Scrum Master Project Communication Plan

Effective communication is pivotal for the success of any Scrum project. This
communication plan is designed for Scrum Masters to streamline interactions within their
teams and with stakeholders, ensuring clarity, efficiency, and continuous improvement.

Communication Objectives

1. Ensure Transparency: Provide clear visibility into project progress, challenges, and
changes.

2. Promote Collaboration: Foster a collaborative environment for team members and
stakeholders.

3. Facilitate Quick Decision-Making: Enable swift resolution of issues and decision-
making processes.

4. Support Continuous Improvement: Gather feedback for iterative enhancement of
processes and products.

Communication Channels and Tools



Channel/Tool

Daily Stand-up

Sprint Planning

Meeting

Sprint Review

Sprint
Retrospective

Backlog Grooming

Impromptu
Discussions

Stakeholder
Meetings

Email/Chat Tools

Purpose

Track progress
and obstacles

Plan the

upcoming sprint

Review work

done in the sprint

Reflect and
improve
processes

Prioritize and
refine backlog

Address
immediate
concerns

Update and
gather feedback

Day-to-day

communication

Frequency
Daily
Bi-weekly

End of Sprint

End of Sprint

Weekly

As needed

Monthly

Ongoing

Participants

Scrum Team

Scrum Team,

Product Owner

Scrum Team,
Stakeholders

Scrum Team

Scrum Team,
Product Owner

Relevant Team

Members

Stakeholders,

Scrum Master

All Participants

Communication Plan Implementation

1. Daily Stand-up

¢ Duration: 15 minutes
* Format: In-person/Video Call
* Agenda: What was done yesterday, plans for today, any impediments.

2. Sprint Planning Meeting



e Duration: 2-4 hours
¢ Format: In-person/Video Call
* Agenda: Select items from the backlog, define sprint goal, estimate tasks.

3. Sprint Review

¢ Duration: 1-2 hours
¢ Format: In-person/Video Call
* Agenda: Demonstrate completed work, gather feedback, discuss next steps.

4. Sprint Retrospective

¢ Duration: 1 hour

¢ Format: In-person/Video Call

e Agenda: Discuss what went well, what could be improved, and action plans for
improvements.

5. Backlog Grooming

¢ Duration: 1 hour
¢ Format: In-person/Video Call
* Agenda: Refine and prioritize backlog items, clarify requirements.

6. Stakeholder Meetings

¢ Duration: 1 hour
* Format: In-person/Video Call
» Agenda: Update on progress, discuss feedback and expectations.

Key Performance Indicators (KPIs)

e Sprint Burndown Chart: Track the completion of tasks during a sprint.

¢ Velocity Chart: Measure the amount of work completed from sprint to sprint.
¢ Feedback Turnaround Time: Time taken to implement stakeholder feedback.
» Sprint Goal Success Rate: Percentage of sprints where goals were met.

Feedback and Continuous Improvement

* Retrospective Action Items Tracking: Follow-up on improvement actions identified in
retrospectives.

e Stakeholder Satisfaction Surveys: Regular surveys to gather feedback from
stakeholders.

¢ Team Health Checkups: Periodic assessments of team morale and workload.

This Scrum Master Project Communication Plan serves as a comprehensive guide to ensure

effective and efficient communication within Scrum teams and with stakeholders. By

following this plan, Scrum Masters can facilitate a more collaborative, transparent, and

continuously improving project environment



