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META

Schools and education-based businesses can benefit from 
outlining their stakeholders and setting a clear communication 
plan for how to reach them. 

Here’s how.
All types of schools require effective, clear communication 
strategies. Without clear communication, your reputation can 
suffer and with that, you can experience lessening community 
support.

Schools have many stakeholders, each requiring varying 
information. Without a plan, you might leave some of your 
stakeholders in the lurch without valuable information. Here’s 
a look at the varying parties you might answer to with your 
communication plan.

	● Students
	● Parents
	● Teachers and staff
	● Unions, when applicable
	● Policymakers
	● Community/taxpayers
	● Trustees/school board members for private schools
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What Is a School 
Communication Plan?
Education plans help provide an outline of what you 
communicate, to who and when. Within your plan, 
you’ll also outline the best channels for reaching your 
stakeholders and address how to handle issues that 
arise. 

A major goal of creating a communication plan is to 
keep your audience engaged. You want parents to be 
involved in their child’s education. Taxpayers need to 
vote for levies. Students need to know about events 
and projects.

When drafting your communication plan, you can 
view it like a map. Without it, stakeholders will 
aimlessly wander without a clear direction of their best 
next steps. But with it, stakeholders, including your 
teachers and staff, will know where to go and when.

3

https://newlightdigital.com/


Building and Executing an Effective 
Communication Plan for Your School

4

Benefits a School Communication Plan 
Can Deliver
Outlining a communication plan requires some heavy lifting. So as you 
face scrutiny for taking the time to engage in this activity, consider the 
benefits you can experience from regular, consistent communication.

Mission Fulfillment
Most schools have a mission of delivering a high-quality education in a 
safe environment for youth. But to do that, you have to keep everyone 
informed. 

Your mission statement should govern all that you do and fulfilling it 
should be a primary goal for your leadership team. Therefore, if you’re 
getting pushback on creating a communication plan, go back to your 
mission statement and demonstrate the value you’re bringing to the 
mission.
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Unification
One department or team might have one idea for how to communicate 
with parents and stakeholders, while other departments or teams 
have another. By putting it all in writing, you unify your teams around 
one plan.

And by unifying teams, you’ll also improve the experience your 
stakeholders have with your school. Right now, parents might get 
messages from various departments on various days. It’s hard to keep 
track of everything and their students feel the same way. 
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But with one central communication strategy, they can have a single 
frame of reference and reduce information overwhelm and fatigue. It 
also ensures that your various teams and departments are all saying 
the same thing so that the fliers teachers send home with students 
match what the parent already received via email.

Better Use of School Resources
Without a communication plan, it can feel like every teacher is in 
charge of reaching every parent. And getting to the parent through 
the student isn’t always a reliable method, especially for primary 
schools. 

Likewise, your principal and superintendent might feel like the 
weight of communicating with taxpayers, the community, boards, 
trustees and more rests solely on them. But in reality, these roles are 
shared and best done by a central team that oversees stakeholder 
communication.
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And when you centralize communication, 
you use school resources more efficiently 
because every teacher isn’t having to draft 
the message, put it out there and hope that 
it lands well with the recipient. Instead, a 
core communication team handles the 
communication and takes tips and insights 
from all departments to create simpler, 
cleaner and clearer messaging.
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You’ll Have Data to Measure Success
With an as-needed or ad-hoc communication strategy, you might have 
metrics in various systems or even be using systems that don’t provide 
granular information about engagement with your communication.

But with a clear plan in place and the necessary tools to complete 
that plan, you’ll have everything you need to ensure you’re meeting 
your goals. To do that, you have to outline your goals, which is a part 
of building a communication strategy.
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Improved Stakeholder Experience
By coordinating efforts and outlining whose role it is to communicate 
with who, you can improve the stakeholder experience. They’ll 
receive timely communication and follow-ups as needed to know 
their role and how they can help your school. They won’t feel like they 
are scrambling anymore or need to call your school for information 
regularly.
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Steps to Creating a School 
Communication Plan
Armed with a clear understanding of what a school communication 
plan is and who benefits from it, you’re ready to start the process of 
outlining how, when and why you’ll communicate with stakeholders.

Outline the Plan’s Purpose
In this section, you’ll want to include a high-level summary of why 
you’re putting a communication plan in place. This will be brief, but it 
will also outline specifics for why you’re doing what you’re doing.

Some reasons schools list for creating a communication strategy 
include the following.
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Market the school Outline back-to-school events

Communicate school closures or schedule adjustments

Add social media Enhance the school’s online reputation

Increase parent and community participation

Engage leaders or unions Outline a crisis communication plan

Communicate change in school policy or boundaries
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Research and Analysis
Take some time to review how you’ve been handling communication. 
Outline what’s working and what isn’t. Include some outside research, 
such as best practices for school communication.

You might also survey your stakeholders to learn how well-informed 
they feel or if they feel they are missing crucial information. Focus 
groups can help you dig in a little deeper to learn more about parental 
pain points or why your school board is concerned. However, focus 
groups also often include expenses to bring in a neutral third party to 
lead them.
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Detail a Situational Analysis
Now that you know your current state, outline how it works and where 
it has gaps. This will make it clear why you’re making a change to your 
communication.
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Detail Who Your Audience Is
Your audience will likely have many segments, including the 
stakeholders listed above. This should include stakeholders that will 
be directly impacted by this plan, especially employees and teachers.

Outline what you want your audience to have a better understanding 
of once this plan is in place.
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Outline Your Objectives04
Make it clear what you hope to 
gain by engaging in this new 
communication strategy. Generally, 
this should include 3-5 goals or 
objectives that are measurable, 
such as an increase on the parental 
survey from a 6 on a 10 scale to an 8 
for effective communication. Or a 10 
percent reduction in parent phone 
calls about special events or field 
trips.

Explain the Communication Channels 
You’ll Use

Digital communication has opened the door for many new 
communication methods. But with that comes some challenges in 
knowing who is in charge of what and what messages are appropriate 
for each channel.
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Website Social media
(ads and organic) Local media

Fliers School calendars Signage

News releases Parent meetings Emails

Text
messages

Board 
meetings

Parent 
meetings

Staff 
meetings

Outline what types of content are appropriate for each of your 
communication channels so that it’s easier to act.

In this section, you also want to detail who has access to these channels 
and is ultimately responsible for sharing information. Include details 
about deadlines for information to be shared within newsletters or 
other timely communication or expected turnaround times for urgent 
communication.

Taking the time to outline your primary communication channels will 
help you manage this process better. Some channels that schools 
have available to them include:

Evaluation Criteria
Outline how you’ll measure success. This will tell you whether your plan 
did all that you hoped it would or if you have room for improvement 
when reviewing the plan the following school year. 

Always remember to keep evaluation criteria measurable as you won’t 
know whether you were successful if you don’t state what constitutes 
success.
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Communication Planning and 
Assistance

Building a communication strategy is challenging 
no matter the type of organization you oversee. But 
because schools and education-based businesses 
often have a host of stakeholders, it’s even more 
challenging. 

New Light Digital is a skilled digital marketing and 
communication agency with experts on the team 
ready to help make your communication strategy 
a success. We can help you evaluate your existing 
communication methods and build a strategy that 
engages stakeholders and simplifies your workload. 
Schedule a free consultation now.

CONTACT US

Connecting Systems for the Optimal Communication 
Experience for Insurance Customers

https://newlightdigital.com/
https://newlightdigital.com/request-a-free-quote/

