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It’s about TIME

•  Communication takes time,
but as an educational leader
communication is your
primary responsibility. You
must make the time to be
available and to actively
listen to staff  comments,
ideas, and concerns.

• Formalizing systems for
communicating with staff
(handbook, regular bulletin,
personal contacts) will maximize
effective use of  your time.

• A significant amount of time
should be set aside to develop
a handbook if  you are starting
from  scratch. Be sure to add
the extra time necessary for
your secretary to produce the
handbook, once it’s designed.

Potential COSTS

•  There are no significant costs
except for the initial printing
of  the Staff  Handbook. We
estimate $10 per staff  member
for printing and materials.

Organizing Staff
Communications

Why go this route?

A clear, complete, coordinated system for communicating to all

staff  will set the tone of  an organized, well-run school because

• Clear values, expectations and procedures will be consistently
communicated to all staff.

• New staff  can understand and adjust to the culture of  the
building more easily.

• Routine tasks can be completed efficiently when everyone is
regularly reminded of  building goals, procedures and timelines.

• Staff  has more trust in the building leadership when information
is shared honestly and promptly.

You’ll know you’ve arrived when…

You achieve these unit tests of  effective communication systems

referenced in Elaine McEwan’s book 7 Steps to Effective Instructional

Leadership (2003):

• Principal and staff  routinely use 2-way communication to
address the standards and improvement goals of  the school.

• Principal  is available for informal encounters with all staff.

• A clear, complete and useful Staff  Handbook is published and
used by all staff.

• A regular staff  bulletin is given to all staff  at least each week.

• Staff  meetings are reserved for celebrating success,
professional sharing, and group decision making.
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1 Identify which elements of  a comprehensive communication
system you already have:

a.   STAFF HANDBOOK See Process One (and inserts A-F)

b.   STAFF BULLETIN See Process Two (and inserts G and H)

c.   PRO-ACTIVE CULTURE OF COMMUNICATION
See Process Three (and inserts I and J)

2 Work on those you don’t have, one at a time, probably in a-b-c order.

We’ve included three step-by-step processes in this packet, one for each element.
Work through the one you’ve chosen with reference to the inserts and samples
relevant to each step. Then consider moving on to the next one.

    3 Set aside the time you need for on-going maintenance of the system.

Once the elements of your system are operational, they need regular attention, and
only the building leader can hold the system steady for others to use. This means
you should do the following:

• Schedule time each week to compose/complete the staff  bulletin.

• Protect time each week for the building secretary to pull together the
staff  bulletin, make copies and distribute them to staff  mailboxes.

• Start a Faculty Advisory Team to meet bi-weekly to share concerns
and plan for staff  meetings.

• Schedule staff  meetings on the master calendar and post topics
(with the assistance of  the Faculty Advisory Team) at least a month
in advance.

• Establish an “open door” policy with staff, and check periodically to
see how well you’re doing.  Make a note to yourself  (on your monthly
to-do list, if  you’re using MI-Map Packet 1:4 “Organizing the School
Year”) to periodically check staff’s perception of  how well you’re doing
at “Keeping your doors open.”

• Schedule grade-level meeting times, and plan a rotation that allows
you to attend each meeting at least once a month.

• Plan a schedule for discussing a school improvement goal or some
aspect of  standards at each staff  meeting. Keep it brief  and interactive.

The Process

A step-by-step guide to

developing a communication

system for staff

NOTE: Steps marked with a 

are accompanied by one or more

inserts, included in this packet.



Getting more mileage from
organizing staff communications

How organizing staff  communications benefits your

school  in regards to the following initiatives:

No Child Left Behind Act (NCLB)

• The responsibility and accountability of  all staff  is
accelerated under NCLB. From the first time a school
is identified for improvement, consultation with the staff
is required in developing the school plan for improvement.
If  a school continues to fail to make AYP, all staff  is at risk
for transfer or job loss. (K-12 Principals’ Guide to No Child
Left Behind, 2003 NASSP)

NCLB is the law; the principal must embrace it and
communicate its meaning to staff.

Education YES!

• The principal communicates the school’s shared vision,
and works with staff  to improve student achievement,
but the staff  is responsible for learning in their classrooms.
The staff  must know the Grade Level Content Expectations,
understand the grade-level curriculum and manage
instructional activities to maximize the achievement of
all their students. Staff  must have all the information
possible and the time necessary to teach their students.

MI-Plan

• Step 1, pages 1-10 (Assess Readiness to Benefit)
includes the principal contacting district staff, increasing
staff  awareness and putting together a School Improvement
Team/Steering Committee.



Books

The Principal’s Book of  Lists

Ramsey, John Wiley & Sons. 2002.

This information source is packed

with the most used and useful lists

available to help Principals work

smarter and faster in many aspects

of the job as a school administrator.

People

Specialists

Most Intermediate School Districts
have a specialist working with
schools on school improvement
in their service areas.

Coaches

The Alliance for Building Capacity
in Schools website lists coaches
whose training has been provided
by Michigan State University and
supported by the Michigan Department
of  Education. Some are active in
school improvement implementation
in Michigan schools. Please visit:

www.abcscoaches.org

Primary Author for
this MI-Map Packet

Ron Collins
Partner Educator
Office of  School Improvement

MI-Map Coordinator/Editor

Joann Neuroth
Changing Horses
neurothj@aol.com

For more information, contact

Office of  School Improvement
Michigan Department of  Education
517/241-4285

Resources

Associations

National Association of
Elementary School Principals
http://www.naesp.org

National Association of
Secondary School Principals
http://www.nassp.org

Association of  Supervision
and Curriculum Development
http://www.ascd.org

Office of  School Improvement

www.michigan.gov/mde
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