachers’ Right to Anonymity (Statutory Reporting Restrictions) 

5.1 Legal Basis 



Under Section 13 of the Education Act 2011 (inserting sections 141F–141H into the Education Act 

2002), automatic reporting restrictions apply where: 

 An allegation of criminal conduct is made by, or on behalf of, a registered pupil; 

 The allegation concerns a teacher at the same School; 

 The teacher has not been formally charged. 

These restrictions remain in place unless: 

 The teacher is charged; 

 The teacher waives anonymity in writing; 

 A court lifts the restriction; 

 Another statutory exception applies. 

 

5.2 Prohibition on Publication 

It is a criminal offence to publish information that could lead members of the public to identify the 

teacher while reporting restrictions apply. 

“Publication” includes: 

 Speech 

 Writing 

 Emails 

 Social media posts 

 Messaging platforms 

 Any communication addressed to the public or a section of the public 

Indirect references capable of identifying the individual may constitute an offence. 

5.3 Criminal Sanction 

Breach of reporting restrictions is a criminal offence punishable by a fine upon summary conviction 

(commonly up to £5,000). 

In addition, breach of this policy may result in: 

 Disciplinary action 

 Dismissal 

 Referral to appropriate authorities 

 

6. Prohibition on Statements Regarding Investigations 

Staff must not make any statement or publish any information, whether on their own behalf or on 

behalf of the School regarding any incident or allegation: 

 Involving any current or former staff member or pupil; 



 That is under investigation by the School or relevant authorities; 

 That is likely to become subject to investigation. 

This includes statements made: 

 At staff meetings 

 At parent meetings 

 In informal discussions 

 On social media 

 Via messaging platforms 

 

7. Protection of Identity 

Under no circumstances must staff: 

 Divulge the identity of a staff member accused of a criminal offence involving a pupil; 

 Share information likely to identify such a staff member; 

 Reveal the identity of a pupil making an allegation; 

 Share contextual details enabling identification. 

The only exception is lawful disclosure made: 

 In accordance with safeguarding procedures; 

 Under the Whistleblowing Policy; 

 To police or other proper authority. 

 

8. Digital and Social Media Conduct 

 School matters must not be discussed on personal social media. 

 Professional boundaries must be maintained at all times. 

 Online commentary that could identify individuals involved in allegations may constitute a 

criminal offence. 

 

9. Statements to Proper Authorities 

Nothing in this policy prevents staff from: 

 Providing information to police; 

 Cooperating with safeguarding investigations; 

 Making protected disclosures under whistleblowing legislation. 

 



10. Gross Misconduct 

Breach of this policy may constitute gross misconduct and may result in: 

 Disciplinary action up to and including dismissal; 

 Referral to regulatory or safeguarding authorities; 

 Criminal prosecution where applicable. 

 

11. Record Keeping 

 Significant communications must be documented. 

 Records must be securely stored in accordance with data protection legislation. 

 Safeguarding records must comply with statutory guidance. 

 

12. Related Policies 

This policy should be read alongside: 

 Staff Code of Conduct 

 Child Protection and Safeguarding Policy 

 Whistleblowing Policy 

 Data Protection Policy for Staff 

 Online Safety Policy 

 Remote Learning Policy 

 Staff Social Media Policy 

 Staff IT Acceptable Use Policy 

 

13. Monitoring and Review 

The Head and Governing Body are responsible for implementation and monitoring. 

This policy will be reviewed annually or sooner if legislative changes require amendment. 

 

 

 


