High School Communication Plan

Creating a comprehensive, simple-to-use, and ready-to-implement High School
Communication Plan requires a blend of clarity, structure, and adaptability. The plan will be
outlined in a format that includes tables for easy reference. Note that this plan can be
adapted to fit the specific needs of different high schools.

High School Communication Plan

Objective: To enhance communication effectiveness among students, parents, teachers,
and staff, ensuring that all parties are well-informed and engaged.

1. Communication Goals and Objectives

Goal Objective

Enhance Parent Engagement Increase parent participation in school
events by 30%

Improve Internal Communication Ensure staff receives all important
updates in a timely manner

Foster Student Involvement Enhance student awareness of

extracurricular activities and important
deadlines

2. Stakeholder Identification



Stakeholder Group Communication Needs

Students Academic updates, extracurricular

activities, important dates

Parents Progress reports, event notifications,
parent-teacher meetings

Teachers Professional development opportunities,

administrative updates

Staff Policy changes, operational updates

3. Communication Channels

Audience Channel Frequency
Students School app, Daily/Weekly
announcements, social
media
Parents Email newsletters, SMS Weekly/Monthly

alerts, parent portal

Teachers Internal email, staff As needed

meetings, bulletin board

Staff Email, intranet, staff Weekly/As needed
meetings

4. Content Plan



Month

January

February

March

5. Roles and Responsibilities

Role

Communication Officer

Social Media Manager

Parent Liaison

6. Feedback and Evaluation

Key Messages

Semester start dates,

club recruitment

Parent-teacher
conferences, sports

events

Spring break information,
exam schedules

Responsibility

Oversee the
communication plan,

content creation

Update and monitor

social media channels

Coordinate parent

engagement activities

Channel

School app, newsletters

Email, SMS alerts

Announcements, parent
portal

Person/Department

Jane Doe

John Smith

Emily Johnson

e Mechanism: Online surveys, suggestion boxes, feedback forms.

¢ Frequency: After major events, end of each semester.

» Evaluation Metrics: Participation rates, survey responses, engagement levels.

7. Emergency Communication Protocol

¢ Immediate Notification System: Automated SMS and email alerts.



» Designated Information Channels: School website, social media.
« Contact Point: School office, designated emergency number.

8. Plan Review and Adaptation

« Review Schedule: Bi-annually.
» Adaptation Process: Based on feedback, changes in technology, and stakeholder

needs.
This High School Communication Plan is designed to be straightforward yet comprehensive,
ensuring that all stakeholders are kept informed and engaged. It's adaptable to the specific
needs of any high school and lays the foundation for a strong, communicative educational
environment.



