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BALLYMENA  ACADEMY


PUBLIC RELATIONS POLICY


AIM:-





To instil a positive image of the school in the minds of its significant public, consistent with the aims and objectives of Ballymena Academy.





OBJECTIVES:-





To devise, implement and maintain a strategy to strengthen the corporate identity of the school.





To adopt a proactive approach in external relations.





To promote the broad spectrum of school life.





To target the right people, at the right time, in the right way.





To promote a positive image of the professionalism of the school.





The school seeks to fulfil the above aims and objectives through its publications and organised events (see Appendix 1).





Media Management





The school aims to maximise the use of the media to promote and celebrate events, successes and achievements where appropriate.  In order to adopt a proactive approach to external relations the school has appointed a Press Officer, who will devise, implement and maintain a P.R. strategy.  This strategy will be presented to S.M.T. and kept under review.





The school adopts the following systematic approach to media management:-





Members of staff should inform the school Press Officer of events which require coverage well in advance of the event taking place. 





The Press Officer will discuss the type of coverage required with staff involved.





The Press Officer will arrange photo opportunities and notify staff of times and location.  Staff will inform pupils and ensure that pupils are present and presentable.





Press releases prepared by staff should be provided where possible.  A draft copy must be forwarded to the Press Officer before it is submitted to the press.  Staff should consult the Press Officer if they are uncertain about the content, structure or style of a press release.





Pupils must not contact the media directly in relation to any school-related activity or matter.  Where appropriate, members of the teaching staff, in conjunction with the Press Officer, will act on their behalf.  Staff supervising events which are being organised by pupils should inform them about school policy and ensure that any publications, e.g. tickets, programmes, advertising posters etc. are forwarded to the Press Officer prior to publication.








Crisis Management





In such situations no member of staff is permitted to speak directly or indirectly to the media without prior clearance from the Principal.  Details in Staff Handbook Section H2:6 and 7.





Sensitive or potentially contentious situations should be reported to the Principal immediately.





Policy Review





This policy will be kept under review.





�APPENDIX 1





Publications	(co-ordinated by a member of S.M.T.)





The School Prospectus





Distributed to prospective pupils and others on request.





The Senior School Prospectus contains information as prescribed in Education (School Information and Prospectuses) N.I. 1997 re the numbers of applicants and admissions listed by transfer procedure grade, also  supplementary inserts re Aims and Objectives, the School’s Drugs Education Policy, Games Provision, Careers Education and Guidance Policy, Examination Results, and Admissions Criteria.





The Preparatory Department Prospectus contains inserts re General Aims, the School Day, the Curriculum, Discipline and Pastoral Care, Homework Policy, Religious Education, the Parents’ Association, an enrolment form, and other general information re Registration and Attendance, Parents’ Evenings, Reports, Uniform, and School Meals.





The Nursery Department’s  A Brief Introduction (an information pamphlet).








The Annual Report to Parents





Distributed at the A.G.M. for parents and at the School Prize Distribution.  Contains information as prescribed in Education (School Information and Prospectuses) N.I. 1997 re the Curriculum, GCSE and ‘A’ level examination results, Destination of Leavers, School Attendance, along with Financial Statements, information on Pastoral Support and School Activities.





The School Magazine  -  published annually.





Distributed to pupils, members of the teaching staff, former pupils and friends of the school.  Provides a record and celebration of school life and events.





Principal’s letter - published December and June.





Distributed to parents.  Contains information about events, successes and other issues which may be pertinent at the time (e.g. traffic rules.)





Open Night Information Booklets





Distributed to the parents of prospective pupils.  A guide book which provides information about the layout of the school, and stations visited during the organised tour.





Information Booklets for first year pupils and their parents





The Ballymena Academy Pupils’ Booklet


Distributed to new first year pupils in the summer term before they officially begin school.  Contains information re clubs and societies, and helpful words of advice from current first year pupils.


�


The Ballymena Academy “Parents’ Points” Booklet


Distributed to the parents of first year pupils in the summer term before the pupils officially begin school.  Contains information re. Curriculum and Pupil Organisation, Tutoring System, Form I Assembly, Study Skills/Homework, Parents’ Meetings, Traffic through the school grounds, the School Year, School Uniform.








Subject Choice Booklets





Distributed to pupils in Years 10 and 12.  Provides information about the framework of choices available and the content of compulsory subjects and optional subjects on offer.








Information Sheets





Pupil Regulations - issued to all pupils and their parents.


School Uniform - issued to parents with the summer report.








Organised events





The Annual General Meeting for Parents   The Chairman and members of the Board of Governors invite parents to raise points of concern or interest relating to the contents of the Board of Governors’ Annual Report to Parents or to the reports section of the school magazine.








The School Prize Distribution





The Junior and Senior Prize Distributions are held in late October.  School prizewinners and their parents are invited to the occasion. Members of the Board of Governors and all members of the teaching staff attend.








Careers Events:-








Annual Careers Convention  -  (March) Organised by the Old Pupils’ Association.  Form 3 pupils and their parents attend talks given by representatives of a range of professions.  All pupils (Forms 4 - U.6) are invited to attend the convention.








Information Evening for Form 3 parents   (January) re Subject Choice for Key Stage 4.








Information Evening for L.6 parents (June)  re post-‘A’ level options.








August interview appointments - Form 5 pupils and their parents re  post-GCSE options.
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Consultation Evenings:-





Forms 1, 3, 5 and U.6





Form 1		-	Second term


Form 3		-	Second term


Form 5		-	First term


Form U.6	-	First term





Parents are invited to meet with subject teachers to discuss their son/daughter’s progress.





Open Evenings (January) - for prospective pupils and their parents  Prospective pupils and their parents are addressed by the Principal, and then they go on a tour of the school during which facilities and programmes pertinent to Form 1 pupils are highlighted through short presentations and visual displays.





Information Evening for Form 5 Parents (March) re the Sixth Form Curriculum.





The School Play  -  Autumn Term.





The School Concert  -  Easter Term.	





Information Event for prospective Sixth Form pupils (May).























