Dissemination of Information to Students, Staff, and Other Stakeholders (Template)
Note: This template specifically addresses the following:
Quality Area Reference: NEAS Quality Area D – Administration, Management, and Staffing
Form Reference: A101 – Evidence of Documentation and Communication Practices
1. Definitions

[include a list of key definitions]

2. Policy
2.1. Purpose
This policy ensures that accurate, timely, and accessible information is disseminated to students, staff, and other stakeholders. It establishes principles and responsibilities to support transparency, compliance, and effective communication.
2.2. Scope
This policy applies to all organisational staff and covers dissemination of information to:
· Current and prospective students
· Academic and administrative staff
· External stakeholders [e.g., regulators, agents, industry partners, parents/guardians where applicable]
2.3. Principles
· Accuracy: Information must be factual, current, and consistent across all platforms.
· Accessibility: Information must be communicated in clear, inclusive, and understandable language.
· Timeliness: Updates must be provided promptly, especially for changes to courses, policies, or compliance requirements.
· Confidentiality: Sensitive or personal information must only be disseminated in accordance with privacy legislation and organisational policy.
· Accountability: Designated staff members are responsible for approving, issuing, and monitoring communications.
2.4. Responsibilities
· Senior Management: Endorse policies and oversee compliance.
· Managers/Team Leaders: Ensure information is accurate and disseminated appropriately to staff and students.
· Administrative Staff: Maintain communication records and ensure consistent dissemination across platforms.
· All Staff: Follow approved procedures when disseminating information.
3. Procedure
3.1. Types of Information Disseminated
· Academic (e.g., course outlines, timetables, assessment policies)
· Administrative (e.g., fees, enrolment, complaints procedures)
· Compliance (e.g., visa regulations, safety requirements, NEAS standards)
· General updates (e.g., events, notices, newsletters)
3.2. Channels of Dissemination
· Students: Learning management system (LMS), email, noticeboards, student portal, orientation sessions
· Staff: Staff intranet, official email, team meetings, training sessions, policy manuals
· Stakeholders: Website, newsletters, official correspondence, information sessions, social media (where appropriate)
3.3. Frequency
· Students: Pre arrival, orientation, beginning of term, end of term, graduation [specify details]
· Staff: orientation, beginning of term, end of term, graduation [specify details]
· Stakeholders: (specify regular reports, ad hoc reporting such as crisis management, etc)
3.4. Approval Process
· Draft communication prepared by [specify relevant staff member.]
· Content checked for accuracy and compliance by [specify manager].
· Final approval by designated authority [e.g., Academic Manager, Director of Studies, CEO].
· Approved version logged in the Communication Register.
3.5. Dissemination Process
· Select appropriate channel(s) based on audience.
· Disseminate information using approved template or format [state location of approved templates or formats)]
· Confirm receipt where required [e.g., student acknowledgements, staff sign-off in training records].
· Archive copies of communications for audit and review purposes.
3.6. Monitoring and Review
· Quarterly review of communication systems and practices by management.
· Feedback mechanisms for staff and students [e.g., surveys, focus groups].
· Annual review of this policy and procedure to ensure compliance quality and compliance requirements [state who will review the policy)]
3.7. Records and Evidence
· Communication Register (log of disseminated information, dates, and channels)
· Copies of emails, newsletters, announcements, policy updates
· Staff training records and student acknowledgements
· Website screenshots or LMS announcements
4. Related Documents
for example:
· Privacy and Confidentiality Policy
· Staff Handbook
· Student Handbook
· Complaints and Appeals Policy
· Emergency and Critical Incident Polic
· NEAS Quality Framework
· Government policies
5. Version Control
· Policy Owner: [Insert Role, e.g., Director of Studies]
· Date of Implementation: [Insert Date]
· Date of Review: [Insert Date]
· Version: [Insert Version Number]
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