Communication Team Meeting Minutes
November 18, 2013
1:30pm
Present:  Jim Hamm, Garrick Ratliff, Jamey Johnson, Tracy Teegarden, Christy Graves, Janice Gifford, Becky Schalch, and Ann Grause.

1. Every member present at the communication meeting introduced themselves.  Mr. Hamm, Kentucky Department (KDE), introduced Becky Schalch and Janice Gifford were elected as the certified teacher members for the committee, and Ann Grause elected as classified member for the committee.    

2. Mr. Ham, KDE, disbursed copies of the Robertson County School District communication plan to members.  An overview of communication plan was discussed and the importance of this plan.  Such items as “what makes Robertson County School District unique” and “what sells this school” were discussed. 

3. Tracy Teegarden was named secretary of the communication team meeting and will be responsible for minutes of meetings.  Anyone who cannot be present at meetings will receive copies of minutes disturbed via email to committee members so everyone is informed of discussions held.

4. Committee held discussion regarding upcoming Board meeting on 11/18/13 at 6:30pm.  A lot of changes have been occurring within our school system along with the upcoming retirement of Superintendent.  Employees may come to the communication team members for questions and answers regarding items discussed at board meetings.  

5. Committee held discussion of some internal communication needs such as having methods in place and getting messages across to administration, teachers, and staff in an effective manner.   Mr. Hamm discussed the importance of our district developing procedures for administration, teachers, and staff to utilize.  The use of email as a means of communication was discussed.  To inform staff of what occurs at Board meetings, Tracy Teegarden, will be responsible for distributing “Board Meeting Highlights” preferably by the afternoon following the Board meeting, and Board meeting minutes will be distributed to faculty and staff via email as soon as they become available.

6. Committee held discussion of some external communication needs such as developing methods and getting messages across to the parents, public, and community members in a more effective manner.  Diana Wells has started doing a community calendar again to help get announcements across to people in school and community.  A suggestion made by Mr. Hamm would be to develop a school brochure to have available in school office and central office showing what our school has to offer.  Ann Grause who currently distributes a daily bulletin to staff via email could set up a parent email contact list and email a daily bulletin to interested parents.  A note will be sent home with students for interested parents to complete if they would like to receive the daily bulletin via email. Discussion was held about the process of getting a new web hosting vendor for our district website.  One that is user friendly with the capability of having staff and teacher pages to posts assignments and messages is desired.  A procedure needs to be developed for the use of the website and what is allowable on the website.  Such things as having someone responsible for updating the district website every Monday morning is important.  Professional developments will need to be scheduled to train staff how to use and update the new website.  Discussion was held about the difficulty to get media releases posted in the local newspaper.  The newspaper will be contacted to discuss how our district plans to have more media releases sent to the paper, and see if there will be any problems with this.

7. The communication team developed a regular meeting calendar stating that they will meet every two weeks on a Tuesday at 1:30pm.  The next meeting will be on December 3, 2013 at 1:30pm.  

8. Discussion was held on the need for an organizational chart to be developed showing clarifying the district flow of information and staff responsibility for communication.  Mr. Hamm will help develop this.  Tracy Teegarden would like to get the communication plan and organizational chart inserted into the district employee handbook.  She will work with Superintendent to get this accomplished.  

9. With no other issues to discuss, the meeting was adjourned. 



