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INTRODUCTION 

The School newsletter is the most essential communication link between the school and the 
wider community. It is imperative that the newsletter is accurate, informative and contains 
information that will mutually benefit both school and community members.  

AIMS  

• To positively promote the school, its activities, and the students. 
• To inform the community with information which is relevant and up-to-date.  
• To provide an advertising platform which may be of interest to the Silver Tree 

Community. 

IMPLEMENTATION 

The newsletter will be distributed by e-mail fortnightly on a Wednesday. 

The newsletter will be published by the Newsletter Coordinator, with all items for inclusion 
to be submitted by the Sunday prior to the newsletter being printed. The newsletter will be 
completed and ready to pass to the receptionist by 9am on Wednesday morning.  

The newsletter will be printed by the Receptionist and distributed in hard copy by 12:30pm to 
Kindergartens and before 3:30pm to Primary on the same day. 

A link to the newsletter on the website will be sent out to all current parents and those choosing to 
subscribe to the newsletter by Wednesday at 4:00pm. 

CONTENT 

Early Childhood Teachers (combined) will submit one article per fortnight, Primary Teachers 
will submit one article 2-3 times per term, according to the roster made up by Faculty and 
Specialist Teachers are to submit two articles per term unless it is German, in which case 
only one article per term is required. ‘Articles’ may include written content or just photos. 
The Newsletter Co-Ordinator, Community Development Officer or Head of School reserve 
the right to exclude or modify any submitted article, as he/she deems appropriate. 

ADVERTISING 

The School is approached by organisations, private enterprise, parents and fund-raisers to 
advertise their goods and services through our Newsletters.  

It is the policy of Silver Tree Steiner School to appraise each request on an individual basis 
and to reserve its sole prerogative in deciding what may or may not be advertised through 
the School Newsletter.   
As long as the advertisements do not clash with a School organised event, a one or two-line 
text advert will be published, for 2 newsletters only per term for: 

• The promotion of non-profit community functions or groups. 

• The promotion of local groups, clubs or events which are relevant to children’s 
activities.  

• Educational meetings or seminars deemed relevant and/or important to our 
School body for the promotion of Steiner Education.  

• Products and services offered or provided by a private enterprise run by parents 
of the School. 

• Fundraising for other community institutions. 
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Activities conducted on our School grounds organised by the School or the Parents and 
Friends activities or fundraising programs will be printed as per supplied leaflet. 

The School will not accept an advertisement if typesetting or reproduction incurs a cost to 
the School. 

PRIVACY 

How we protect e-mail addresses stored for the use of the newsletter distribution.  
We use security measures to protect against the loss, misuse and alteration of data used by our 
system. 

Sharing and Usage 
It is our policy not to share, sell, or rent individual personal information with anyone without advance 
permission or unless ordered by a court of law. Information submitted to us is only available to 
employees managing this information for purposes of contacting you or sending you emails based 
on your request for information and to contracted service providers for purposes of providing 
services relating to our communications with you. 

How can a receiver stop receiving the newsletter from us? 
The receiver is able to reply with an e-mail requesting to be taken off the distribution list. The receiver 
should expect this to happen within 48 hours during school operating times.  

Privacy within the context of the content of the newsletter 
When naming staff members or children currently at the school, first and surnames of staff members 
may be used, but only first names of children may appear in the newsletter. There will be no mention 
made of staff members extended family without the staff members express permission. 

Photographs 
Photographs may only be published of children whose parents have signed a media release. This data 
is recorded in School Pro and will be regularly checked against this data.  


