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Aims of this paper

This paper is a summary and action version of the Kent LA – School E-Communication policy which has been in place since 2004. There seems to be widespread staff confusion as to what we should be doing and why. 

This paper will give CFHE managers and their teams some simple rules and advice about what to do when wanting to communicate with Kent schools electronically, as well as explaining why we have these rules in place. 

The facts

1. CFHE has an e-communications policy in place which states that wherever possible our communications with our schools must be electronic. This does not mean that paper is never an option, but that electronic communication should always be considered the main route and paper as an additional option.

2. The official electronic ways of contacting Kent schools are through the weekly e-bulletin and by the CFHE Communication team sending a global e-mail from the recognized e-mail address. 

3. As a Local Authority, we have a duty to reduce the bureaucratic burden on schools, making sure that any communication we have with them is relevant, clear and useful. The more individual e-mails we send, the less important they will seem to schools and we run more of a risk that genuinely urgent or emergency e-mails will be disregarded. Our coordinated approach makes sure that schools can recognize and take notice of official communication from the LA. The bulletin has been running since 2004 and is a recognized channel for schools to receive information.
4. The CFHE Communication Team, along with Management Information, hold and maintain a single central list of all Kent school e-mail addresses which is updated regularly. This list is not published or given out to staff for their use. The more individual lists of e-mail contacts that are held by CFHE teams, the more often these lists will be out of date and not maintained. This leads to poor communication and the possibility of schools being overloaded with “spam”, duplicated or unnecessary e-mails.
5. E-mail does not solve all communication problems. It can be sent instantly and arrive instantly, but there is no guarantee that it will be read, understood or acted upon any quicker than usual. Schools do not always monitor their e-mail throughout the working day. There may only be one administrator who checks the e-mail once a day.
Contacting Kent schools by e-mail
You can:

· E-mail a single school with a specific message relevant only to that school or a staff member within that school.  

· Put information of interest or importance to all schools in the e-bulletin, which is sent out to all Kent schools and CFHE staff every week during term time. 

· Put information of interest or importance to a type of school (primary, secondary, special) or a particular audience (all school governors, all geography teachers, all classroom assistants) in the e-bulletin which is sent out to all Kent schools and CFHE staff every week during term time.

· Ask the CFHE Communication Team to send a bulk e-mail to a group of schools or all schools for you if it is urgent (Urgent in this context relates to alerts to statutory, national or legal deadlines or “chasing” for statutory information not yet received which has a deadline shorter than one week and could therefore not wait for the bulletin) or you are targeting a specific selection of schools for a specific reason and sending it to all schools would be inappropriate (for example, if you needed to contact only schools who had joined a subscription-only service)
· Contact a LEO for distribution if the information you want to send is appropriate only to one or two clusters. 

· Ask the CFHE Communication Team to upload any document you want to send to schools electronically to the website so the e-mail can then link to it.
You can’t:

· Compile or keep your own list/database of school e-mail addresses and use it to send bulk e-mails out to Kent schools or groups within Kent schools.

· Ask the CFHE Communication Team to send a bulk e-mail to a group of schools or all schools for you if the information is not urgent or you want an e-mail simply because you “feel that schools are more likely to respond to an e-mail”

· Give anyone lists of Kent school e-mail addresses for their own use.  This includes fellow LA staff, working partners or members of the public.
· Send e-mails with large attachments. 
Contact The CFHE Communication Team by calling 01622 221202, e-mailing communicationcfe@kent.gov.uk or by visiting Room 2.35 Sessions House. 
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