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Website Protocol 

 
 

 

 

Mission Statement 

St. Blaise provides inspiration through Christian Values, enabling all to 

become the best that they can be. 
 

 

 

Current issue:  November 2020 

Review date:  November 2023 

Headteacher:  Ruth Leach 

Chair of Governors: Mark Smith 

Lead Governor:  Community 
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Rationale 

 
The website is an important tool in communicating with parents, prospective parents, the wider 

community and educational professionals, as well as being a reference point for school staff and 

governors. 

 

During this current period (Covid) it has become even more important. 

 

Aims of the Protocol 
 

To ensure: 

• That at all times the website showcases the school community and reflects the school’s 
values of Love, Respect, Determination, Creation, Creativity and Peace 

• All those involved in up-loading information work within the same parameters 

• Statutory requirements are met (see appendix 1 for current list) 

• That all pupils are safe 

Content: 

All those producing and uploading information must ensure content: 

✓ Is relevant and targeted to the intended audience 

✓ Is under the appropriate heading 

✓ Is the most up to date 

✓ Is of the highest standard with regard to spelling and grammar 

✓ Has been checked by another person (we can all read what we think is there) 

✓ Is uploaded in PDF format 

✓ Has been checked for educational jargon – this should be limited or explained 

✓ Has been checked to comply with Equal Opportunities legislation, including racial and 

gender bias 

✓ Complies with the publication wishes of parents and carers concerning the use of photos 

 

Roles and Responsibilities 
 

Lead Staff member for content – Karen Green will: 

1. Monitor for consistency across classes 

2. Encourage and support staff to promote their classes and school 

3. Support staff members running wrap around care to showcase the work that they do 

4. Monitor the Curriculum Tab to ensure all information is current and meets statutory 

requirements 

5. Provide a check for pages – checking that parental wishes are being met 

 

Lead Staff member for technical support – Clare Kirkham will: 

1. Offer technical support where possible and liaise with 123ICT 

2. Upload any emergency items on the news ticker 

3. Develop the organisation and layout of the website to optimise accessibility 

4. Update the slider of photos – checking that parental wishes are being met 
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5. Work with Katy so that work is published as needed and in the correct places 

 

Class Teachers key tasks: 

1. Keep class information up-to-date: this must be seen as a priority at the beginning of term 

when sharing curriculum information (this is a statutory requirement) 

2. Use the website as a tool for publishing children’s work. When publishing all work IT MUST 

stay in draft form, an email must then be sent to Katy (admin.3260) who will then publish it 

3. Class pages must be up to date and reflective of the learning taking place 

4. Class pages must not be published by the class teacher – they must sit in draft – notification 

is to be sent to Katy who will check them before publishing 

5. See sharing photo libraries as a key way of communicating with and involving parents in 

their children’s education 

6. Ensure all guidance relating to virtual classroom and remote learning is followed 

 

School Administrator tasks: 

1. To prioritise uploading information as it is received 

2. To publish class pages after checking that all documents containing photographs are 

showing that parental wishes are being upheld 

3. To publish whole school pages after checking that all documents containing photographs are 

showing that parental wishes are being upheld 

4. Ensuring short term information (such as Vacancies) is correct 

5. Taking responsibility for ensuring staffing information is correct 

6. Updating the school calendar 

7. Updating school uniform information 

8. Updating school meals information, including menus 

9. Updating Wrap Around Care forms 

10. Acquiring information to be published from BoBS 

11. Adding weekly newsletters 

12. Responding to requests for copies of the documents – making sure that only the most up to 

date are on the website 

 

123 ICT: 

Is the school’s technical support team. Their role is to: 

1. Ensure the website is fit for purpose 

2. Remedy any technical problems 

3. Support with the layout and content 

4. Advise and check that statutory content is correct 

 

Headteacher: 

The Headteacher has overall responsibility for the website and should be approached if there are 

any concerns. The Headteacher’s role includes ensuring all staff with access to the website 

understand their duty of care. 

 

 

Role of the Governing Board 
Governors at St Blaise place great emphasis on good communication with parents and carers and are 

committed to sharing information over and above that required under statutory regulations. 
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• The Lead Governor for Community has the responsibility of checking the website for 

statutory compliance annually and making frequent ‘visits’, looking at the website from a 

parent’s perspective, reporting to full governing body meetings. 

• The Clerk to Governors ensures approved minutes of governing body meetings are available 

as soon as possible and that all other documents referred to under the Governors Tab are 

up-to-date and meets statutory requirements (annex 1). 

• The Clerk will pass all approved Policies to the School Administrator for publication on the 

website (where relevant). 

 

For information 

The Statutory Policies List and Non-Statutory Polices List (available on Google Drive) gives 

information on which policies must be published and which policies are published. 

 

Monitoring 
This policy will be reviewed every three years, or as required. 

Relevant policies and documentation 
• Photographic Images 

• Remote Learning 

• Equalities Policy 
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Appendix 1 

 

What maintained schools must publish online as of 27.08.20 
Every local authority maintained school must publish specific information on its website to 

comply with The School Information (England) (Amendment) Regulations 2012 and 

2016 and other relevant legislation. (This has been edited taking out references to other 

phases.) 

Contents 
1. School contact details 
2. Admission arrangements 
3. Ofsted reports 
4. Exam and assessment results 
5. Performance tables 
6. Curriculum 
7. Behaviour policy 
8. School complaints procedure 
9. Pupil premium 
10. PE and sport premium for primary schools 
11. Special educational needs (SEN) and disability information 
12. Equality objectives 
13. Governors’ information and duties 
14. Charging and remissions policies 
15. Values and ethos 
16. Requests for paper copies 
17. Financial information 

 
1. School contact details 

Your school’s website must include the following: 
• your school’s name 
• your school’s postal address 
• your school’s telephone number 
• the name of the member of staff who deals with queries from parents and other members 

of the public 
• the name and contact details of your special educational needs (SEN) co-ordinator 

(SENCO) unless you’re a special school 

 
2. Admission arrangements 

Community schools and voluntary-controlled schools 

If the local authority decides your admissions, tell parents to contact the local authority to 
find out about your admission arrangements. 

3. Ofsted reports 
You must publish either: 
• a copy of your school’s most recent Ofsted report 
• a link to the report on the Ofsted website 

 
4. Exam and assessment results 

Key stage 2 (end of primary school) results 

You must publish the following details from your school’s most recent key stage 2 results: 
• average progress scores in reading, writing and maths 
• average ‘scaled scores’ in reading and maths 
• percentage of pupils who achieved the expected standard or above in reading, writing 

and maths 

http://www.legislation.gov.uk/uksi/2016/451/contents/made
http://www.legislation.gov.uk/uksi/2016/451/contents/made
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#school-contact-details
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#admission-arrangements
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#ofsted-reports
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#exam-and-assessment-results
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#performance-tables
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#curriculum
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#behaviour-policy
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#school-complaints-procedure
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#pupil-premium
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#pe-and-sport-premium-for-primary-schools
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#special-educational-needs-sen-and-disability-information
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#equality-objectives
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#governors-information-and-duties
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#charging-and-remissions-policies
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#values-and-ethos
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#requests-for-paper-copies
https://www.gov.uk/guidance/what-maintained-schools-must-publish-online#financial-information
https://reports.ofsted.gov.uk/
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• percentage of pupils who achieved a high level of attainment in reading, writing and 
maths 

 

5. Performance tables 
You must include a link to the school and college performance tables and your school’s 
performance tables page. 

6. Curriculum 
You must publish: 
• the content of your school curriculum in each academic year for every subject, including 

Religious Education even if it is taught as part of another subject or subjects, or is called 
something else 

• the names of any phonics or reading schemes you’re using in key stage 1 
• how parents or other members of the public can find out more about the curriculum your 

school is following 
 

7. Behaviour policy 
You should publish details of your school’s behaviour policy. 
The policy must comply with Section 89 of the Education and Inspections Act 2006. 
Read advice on developing and publishing your school’s behaviour policy. 
 

8. School complaints procedure 
You must publish details of your school’s complaints procedure, which must comply 
with Section 29 of the Education Act 2002. 
Read guidance on developing your school’s complaints procedure. 

You must also publish any arrangements for handling complaints from parents of children 
with special educational needs (SEN) about the support the school provides. 

9. Pupil premium 
You must publish a strategy for the school’s use of the pupil premium. 
For the current academic year, you must include: 
• your school’s pupil premium grant allocation amount 
• a summary of the main barriers to educational achievement faced by eligible pupils at the 

school 
• how you’ll spend the pupil premium to overcome those barriers and the reasons for that 

approach 
• how you’ll measure the effect of the pupil premium 
• the date of the next review of the school’s pupil premium strategy 

For the previous academic year, you must include: 
• how you spent the pupil premium allocation 
• the effect of the expenditure on eligible and other pupils 

Pupil premium funding is allocated for each financial year, but the information you publish 
online should refer to the academic year, as this is how parents understand the school 
system. 

As you won’t know allocations for the end of the academic year (April to July), you should 
report on the funding up to the end of the financial year and update it when you have all the 
figures. 

The Teaching Schools Council has published templates to support schools in presenting 
their pupil premium strategies. Use of the templates is voluntary. 

https://www.gov.uk/school-performance-tables
http://www.legislation.gov.uk/ukpga/2006/40/section/89
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
http://www.legislation.gov.uk/ukpga/2002/32/section/29
https://www.gov.uk/government/publications/school-complaints-procedures
https://www.gov.uk/guidance/pupil-premium-information-for-schools-and-alternative-provision-settings
https://www.tscouncil.org.uk/resources/guide-to-effective-pupil-premium-review/
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10. PE and sport premium for primary schools 
If your school receives PE (physical education) and sport premium funding, you must 
publish: 
• how much funding you received 
• a full breakdown of how you’ve spent the funding or will spend the funding 
• the effect of the premium on pupils’ PE and sport participation and attainment 
• how you’ll make sure these improvements are sustainable 
• how many pupils within their year 6 cohort can do each of the following: 

• swim competently, confidently and proficiently over a distance of at least 25 metres 
• use a range of strokes effectively 
• perform safe self-rescue in different water-based situations 

 

11. Special educational needs (SEN) and disability information 
You must publish an SEN information report on your school’s policy for pupils with SEN and 
should update it annually. You should update any changes occurring during the year as 
soon as possible. 

The report must comply with: 
• section 69 of the Children and Families Act 2014, including: 

• the arrangements for the admission of disabled pupils 
• the steps you have taken to prevent disabled pupils from being treated less favourably 

than other pupils 
• the facilities you provide to help disabled pupils to access the school 
• information as to the plan prepared by the governing body or proprietor 

under paragraph 3 of schedule 10 to the Equality Act 2010 (accessibility plan) for: 
• increasing the extent to which disabled pupils can participate in the school’s 

curriculum 
• improving the physical environment of the school for the purpose of increasing the 

extent to which disabled pupils are able to take advantage of education and 
benefits, facilities and services provided or offered by the school 

• improving the delivery to disabled pupils of information which is readily accessible 
to pupils who are not disabled 

• regulation 51 and schedule 1 of the Special Educational Needs and Disability Regulations 
2014 where appropriate 

• section 6 of the Special educational needs and disability code of practice: 0 to 25 years 
You can find details of what you must include in schedule 1 of the Special Educational 
Needs and Disability Regulations 2014, and section 6 of the Special educational needs and 
disability code of practice: 0 to 25 years. 

12. Equality objectives 
Public bodies, including local-authority-maintained schools, are covered by the public sector 
equality duty in the Equality Act 2010 and the Equality Act 2010 (Specific Duties) 
Regulations 2011. This means you have to publish: 
• details of how your school is complying with the public sector equality duty - you should 

update this every year 
• your school’s equality objectives - you should update this at least once every 4 years 

Details of these publishing obligations are set out in Equality Act 2010: advice for schools 
 

13. Governors’ information and duties 
You must publish up to date: 
• details of the structure and responsibilities of the governing body and its committees 
• information about each governor, including their: 

• full name, date of appointment, term of office, date they stepped down (where 
applicable) and who appointed them (in accordance with the governing body’s 
instrument of government) 

https://www.gov.uk/guidance/pe-and-sport-premium-for-primary-schools
http://www.legislation.gov.uk/ukpga/2014/6/section/69
http://www.legislation.gov.uk/ukpga/2010/15/schedule/10
http://www.legislation.gov.uk/uksi/2014/1530/regulation/51/made
http://www.legislation.gov.uk/uksi/2014/1530/schedule/1/made
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
http://www.legislation.gov.uk/uksi/2014/1530/schedule/1/made
http://www.legislation.gov.uk/uksi/2014/1530/schedule/1/made
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
http://www.legislation.gov.uk/ukpga/2010/15/section/149
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
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• business and financial interests 
• governance roles in other educational institutions 
• any material interests arising from relationships between governors or relationships 

between governors and school staff (including spouses, partners and close relatives) 
• attendance record at governing body and committee meetings over the last academic 

year 

Read more advice on publishing information about your school’s governors. 

 
14. Charging and remissions policies 

You must publish your school’s charging and ‘remissions’ policies (this means when you 
cancel fees). The policies must include details of: 
• the activities or cases where your school will charge pupils’ parents 
• the circumstances where your school will make an exception on a payment you would 

normally expect to receive under your charging policy 
Read about school charging and remission. 

 
15. Values and ethos 

Your website should include a statement of your school’s ethos and values. 

16. Requests for paper copies 
If a parent requests a paper copy of the information on your school’s website, you must 

provide this free of charge. 

17. Financial information 
You must publish: 
• how many school employees (if any) have a gross annual salary of £100,000 or more in 

increments of £10,000 - we recommend using a table to display this 

• a link to the webpage which is dedicated to your school on the schools financial 
benchmarking service - follow the prompts to find your school’s specific page 

 

https://www.gov.uk/government/publications/constitution-of-governing-bodies-of-maintained-schools
https://www.gov.uk/government/publications/charging-for-school-activities
https://schools-financial-benchmarking.service.gov.uk/
https://schools-financial-benchmarking.service.gov.uk/

