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COMMUNICATIONS & STRATEGIES POLICY 

SECTION 1.  PRINCIPLES 

Effective communication within the College and beyond the college is essential to the quality of service 
provided and the quality of life of its members. 
All staff are expected to demonstrate good communications. This is critical to working together with others 
to raise the ambitions and achievement of everyone. It is imperative for the staff to demonstrate a positive 
attitude towards their work and each other and that they listen and be responsive to feedback. 
Management expect communications to be conducted professionally, ethically and, wherever possible, 
presenting a positive message. Management expect courteous behaviour. Setting the standards for 
communication will help create an ethos of learning which will have a positive effect on the quality of 
provision. 
 
SECTION 2.  CONTEXT  
 
Communications policy sets out the College’s standards and approaches to communication by and between 
staff and summarises staff responsibilities in striving for effective communication between all members. 
Effective communication will be achieved when messages are clear, simple and (whenever possible) in plain 
English. 

              All communication takes account of relevant college policies, in particular Teaching and Learning, Staff 
Induction, Staff Engagement, Student Induction, Data Protection, Disability and Whistleblowing policies.  

              The QAA external reference points are embedded in the College academic framework and quality- mark the 
Colleges Communications Policy. 
 
SECTION 3. STANDARDS OF COMMUNICATION  
 
Embedded in the policy’s principles is the debt of duty in which each individual employee owes to each 
other and the wider college community to ensure effective communication between colleagues at all 
levels. 
 
Standards relevant to the various channels of communication include:  
 
1. Conduct  
Staff should adhere to the following guidelines: 
 

o Staff should present the work of the college in a strongly positive manner. This improves morale 
internally and builds the reputation of the college externally 
Staff should only discuss other individuals or groups in positive terms  

o If a member of staff is dissatisfied with any aspect of the work of the college or about an individual 
or group of staff, they should communicate it appropriately to the relevant person, usually their 
line manager 

o Negative criticism or comments should never be communicated anonymously and staff should not 
be ‘copied in’ to communications of a critical nature 
 
 
 
 

o If the member of staff who is dissatisfied wishes to take the matter further they must follow the 
College grievance guidelines 



 
o It is the responsibility of all staff to adhere to the Communication Policy as set out in this 

document. The college may take action under the Disciplinary Policy and Procedure, should staff 
disregard any aspect of this policy.  

 
2. Data Protection  
In many areas of communication, the Data Protection Act is relevant and staff must be sure to comply with 
the college Data Protection Policy which is available on the College website.  
 
3. Freedom of Information  
The Freedom of Information Act has considerable implications for college communications. The College 
policy on this is available on the College website.  
 
4. Equality Act 2010  
In many areas of communication, Equal Opportunities legislation is relevant and staff must be sure to 
comply with the college Equal Opportunities Policy.  
Guidelines for the production of written communications for students and staff that comply with the 
Equality Act are attached as  Appendix 3 to this policy. More advice can be obtained from the Marketing 
and Admissions Manager who can also advise on alternative formats.  
 
 
SECTION 4 .ROLES & RESPONSIBILITIES & ACCOUNTABILITIES 
 
It is the responsibility of the Director of Studies (DoS) to ensure that the Communications Policy is adhered 
to. 
The DoS  together with the QA Manager are responsible for the annual review of the policy and report 
through the QA Committee which is then reported to the Executive for consideration and acceptance. 
All staff are accountable for ensuring adherence to the policy and standards of communication  
 
SECTION 5. COMMUNICATIVE FRAMEWORK 
 
The College Committee structure provides a reporting line for all communication regarding management 
decision making. Any formal meeting is recorded (in line with QAA recommendations). Management has 
restructured its approach to minuted communications at committee level in order to produce more 
detailed minutes to aid monitoring of academic standards.  
To this extent the College has introduced a formatted recording plan for meetings highlighting clearly 
defined agendas, actions, responsible staff and deadlines for reporting.  This formatted recording plan 
provided uniformity, detail and triangulation of information. Where appropriate, information is 
disseminated up and down the committee hierarchy which can be tracked accordingly.  
 
SECTION 6 COMMUNICATION CHANNELS 
  
This section contains guidelines and standards for the main channels of communication within and beyond 
the college. There are 5 key channels operating within the College: 
 

o Face to face 
o E-mail  
o Meetings and minutes (including impromptu face-to-face meetings)  
o Website 
o VLE 

 
Other communication channels include: 



 
 

o NoticeBoards 
o Filing and recording 
o Telephone, text SMS  
o TV monitor  
o Letters  
o Media  

 
 
 
SECTION 7. DISABILITIES AND COMMUNICATION ETHICS 
 
Many barriers for disabled people are created by the negative assumptions and misconceptions held by 
society. These barriers can be reinforced by behaviour and language which may not seem important but 
which can perpetuate assumptions and cause unnecessary offence to disabled people.  
 
Generally the preferred language always describes disabled people in an active rather than a passive role. 
For example 'wheelchair bound' portrays a negative image of the person, while 'wheelchair user' is an 
active term which shifts the emphasis from the wheelchair to the person. Most disabled people prefer the 
term 'disabled people', rather than 'people with disabilities,' and therefore this is the term we recommend.  
The College conducts interviews with disabled people as they do with all students.  
 
Any questions concerning an interviewee's disability should be strictly relevant to the post or course they 
are applying for. Before asking a question about a person's personal life, the College staff consider whether 
they would put this question to any other interviewee.  
Staff do not make assumptions about an individual's ability to perform certain tasks, they ask them.  
 
 
SECTION 8. STUDENT COMMUNICATION PROTOCAL  
 
WLCBMS management and staff, at all levels, have always encouraged an ‘Open door philosophy’ whereby  
students feel comfortable in being able to  communicate with any member of staff regardless of their 
seniority providing they adhere to a protocol  whereby they should exercise acceptable professional  
conduct. 
 
SECTION 09. COMMUNICATION STRATEGIES 
 
Here is a summary of the various channels available to staff when communicating information in the above 
categories:  
 
The 5 key methods of communicating in this section have been designated key channels as these are the 
preferred methods of communication amongst staff.  
 
1. Face to face communication  
Communicating in person with colleagues is considered to be the most beneficial method of ensuring 
information and knowledge are shared. The conversational nature allows for greater understanding of the 
context of the message and encourages reflection, questioning and feedback in particular through the 
assessment process (ref Assessment Policy).  
In some circumstances, senior management will require information to be disseminated through the 
College via managers as quickly as possible and, as far as possible, via face- to-face meetings where 
understanding of the information can be assured and feedback can be gathered and discussed. It is vital 



 
that all staff receive this information within a given timescale and that all staff understand the intent and 
the outcomes of the information and are given an opportunity to discuss, comment and provide feedback.  
In all other circumstances as part of the working environment, staff are encouraged as often as possible to 
meet with colleagues or use the telephone to discuss issues verbally, rather than relying on email or 
printed material. Whilst it is important to manage the amount of time spent in meetings, well-managed 
meetings or discussions are an effective and efficient way of sharing knowledge, solving problems and 
ensuring common understanding and appreciation of issues.  
 
2. Email  
Email is one of the most common methods of communicating within the College. 
Staff are reminded that general email communication remains the subject of the IT User Policy and its code 
of conduct, which provide details of appropriate use, email management, security and confidentiality. 
 
3. Meetings 
Committee, staff and student meetings are held regularly throughout the academic year and a record is 
kept of each meeting which is then distributed in accordance with the College reporting line structure. A 
typical example of a minuted meeting can be viewed in Appendix 2.   
 
4. Website 
This channel is the hub of the communication with the outside. The College Communication Policy is 
aligned to the QAA Code of Practice  and in particular is referenced to Chapter C  - Regulations governing 
Public Information . 
 
5. VLE 
The Virtual Learning Environment (Ulearn) is a key  point of communication between staff and students. 
Assignments can be exchanged through the system for assessment and feedback which helps to speed up 
the assessment process. 
 
 
 
 
 
SECTION 10.  RELATED DOCUMENTS 
 

1. Teaching and Learning 
2. Staff Induction 
3. Staff Engagement 
4. Student Induction 
5. Data Protection 
6. Whistleblowing  
7. Disability  

 
 
 
SECTION 11. APPENDICES 
 

1. Organograms 
2. Template minuted meeting 


