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Expand Team
To help tell your story
To help further your reach

Build Trust
Staff first in all communications
Positive staff culture

Why is internal comms 
so important?



Set Expectations
Stay informed, up-to-date



Speak only in positive terms of the school, 

teachers, students, etc. (Rule of 3)



Maintain confidentiality



Show pride in your job and your school



Avoid rumors and gossip







Take Five
Five  Items

KDS Format
Thursday Morning

#5 = Weekly Comms Tip

Affton Insider
5 Things You Need to Know
Sunday Evening
Video from the Sup't
Weekly & Upcoming Events

Newsletters

https://docs.google.com/document/d/1jSXN7CPBI_XRdqF0sTwqYKYhejLFk2tSo6wAZVwZudw/edit?usp=sharing
https://www.smore.com/jvp6be


Additional Internal Comms Tools
Board Brief/Board of Education Summary



Closed Staff Facebook Group



Staff Area on Website/Intranet








Use Your Rockstars
Digital Media Coordinators
Communications Liaisons

Training
New Teachers & Administrators
Secretaries/Front Line
Communications Manual

Encourage Participation by All
What's Great Today
Dates & Events Monthly Email

Building A Team

Social Media Use
Parent-Teacher Conferences

https://drive.google.com/file/d/1iN2JO9UY_5uIOmJbVww3pn-sHfCoGMBM/view?usp=share_link
https://docs.google.com/document/d/1ty4RLYJ8Mh77QjL89uT28dQ3qs7W6dZjHNYvBHTd7E0/edit?usp=share_link
https://forms.gle/XDPtu6bTNVgFcfym6
https://drive.google.com/file/d/10k0WU_bIF8oqk7k7igdeltMzraZXJ6KS/view?usp=share_link


Building A Team: Principals
Monthly Meetings



Use Communication Planning Template



Share Building Communications Guidebook



Give them content to share w/staff




https://docs.google.com/document/d/10a1MlnnXkBmxkLwB7t_ybNjzdJGfvUO1Uyh16wDeGF0/edit?usp=share_link
https://docs.google.com/document/d/1t5NjBw-XSYafLFT1zEwCTodsFkfMxfguBNzB5lTXh08/edit?usp=sharing


Listenting Posts
After School Chats
Conversations with

superintendent on any
topic; Listening Posts were

1-on-1 & scheduled

Rounding
One-on-one conversations

with staff members by
Cabinet. Established set of
questions.  Share feedback

& action steps Surveys
Annual

engagement/satisfaction
surveys, with results

shared.
Affton

Harrisonville

Listening/Feedback

https://drive.google.com/file/d/163jX-jUbzOHC67QVz_U22OIbYVYZbkJm/view?usp=share_link
https://docs.google.com/forms/d/e/1FAIpQLSdtGr0XVDYXrDJkawO6X6e7yo__I5eBwQFDuyLKWIrcLDjoQQ/viewform?usp=share_link


Recognize Their Efforts

Shout Outs/Emails
From Rounding, Family

Communications Survey,
Social Media Comments

Awards
Video Virtuoso

Facebook Phenom
Picture Perfect

ICYMI
Media alerts with credit for

the staff member who
brought the story idea

Kudos/Compliments
Ongoing staff recognition

program. All nominees
honored monthly.

Kudos to Cats
Cougar Compliment

https://www.harrisonvilleschools.org/domain/365
https://www.afftonschools.net/page/cougar-compliment


Additional Tips
Ask Staff to Share Important Facebook Posts

**Job Postings
**Announcements



Get Out into Buildings - Be Visible
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