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Staff Commnication Policy

1. Policy Purpose and Governance Framework
Pitter Patter Play Ltd is committed to maintaining clear, secure, transparent, and professional communication across all our early years settings. Clear lines of communication are vital to ensuring child safety, maintaining regulatory compliance, fostering positive team dynamics, and supporting high-quality care.
This policy defines the approved channels, operational methods, data security standards, and management structures for internal and external communications.
Important Policy Cross-Reference: This policy operates in direct alignment with the Staff use of Social Media Policy, Professional Practice Policy (which governs conduct, physical handling, situational awareness, and emotional boundaries) and the Professionalism in Practice Guidance. Where this policy sets out the operational channels and tools, the Professional Practice Policy defines the ethos, tone, and behavioural standards required in every interaction.
2. Standard for Language and Conduct
In accordance with Section 1 of our Professional Practice Policy, language is a core reflection of our organisational values:
· The THINK Framework: Staff must apply the THINK filter at all times across all communication channels (verbal conversations, room logs, internal messaging, digital platforms, and emails with external stakeholders).
· Prohibition of Labelling: Behaviour is recognised as a form of communication. Subjective or derogatory labels (e.g. naughty, spoilt, bad, difficult) are strictly prohibited in all written logs, digital messages, and verbal handovers. Staff must focus on objective observations and the unmet needs behind a child's behaviour.
· Strengths-Based Stakeholder Communication: When communicating with parents, local authority partners, health boards, or external visitors, comments must remain professional, objective, balanced, and focused on development.
3. Approved Communication Channels and Systems
To maintain security, regulatory compliance, and auditability across all settings, staff must strictly use approved company systems, especially famly.
· Using Journey section of Famly for formal observations only
· Using the Notes section of Famly and marking ‘visible to parents’ for photos and other items that do not constitute a formal observation but are still part of a child’s time with us
· Using Famly to accurately record naps, toileting, nappy changes, clothing changes (whether for toileting or other reason), snacks and meals.
· Staff should only use the Famly messaging facility when entirely necessary direct to parents and always check the recipient list.
· Please do not send messages to groups of parents, this should be handled via the newsfeed and selecting recipients.
· Requests to collect a child due to ill health should always be made by the most senior member of staff on duty via phone call.  
Unapproved Channels and Mobile Device Rules
· Personal Messaging Apps: Using personal WhatsApp groups, SMS, or private social media messaging to conduct setting business, manage rotas, share child updates, or discuss colleagues is strictly forbidden.
· Personal Devices in Contact Rooms: Personal mobile phones, and personal tablets must be stored in secure staff lockers during contact hours. They must never be brought into playrooms or used to take photographs, videos, or record notes involving children.
· Smart watches: These are permitted for use as fitness trackers but should bot be used to make or receive calls or messages while you are on duty.
4. Priority Escalation: Safeguarding and Emergency Communications
1. Digital Safeguarding Logging: Any disclosure, physical observation, or welfare concern must be logged immediately on Famly in addition to any paper copies required for record keeping in line with local arrangements.
2. Verbal Handover for Immediate Harm: If a child is at risk of immediate harm, the practitioner must inform the local setting Designated Safeguarding Lead (DSL) or Deputy DSL verbally immediately, followed by the digital entry.
3. Emergency Physical Interventions and Care and Concern: In line with Section 2 of the Professional Practice Policy, any emergency physical intervention or situation where a staff member struggles to remain calm must be reported immediately to the Setting Manager or Director and recorded via a Significant Event Form (Care and Concern Form). We operate a no-blame culture for self-reporting, provided child safety remains the priority.
5. Regional Cascading Leadership Model
Pitter Patter Play Ltd operates across two distinct regional local authority areas (3 settings in Newport and 2 settings in Caerphilly). Communication cascades through a clear regional structure:
· Area Managers: Responsible for cascading executive decisions, conducting weekly setting visits, coordinating monthly regional DSL moderation meetings, and managing regional local authority relationships 
Responsible for leading monthly setting staff meetings, conducting weekly room huddles, overseeing parent handovers, and briefing  Director on operational risks.
· Room Leaders and Practitioners: Responsible for completing daily digital records, communicating positively with parents, and maintaining situational awareness (as mandated in Section 3 of the Professional Practice Policy) to step in and support colleagues under pressure.
6. Social Media, Parent Boundaries, and Public Relations
In accordance with Section 3 (Professional Boundaries and Stakeholder Relationships) of the Professional Practice Policy and in conjunction with our Social Media Use for Staff Policy:
· Parent Interactions: Staff must never burden parents with personal stresses or internal operational frustrations. Verbal and digital updates must be developmental, balanced, and constructive.
· Personal Social Media Contacts: Staff are strictly prohibited from sending or accepting "friend requests" or private messages from parents or carers of enrolled children on personal social media accounts.
· Public Representation: Staff represent Pitter Patter Play Ltd at all times. Language used in public settings or in front of visitors must reflect our core value of kindness.
· Official Media and Public Statements: Only authorized Area Managers and Directors may speak to the press or post content on official company social media pages.
7. Whistleblowing, Transparency, and Open Culture
We foster a supportive, open workplace where integrity and transparency are prioritized:
· Duty to Report: Every team member has a duty to challenge and report any language, handling, or behaviour that falls below our organisational standards.
· No-Blame Culture: In accordance with our Professional Practice Policy, self-reporting of high-pressure difficulties or near-misses is supported without blame to ensure continuous safety and learning.
· Formal Escalation: Staff can raise confidential concerns directly with their Area Manager or the Director.
8. Compliance and Policy Acknowledgment
Compliance with this policy is a condition of employment. Unauthorised use of personal devices in contact rooms, breach of child confidentiality, failure to follow digital safeguarding pathways, or unprofessional conduct will be investigated and may result in formal disciplinary action.
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