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COMMUNICATIONS STRATEGY: 

Best practice guidelines for staff

The CFE Directorate is committed to the highest standards of service provision for its customers and ensuring that staff are kept informed of, and contribute to, its key aims and objectives. Good communications practice is central to achieving these aims.

All Children, Families & Education communication will:
· Be timely and appropriate to the audience, considering other KCC and national activity when necessary.

· Use “Plain English” and present information in a logical sequence (who, what, where, when and why etc.) documents should be both dated & paginated where applicable.

· Make available contacts who will be responsible for clear guidance about obtaining further information and how you can respond to us.

· Be available in several formats and through a number of suitable channels (web page, contact centre information, print etc.). 

· Be accessible to customers with additional needs e.g. in other languages (provision for some alternatives on request )in line the with Disabled Discrimination Act and the KCC Diversity and Equalities Policies. 

· Adhere to KCC and unit branding guidelines to produce a high quality service reflecting well on the organisation whilst remaining cost effective. (Advice can be sought from suitable expert colleagues.)

· Inform colleagues when material is sent or provided for customers (Members, Contact Centre and related LA officers incl. School personnel). To ensure a consistent service across the organisation.

· Ensure the confidentiality and security of any data exchanged with customers in accordance with the Data Protection Act 1998, as well as handling and releasing information in accordance with the Freedom of Information legislation.
· Destroy all out of date materials and ensure that all information is kept up to date. 
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