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<Slough Borough Council>
<Creative Academy>

<Students Communications Policy>

Provider’s name: Slough Borough Council (Creative Academy)
Provider’s UKPRN: 10005916

Legal address: Slough Borough Council, Observatory House, 25 Windsor Road, Slough,
Berkshire SL1 2EL

Main site: Creative Academy, Orchard Centre, 73a Stoke Poges Lane, Slough. Berks, SL1
3NY

Contact point for enquiries about this policy: Jagdev Khatkar (see end of policy)

Document Version: <Version 1.1. (14.09.2021)>

Website: www.creativeacademy.org Slough Borough Council
Email: info@creativeacademy.org Creative Academy, 73a Stoke Poges Lane
Telephone Number: 01753 875400 Slough, Berkshire, SL1 3NY
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Context
The Creative Academy student communication policy has been developed to:

- set expectations and manage the flow of communications for staff to students

- facilitate meaningful and necessary communication for the programme

- provide guidance to staff for handling information, news and updates for students

- reduce the risk of ineffective communication, misunderstandings, conflicts and ease
uncertainties

- ensure all staff are aware of how communications are best conducted

- ensure students know where to check for information, news and updates

- ensure staff understand who is responsible for which aspects internally and externally

- Maximise opportunities in the virtual learning environment (VLE)

Ensure all communication:

- Meets the 5 C’s where applicable. (complete, compelling, clear, concise and
consistent)

- Know your goal and state it clearly

- Use the correct tone for your purpose

- Keep language simple (put yourself in readers shoes)

- Use appropriate language, attention and informality.

- Write for your audience

- Stay on topic and keep it concise

- Sent in a timely manner giving students as much notice as possible

- Have someone proof read your writing

Forms of communication to students:

- Email — everything formal, important information, timetables / term dates, surveys,
feedback, request for data, documents or other.

- Facebook — Social aspects of the programme, interesting articles we think would be
useful, general reminders, zoom codes for online learning / lectures / sessions
(because you can access on computer & phone),

- Whatsapp — general reminders and instant urgent information such as staff member
late/absent

- Student area — Non public facing policies, procedures, module study guides & all
course related information such as handouts. (student log in required)

- Website — Policies & procedures (public facing) for current and potential students.

Where a student does not have access to a particular platform staff will need to make the
Creative Academy Business Support Officer aware to have an alternative way to
communicate. All requests with reasons must be put in writing by the student so staff can
help / intervene.
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Incoming communication from students:

- Verbal - Speak to your tutors, Head of year or any member of staff. You can also speak to
your student representatives to act on your behalf.

- Email - Send email to info@creativeacademy.org or directly to staff member if known.

- Website - Use the contact us page to send a message.

- Whatsapp — use the appropriate group for messages such as running late. Do not use to
report sickness or absence, this is to be reported using the absence form.

- Facebook — to share social aspects of the programme and public information such as shows.

Incoming communication by email allow 48 hours for response from full time staff and from
part time on the days they are working. All freelance staff will reply back on days they are
allocated to work.

All full time staff use will an appropriate out of office reply if they are unable to respond within
the timescale or they are on annual leave, sick or other duties away from their normal place
of work.

For general enquiries and/or complaints regarding this policy, please contact the Creative
Academy using the information below:

- By phone - 01753 875400

- By email - info@creativeacademy.org

- By post - Creative Academy, 73a Stoke Poges Lane, Slough, Berkshire, SL1 3NY
- By website - using the contact us page on www.creativeacademy.ac.uk

- Complaints - please see the complaints process on the website
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