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Mission Statement 
All policies are written in line with our Trust Mission statement: 
 
“Inspired by faith through love, friendship and joy.” 

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our pupils, families, and 
staff are encouraged to show compassion, kindness, and respect to one another, creating nurturing environments 
where everyone feels valued and loved. We foster a deep sense of love for God, self, and others, empowering 
our pupils to make positive contributions to society. 

We recognise the importance of relationships and the power of friendship in shaping lives. Our schools foster an 
atmosphere of genuine fellowship, where pupils form deep connections with their peers, teachers, and the wider 
community. We promote inclusivity, understanding, and empathy, cultivating an environment where diversity is 
embraced and friendships are built on mutual respect. Our pupils learn the value of teamwork, cooperation, and 
service, as they become compassionate leaders who forge lasting friendships rooted in faith. 

We believe that joy is a reflection of God's presence in our lives. Our schools are places where joy abounds, where 
pupils are encouraged to find joy in learning, discovering their talents, and building meaningful relationships. 
Through engaging and innovative teaching, we inspire a lifelong love of learning, instilling in our students a sense 
of wonder and curiosity about the world around them. We celebrate achievements, milestones, and special 
moments, ensuring that joy permeates our school communities.  

Change Control 

Version  Date  Author  Changes  
3.0 November 2024 Trust Head of Estates 

and Operations 
Trustees re-named as Directors.  
Added Marketing Manager to page 3 
Renamed Business & Compliance Manager to Head of Estates and 
Operations 
an emergency added to page 4 

2.0 November 2021 Trust Business & 
Compliance Manager 

Reference to the Trust Standards Officer within the policy changed to the 
Chief Executive Officer. 

1.0  December 2018 Trust Business & 
Compliance Manager 

Starting Document and Layout.  
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Trust Media Handling Policy 
 

 

1  Introduction 

1.1  This policy sets out the principles all Trust staff and volunteers, including the Trust 
Central Team, Directors and Governors in the Academies should follow when dealing 
with the media.  

1.2  The policy covers both proactive and planned press activity and reactive media in 
response to an incident and emergency.  

1.3  In the case of an incident or emergency this policy should be read alongside the 
relevant Trust or Academy Business Continuity Plan.  

 
2 Aims and Objectives 

2.1  To ensure that clear lines of communication and accountability are observed between 
the Trust, Academies and media when dealing with an incident or emergency.  

2.2  To ensure that requests for information from the media are handled properly and 
professionally.  

2.3  To ensure that the principles of the General Data Protection Regulation (GDPR) and 
confidentiality are observed.  

2.4  To ensure families whose students are on the ‘no publicity list’ have their privacy 
protected.  

2.5  To ensure that only staff who have the Trust’s permission to speak to the media do 
so.  

2.6  To ensure all Academies are supported in handling the media and gain maximum 
publicity for positive news coverage. 

2.7  To ensure that both the Trust and the Academy’s reputation and ethos is consistently 
communicated and protected.  
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3 Principles  

Reactive media handling in response to an incident, emergency or press enquiry.  

3.1  In the event of an incident or emergency, all press enquiries must be managed through 
the Trust Central Office where the Trust Marketing and Communications Manager will 
coordinate the media response in conjunction with the Diocese of Leeds, the Chief 
Executive Officer and the appropriate Headteacher, in consultation with the Chair of 
Academy Council. 

3.2  Any staff member or volunteer who receives an enquiry from the media should report 
the incident to their Academy Headteacher who must then notify the Trust in 
accordance with 3.1 of the policy. Staff or volunteers receiving the initial 
communication should take a note of the date, time and contact details of the media 
enquirer and advise the media enquirer to submit their request in writing to the Trust 
Central Office, email admin@bkcat.co.uk as the Trust will only consider written 
requests. Staff and volunteers must not comment on individual media enquiries or 
promise a response. Failure to comply appropriately with this guidance may be a 
disciplinary offence for staff and volunteers. Directors and Governors should refer to 
the BKCAT Directors /Governor Code of Conduct. 

3.3  The Chief Executive Officer will then agree in consultation with the Chair of the Trust 
whether a response to the media is appropriate. Responses may include a media 
statement, to be party to an interview or no response.  

3.4  It will be at the Chief Executive Officer’s discretion who should be involved in the 
response, but routinely the Chair of the Trust, or other Directors will be informed as 
appropriate. In the case of an Academy level query, all responses will be agreed and 
coordinated in consultation with the Headteacher and Chair of Academy Council as 
appropriate with the final approval of the Chief Executive Officer. 

3.5  The decision on whether to seek legal or professional advice will also be determined 
by the Chief Executive Officer in consultation with the Chair of the Trust, and will be 
coordinated by the Trust.  

3.6  All statements/interviews regarding events or activities related to the Academy should 
only proceed once the permission is obtained from the Chief Executive Officer. If 
permission is granted, details of students/staff addresses and personal details should 
not be released to the media. The full name of the student and their age can be 
released, providing the student does not appear on the ‘no publicity list’ held in the 
Academy office and only with the explicit consent of the student’s parent/carer. All 
staff and volunteers must ensure that no student on the list is included in a media 
photograph, video or in any form of communication with the media.  

3.7  All reactive media handling will be a joint draft to include the Academy and Trust logo.  
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Reactive media handling by the Local Authority in response to an Academy closure  

3.8  In the event of an emergency closure of the Academy e.g. in case of snow, loss of 
heating, power or water, the Headteacher should notify the Local Authority following 
the Unplanned School Closure Procedure and the Local Authority will handle media 
releases and updates to the local press and radio. The Academy website will remain 
the first point of reference for many parents/carers, therefore, it must be updated 
with relevant information as soon as the decision is taken to close the Academy. The 
Chief Executive Officer and the Trust Head of Estates and Operations must also be 
notified of the decision to close the Academy and the reason specified. 

Proactive media handling  

3.9  At times, the Trust or Academy may wish to proactively seek media coverage to 
advertise or promote an Academy opportunity, success or event. This is very much 
encouraged.  

3.10  Positive press stories may be drafted by the Academy staff, however all press releases 
or adverts must be approved by firstly the Academy Headteacher and finally by the 
Chief Executive Officer prior to release, to ensure accuracy and consistency.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


