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Communicate from the inside, out

Builds trust with staff

Staff can be your best PR team

If information is not shared, staff will
create their own story

Creates positive culture/good morale

Hierarchy of trust with
parents/community



Consistent communications w/staff
Newsletters
Staff Meetings
Board Updates

Harrisonville Schools Staff Newsletter - Take Five

Set expectations for staff
New Teacher/Secretary Training
Rule of 3
Key Messages
Use of Social Media (professional & personal)
Email

Harrisonville Schools Communications Expectations for Staff

Communicate from the inside, out

https://docs.google.com/document/d/1tFTqag3HtuTu2SNIpvdQHO3Q4YgD1MFC0V3wdbsv8Bo/edit?usp=sharing
https://docs.google.com/document/d/18q6P9dl5QhdMMv5e7UM5ByRVJ8pQe4wgWP_vhQV_Do4/edit?usp=sharing


Choose one external communications method 
& do it well

Newsletter Best Practices
Regularly distribute
Consistent information
Include the “why”
Post in multiple places - send via email, post on website & social media

Facebook/Instagram Best Practices
Post at least 2-3 times per week at “best” time
Use images or video
Pro Tips: Be social, humanize your staff, use branded graphics

Keep It Simple/Know Your Strengths



But how do I get content/have time?
Everytime you’re in a building/at event,

      take a few photos
Find PR rockstars to help
Schedule Facebook/IG at one time
Use students
Set expectations w/families, community 

      re: social media
Turn Messaging Off - Email/Phone 

             as expected way to contact school
Ongoing work on newsletter

Keep It Simple/Know Your Strengths



Plan opportunities to listen
One-on-one/small group
Surveys

Informal, Formal
Car rider line
Advisory groups

For Staff
Listening Posts
Rounding

When you take action on something 
         you heard, tell people

Listen



Develop Your Message/Tell Your Story

What are your district’s key
messages?
Ensure the key messages are
evident/included in your
communications
Use key messages for all “big”
initiatives, events
Get your staff on board 



Be proactive with “bad” news

Today, there is no hiding the flaws -- as noted, tell your story, or
someone else will
Fill your bucket all the time (see previous slides)
Transparency is vital
In crisis, communicate often as info is available with those who need
to know

Develop Holding Statements/Key Messages
You can apologize for the situation & admit mistakes

Be human
“Admire & Acquire” crisis communications templates, letters, phrases
Ensure everyone knows their role/back-up, know who you can call for
help



Be proactive with “bad” news

Alert, Inform, Reassure
Student safety is our top priority.
Contact me with questions, concerns
We follow our board policy.
We cannot comment on specific situations, but our discipline
policy states that…..
We are aware of the situation. We have activated our crisis
response team. We’ll update you as soon as we have more info

Harrisonville Schools Emergency Communications Plan

https://docs.google.com/document/d/1LmtvbAvUJHQ_M2ECunItuIX1dk7AdqQXK9dH4p-I8xY/edit?usp=sharing


Be strategic

Plan your communication for
effectiveness, success
Start small - event/change
communication plans
Note Key Messages
RPIE

Research
Plan
Implement
Evaluate

Harrisonville Schools Comms Planning Template

https://docs.google.com/document/d/1W9rViCCO7AYRKv12FPL95WbT3IlsmYmWV9jD_umYmu8/edit?usp=sharing


Use PR rockstars - students, staff
Use Data
Use Facebook Strategically - only positive 

Targeted messaging for potentially controversial info
Humanize Your Staff 
Use Your Resources
Reuse/recycle content on multiple platforms
Repeat information 

A few reminders...



DOUBLE BONUS TIP: ChatGPT is your friend.

Writing Facebook posts
Editing email to families for clarity or tone
Thought Partner - Brainstorming
Summarizing survey responses

Always edit everything to ensure the district “voice” is maintained.



In Summary...

Inside-Out Communications
Keep It Simple & Know Your Strengths
Incorporate Listening
Develop Your Message/Tell Your Story
Be Proactive (especially with bad news)
Be Strategic
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