	Timberlane Action Plan                            Communication and Climate Subcommittee   

	Goal 1. 
In order to improve district-wide communications, an internal flowchart will be established to ensure the accuracy, consistency and timeliness of information to all stakeholders.  Effectiveness of the flowchart will be measured by a survey of administrators and staff, resulting in a favorable response by at least 80% of respondents.

	
	Activity/ Strategy
	Intended Outcomes
	Measurement of Success
	Goal Alignment
	Progress Notes

	1.1

	Evaluate current communication practices in and between schools and the SAU for various information types.
Evaluate current forms used for district processes and the procedures used for updating and cataloging forms. 

	Identify current standard of operation for informing employees of district policies, central office and building based initiatives, decisions, etc. 
Identify ineffective means of communication paired with varied information types. 
Identify effective means of communication paired with various information types.
Identify employee knowledge and use of available communication methods and tech tools. 
Identify district forms matched to processes.


	Obtained relevant information related to standard of operation. 
Bulleted lists of effective and ineffective means of communication paired with varied information types. 
Measure of employee knowledge and use of communication methods and tech tools.
System for updating forms. 
	School Board Goal 4. 
	12/4 Survey under final review of SLT to establish a baseline of personnel’s knowledge and satisfaction with District Technology, communication, and re-organization.
Identify and evaluate current standard of operation for informing staff of policies, and central office/building based initiatives, decisions, etc.

	1.2

	Create a district-wide template for meeting minutes that includes Action Items.
Create a transparent system for making those minutes available to appropriate committee members.
Build capacity of Administration and Staff in the use of Google Docs.

	Consistent format for documenting information with Action Items clearly identified.
Determine a protocol for disseminating meeting minutes to committee members including timelines.
Determine a consistent and easily accessible location and organizational system for posting meeting minutes using SharePoint. 
Increase understanding of Google Docs as a tool for collaboration and communication. 

	Creation of the template.
Meeting minutes are consistently distributed and posted to a predetermined location for access by committee members. 
Locations for posting
Informational sessions for Administration and staff in the use of Google Docs. 
	School Board Goal 4.
	11/20 District Wide Meeting Minutes Template is approved.  
12/11 Submit to SLT: 
Universal Norms; committee member roles
Action: Communicate to employees. 
Share Point –has been established as the system for storing district information including forms, policies, committee mtg mins, etc. 
Next steps: Determine location (s) and organization for cataloging meeting minutes.
Beginning 7/2013 Google Docs trainings and information sessions have occurred throughout the district. 
Staff and Admin have self-initiated use of Google Docs.  
All district employees have @gapps accounts.

	1.3
	Identify the organizational structure of the district in order to establish an organizational chart which communicates the purpose and membership. 
Identify district and building based committees, membership and purpose. 
	Avoid duplication and overlap of work force. 
Streamline meetings
Improve communications
Eliminate wasted time of committees and membership
	List of district and building based committees with membership and purpose articulated. 
Survey employees satisfaction 
	School Board Goal 4.
	Continue to gather organizational frameworks from district stakeholders.
12/4 Survey under final review of SLT (See 1.1)
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	Goal 2. 
In order to improve district-wide communication, a calendar system will be developed for the purpose of coordinating; annual professional development, assessment, school and district meetings, committee meetings, and school level events.  Effectiveness will be measured by a survey of administrators and staff, resulting in a favorable response by at least 80% of respondents.

	
	Activity/Strategy
	Intended Outcomes
	Measurement of Success
	Goal Alignment
	Progress Notes

	2.1
	Identify universal calendar for district public and internal posting.
	Consistency in communicating district events.
Avoid use of multiple calendars.

	Universal calendar.


	School Board Goal 4.
	District Google Calendar as universal calendar for public calendar of events for district and building posting.
Outlook will remain personal planner for scheduling and inviting attendees.
Informational Screencast is of Outlook Calendar is ready to be disseminated to employees. 
SharePoint is utilized for internal calendar of events.

	2.2
	Identify personnel responsible for add/editing/deleting events on public and internal calendars.
	Coordinate Assessment Calendars  with blackout periods
Coordinate committee calendars
Coordinate Professional Development Calendars and allow for advanced notice of trainings
Coordinate School and District Events
	An articulated calendar process that provides information related to Assessments, Professional Development, and school and district events
	School Board Goal 4.
	Designated personnel are trained to populate calendars using a standard format. 

	2.3
	Create a protocol, with time lines that will articulate who adds information to calendars, and how they are shared and made public



	Avoid overlap and duplication of efforts
Ensure accuracy of information
	An articulated process for calendar creation and sharing
Survey to identify satisfaction with new calendars. 
	School Board Goal 4.
Strategic Plan Goal 5.
	Flow chart that includes designate personnel and timelines for populating calendars requires SLT review and support.
Calendar categories/color codes to be re-evaluated for clarity.






