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Communication Policy 

 
1. Introduction 
 
The GEMS Founders School, Dubai (GFS) Communication Policy establishes a clear, consistent, and strategic 
framework for communication across our school community. 
 
At GFS, we believe that effective communication is essential to building trust, strengthening relationships, and 
enhancing the overall experience for students, parents, staff, and the wider community. Our approach 
prioritises clarity, transparency, inclusivity, and professionalism, while reflecting the values and brand of GEMS 
Education. 
 
All communication at GFS is underpinned by respect for cultural diversity, equity, and a commitment to 
fostering a connected and engaged school community. 
 

2. Purpose of policy 
 
This policy outlines GFS’s commitment to delivering timely, accurate, and purposeful communication to all 
stakeholders, both internally and externally. 
 
Through effective communication, we aim to: 
 

• Support student success and wellbeing 

• Strengthen partnerships with parents 

• Enable staff collaboration and efficiency 

• Enhance the school’s reputation and community engagement 
 

3. Communication Principles 
 

All communication at GFS will be: 
 

• Clear and Accessible - Using plain, jargon-free English and/or Arabic 

• Timely and Responsive - Delivered within appropriate timeframes 

• Professional and Respectful - Maintaining a positive and inclusive tone 

• Audience-Focused - Tailored to the needs of students, parents, staff, or external audiences 

• Consistent with GEMS Branding - Reflecting our values and identity 

• Engaging and Meaningful - Encouraging two-way communication where possible 
 

4. Aims and Objectives 
 

Our communication aims to: 
 

• Keep all stakeholders well-informed and engaged 

Vision: Grow - Flourish - Succeed 
Mission: Together we inspire creative, mindful learners who value diversity, support one another and strive 
for success. 
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• Promote transparency and trust 

• Support teaching, learning, and school operations 

• Celebrate achievements and student voice 

• Maintain a strong and positive school reputation 
 

5. Roles and Responsibilities 
 
This section details the responsibilities of the different groups within the school. 
 
Executive and Senior Leadership Team (XLT/SLT) 
 

• Provide strategic direction for communication 

• Approve and issue official statements (including media responses) 

• Ensure timely dissemination of key information 

• Promote a culture of open, two-way communication 

• Monitor and evaluate communication effectiveness 
 
All Staff 

• Communicate professionally with students, parents, and colleagues 

• Respond to parent communication within 48 hours (2 working school days) 

• Ensure all parent-facing communication is reviewed and approved by relevant leaders 

• Use face-to-face communication where appropriate 

• Follow school policies and communication protocols 
Additional Expectations: 

• Maintain professional boundaries (e.g. no social media connections with parents and students) 

• Always use respectful and appropriate language 

• Refer complaints immediately to leadership 
 

Communication and Marketing Manager (in collaboration with relevant leaders): 
 

• Oversee all internal and external communication channels 

• Manage GEMS Connect, website, and social media platforms 

• Ensure content aligns with brand guidelines and safeguarding standards 

• Coordinate newsletters and campaigns 

• Support storytelling, engagement, and reputation management 
 
Front of House (FoH) Team / Parent Relations Executive (PRE) 
 

• Act as the first point of contact for parents and visitors 

• Manage incoming calls and emails 

• Ensure timely responses and escalation where needed 

• Maintain accurate and consistent communication with families 

• They will return missed calls as soon as possible, however, in case of emergency, please refer to the 
telephone directory, e-mail reception_gfs@gemsedu.com, or send a message to the school’s 
WhatsApp number +971 (0)52 104 4360 

• Attend to all e-mails addressed to reception_gfs@gemsedu.com and pre_gfs@gemsedu.com  
 

 
 
 

mailto:reception_gfs@gemsedu.com
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6. Communication Channels 
 
Internal Communication 

• Microsoft Teams – Primary platform for staff communication 

• Email – For formal communication 

• Staff Briefings – Weekly updates (Monday & Friday) 

• Meetings – Regular leadership and departmental meetings 

• School Calendar – Centralised event planning 
 
External Communication 

• GEMS Connect – Primary communication tool with parents 

• Newsletters – Weekly (Year group) and termly/departmental 

• Website – Key information and updates 

• Social Media – Engagement, storytelling, and brand building 
 

7. Digital Communication and Social Media 
 
GFS uses digital platforms to enhance communication, engagement, and community connection. 
 
Guidelines: 
 

• All content must align with GEMS brand standards 

• Student safeguarding and consent are mandatory 

• Content should celebrate achievements and school life 

• Messaging should be positive, inclusive, and audience-appropriate 

• The Communication & Marketing Manager oversees all external content 
 

8. Event and Operational Communication 
 

• All events must be shared with SLT/Operations at least one month in advance 

• Risk assessments and event forms are required 

• FoH must be informed of all parent-facing activities 

• Parents attending events must sign in/out 
 

9. Parental Engagement and Conduct 
 
Expectations: 
 

• Communication should be respectful and constructive 

• Abusive or inappropriate behaviour will not be tolerated 

• Complaints will be handled according to the school’s complaints policy 
 

Staff will: 
 

• Maintain professionalism 

• Not respond to abusive communication 

• Escalate concerns to leadership 
 
 
WhatsApp Groups 
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• GFS does not operate official parent WhatsApp groups 

• The school is not responsible for external groups 

• Guidance on appropriate use will be shared with parents 
 

10. Crisis Communication 
 
In the event of an emergency: 

• Communication will be led by the Executive Principal/Executive Leadership Team 

• Approved messaging will be shared via official channels (GEMS Connect, email, SMS) 

• Communication will be timely, clear, and reassuring 

• Updates will be provided as needed 

 
6. Monitoring and Evaluation 
 
The effectiveness of communication will be monitored through: 

• Parent and staff feedback 

• Engagement metrics (GEMS Connect, social media) 

• Response time compliance 

• Internal reviews 
 

This policy will be reviewed regularly to ensure alignment with best practices and ongoing school 
development. It has been discussed and formally approved by the GEMS Founders School leadership team for 
implementation. 
 
 
 
 
Signed   ....................................................................................                Date   .......15 June 2026……...... 
Communication and Marketing Manager 
 
 
                                                                               
Signed .......................................................................................              Date   .......15 June 2026……......      
Whole School Vice Principal 
 
 
            
Signed   ......................................................................................             Date   .......15 June 2026……...... 
Executive Principal/CEO/Executive Vice President of Education 
 
 
Next policy review date: 
April  2027 
 
 


