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School Plan – Guidelines and Process 
 
Preplanning: 

It is important to have clear roles for the planning team. Some questions to help guide the identification of roles 
that will assist in the process: 

• Who will be the point person to manage the logistics for the planning process?  
• Who will facilitate team meetings and exercises? 
• Who will actually write the plan? 
• How will we consult with a broad range of stakeholders from our school community in the development 

of the plan? 
• Who needs to approve the plan for it to be finalized?  

 
The enclosed guide will provide questions to facilitate improvement planning with your school community, as 
well as action steps for completing each section of the plan template and links to resources that school teams 
may consult as they engage in the action steps outlined in each step. 
 

Contents: 
School Improvement Plan – Guidelines and Process ......................................................................................................... 1 
I. Ready: Prepare for Planning ....................................................................................................................................... 2 

A. Profile and Plan Essentials ........................................................................................................................................ 2 
B. Steering Committee .................................................................................................................................................... 2 
C. Vision for Learning .................................................................................................................................................... 3 

II. Set: Complete a Needs Assessment .......................................................................................................................... 4 
A. Future Ready PA Index ............................................................................................................................................. 4 
B. Future Ready PA Academics ..................................................................................................................................... 4 
C. Related Academics ..................................................................................................................................................... 5 
D. Equity Considerations ................................................................................................................................................ 5 
E. Conditions for Leadership, Teaching and Learning ................................................................................................ 6 
F. Summary of Strengths and Concerns from the Needs Assessment .......................................................................... 6 

III. Go: Develop the Plan ................................................................................................................................................ 7 
A. Analyzing (Strengths and Concerns) ......................................................................................................................... 7 
B. Goal Setting ................................................................................................................................................................ 8 
C. Action Plan ............................................................................................................................................................... 10 
D. Action Plans ............................................................................................................................................................. 11 
E. Professional Development Steps .............................................................................................................................. 12 

IV. Plan Communications ............................................................................................................................................. 14 

 



P a g e  2 | 14 
 

I. Ready: Prepare for Planning 
 
A. Profile and Plan Essentials 
 
Steps to Complete this Section: 
1. Type the requested information into the space provided. 
2. Ensure that the information entered in the space provided matches information in the EdNA system. 

 
B. Steering Committee   
 
Establishing a committee inclusive of a diverse group of stakeholders is critical to the success of the school improvement 
plan process.  The Every Student Succeeds Act (ESSA) requires that this committee include the principal/chief school 
administrator and other school leaders, teachers, students (if a secondary school), parents/guardians and members of the 
community [ESSA §§ 1111(d)(1)(B) (CSI) and 1111(d)(2)(B)(ii) (TSI)].   
 
Steps to Complete this Section: 
1. Identify members for your school’s School Improvement 

Committee. 
2. Enter their names in the “Committee Members and Positions 

in School/ Community” table. 
 

 

 

Resource: 
Meaningful Local Engagement Under ESSA: A Handbook 
for LEA and School Leaders   
 
PDE highly encourages schools to make extra effort to engage 
representatives from underrepresented and historically 
marginalized stakeholder groups. It is important to include 
voices representing students with unique needs, students in 
low-income families, students with disabilities, students of 
color, English learners, migrant students, military-connected 
students, students who are homeless, foster youth, and students 
with trauma histories. 
 
Stakeholder Engagement Requirements for Schoolwide Title 
1 Plans (ESSA Part A, Section 1112 (d)(1) 

Indicator of Exemplary Planning: 
 

The School Improvement Committee is comprised of a diverse group of community members who are involved and 
invested in the school, programs, and outcomes for students (leadership, teachers, parents, students, community 

partners, LEA leadership or staff, governing board leadership or designee, elected officials, advocacy 
organizations). 

Guiding Questions for Schools: 
• Who will provide insight to understand the 

needs of our students and why our school 
has been designated for support and 
improvement? 

• Are there untapped stakeholder groups who 
are critical to engage in our improvement 
efforts? 

• Which stakeholders will bring a fresh 
perspective to our work? 

• How will we engage union leadership and 
union-represented educators and support 
staff? 

• How will we engage the School 
Improvement Committee in each phase of 
the cycle of improvement to ensure their 
voice is represented and they share 
responsibility for these efforts? 
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C. Vision for Learning 
 
Effective schools have a clear direction that informs the work of all staff.  Establishing an agreed-upon vision for the school 
is the first step in plan development.  The vision should embody the school community’s best thinking about teaching and 
learning.  A school needs to know where it wants to be in order to improve.  The vision provides all stakeholders with a 
common direction for growth, something that inspires them to continuously strive to better meet students’ needs.  
 
LEAs and/or schools may already have a vision statement that has been approved with the Comprehensive Plan. If so, build 
upon this established vision with specific focus on vision for student groups targeted for school improvement.  
 
Steps to Complete this Section: 
1. Facilitate a discussion about your school’s vision for 

students with your Steering Committee. 
2. Determine whether the school’s vision reflects current 

beliefs about teaching and learning and needs of students in 
the community you serve. 

3. If necessary, revise the vision statement to reflect the 
committee’s feedback. 

4. Type your agreed upon vision statement in the space 
provided. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Guiding Questions for Schools: 
• What is the school’s vision for teaching and 

learning? 
• What will students know and be able to 

demonstrate upon graduation from your school? 
• What values and beliefs are reflected in the 

vision statement? 
• Does the vision statement align with the needs 

of the community we serve? 
• How will we know if we achieved our vision?   

Indicator of Exemplary Planning: 
 

The vision should be stated in a concise, coherent, and bold statement that: 
• Specifically articulates a long-term vision and a measure of success for students;  
• Demonstrates compelling evidence of alignment to the most pressing school community needs and the school’s 

commitment to and passion for continuous improvement; and  
• Easily translates to both internal and external stakeholder groups, especially students. 
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II. Set: Complete a Needs Assessment 
 
Once the school vision is set, a needs assessment is conducted.  A needs assessment is a systematic process that is used to 
identify strengths and challenges within the context and constraints of the organization and dig deeper into root causes of 
these challenges.  The needs assessment goes beyond student data to include data on the prevalence of effective practices. 
It includes a thorough examination of practices, processes, and routines that impact teaching and learning. (Refer to the PA 
Essential Practices Toolkit to conduct this needs assessment process.) Through the needs assessment, the school should 
establish a deep understanding of the school’s context, including internal community (e.g., teachers, student groups) and 
external community (e.g., parents, local area, district) and how these internal and external factors impact achievement of 
your vision and attainment of your long-term goals for students. 

 
A. Future Ready PA Index 
 
Steps to Complete this Section: 
1. Review the Future Ready PA Index for your school. 
2. Type a response to the questions under the Review of the School Level Performance and Review of Grade Level(s) 

and Individual Student Group(s) sections. 
3. In the Summary section: 

a. Review the strengths listed previously and copy and paste 2-5 strengths which have had the most impact in 
your school’s efforts to improve student outcomes. 

b. Review the challenges listed previously and copy and paste 2-5 challenges which if improved would have the 
most impact in achieving your Future Ready PA index targets. 

 
 
 
 
 

B.  Future Ready PA Academics 
 
Steps to Complete this Section: 
1. Review other state-sponsored and local formative data sources in order to better understand your schools’ 

performance on the Future Ready PA Index metrics. 
2. For each content area: 

a. List the specific formative data source examined for each area and document your steering committee’s 
comments and notable observations for each data source.  

b. Identify the strengths which are most positively contributing to achievement of vision for learning and 
attainment of your Future Ready PA Index interim targets and could be leveraged in your efforts to improve 
upon your most pressing concerns. 

c. Identify which challenges noted in your analysis, if improved, would greatly impact your progress in achieving 
your vision for learning and attainment of your Future Ready PA Index interim targets in State Assessment 
Measures, On-Track Measures, or College and Career Measures? 

Guiding Questions for Schools: 
 
• What data will allow us to assess student academic achievement, student engagement and readiness to learn, 

instructional quality, and school climate? 
• Who will be responsible for collecting and organizing the data for the committee to use in the needs assessment? 
• Do we need support facilitating a comprehensive needs assessment? 

 

Resource: 
• Future Ready PA Index  
• School-level 2030 Goals and Interim Targets 



P a g e  5 | 14 
 

 
 
 
 

 
C. Related Academics 
 
Steps to Complete this Section: 
1. Review other state-sponsored and local formative data sources in order to better understand your schools’ 

performance in each content area. 
2. For each content area, list the specific formative data source examined for each area and document your steering 

committee’s comments and notable observations for each data source.  
3. In the Summary section: 

a. Review the comments and notable observations listed previously and identify the strengths that are most 
positively contributing to achievement of your mission, vision and Future Ready PA Index interim targets and 
could be leveraged in your efforts to improve upon your most pressing challenges. 

b. Review the comments and notable observations listed previously and identify which challenges noted in your 
analysis, if improved, would greatly impact your progress in achieving your mission, vision and Future Ready 
PA Index interim targets in State Assessment Measures, On-Track Measures, or College and Career Measures.  

 
D. Equity Considerations 
 
Steps to Complete this Section: 
1. In each Future Ready PA Index metric where your school noted that one or more student groups or grade levels is not 

currently meeting the interim target(s) or 2030 goal(s), examine other state-sponsored and local formative data sources 
in order to better understand the student group(s)’s needs.  

2. List the specific formative data source examined for each area and document your steering committee’s comments 
and notable observations for each data source.  

3. In the Summary section: 
o Review the comments and notable observations listed previously and identify the strengths that are most 

positively contributing to achievement of your mission, vision and Future Ready PA Index interim targets and 
could be leveraged in your efforts to improve upon your most pressing challenges. 

o Review the comments and notable observations listed previously and Identify which challenges noted in your 
analysis, if improved, would greatly impact your progress in achieving your mission, vision and Future Ready 
PA Index interim targets in State Assessment Measures, On-Track Measures, or College and Career Measures. 

 
Please note:  Older versions of word do not recognize Dropdown lists, the options that appear in this section are listed 
below. 

 

Resource: 
• Suggested Data Sources for Student Performance Data Section 
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E. Conditions for Leadership, Teaching and Learning 
 
Steps to Complete this Section: 
1. Complete the Essential Practices Self-Assessment with your steering committee. 
2. Once you have gathered your information place an x in column that best describes where your school is in 

implementing each Essential Practice (i.e., Not Yet Evident, Emerging, Operational or Exemplary).  
3. In the Summary section: 

a. With your vision and goals in mind, identify which essential practices are currently Operational or Exemplary 
and could be leveraged in your efforts to improve upon your most pressing challenges.  

b. With your vision in mind, identify which Essential Practices that are currently Not Yet Evident or Emerging 
that if improved, would greatly impact your progress in achieving your vision and type them in the rows under 
Challenges.  

 
 
 
 
 

 
F. Summary of Strengths and Concerns from the Needs Assessment 
 
Steps to Complete this Section: 
1. Examine the Summary of Strengths. Identify the strengths that are most prominent in contributing to achievement of 

your vision for learning by highlighting the strength(s). 
2. Examine the Summary of Challenges. Identify the challenges which are most pressing and if improved would have 

the most pronounced impact in achieving your vision for learning by highlighting the challenge(s). 
3. In the open text space provided, record any of the comments and notable observations made as your team worked 

through the needs assessment that stand out as important to the challenge(s) you highlighted for consideration in your 
school plan. 

 
  
 

 
 
 

Resources: 
• PA Essential Practices for Schools and their Communities Toolkit   
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III. Go: Develop the Plan 
 

A. Analyzing (Strengths and Concerns) 
 
Steps to Complete this Section: 
1. Copy and paste the challenges highlighted in the 

previous section into the first column under 
challenges. 

2. Select 2-4 challenges your school will adopt as your 
priorities for your school plan by typing Y in the 
column on the right. 

3. For each prioritized challenge, conduct a root cause 
analysis to identify the primary reason your school is 
experiencing the challenge. Type the hypothesized 
root cause in the text box under Discussion Points. 

4. Copy and paste the strengths highlighted in the 
previous section into the first column under strengths. 
Review the strengths your school marked for 
consideration in the school plans. In the space 
provided, identify how these strengths can be 
leveraged in your efforts to improve the prioritized 
challenges. 

5. For each prioritized challenge, write a priority 
statement to restate the primary root cause as an 
actionable statement.  Your priority statements should 
answer the questions in the gray box to the right. 
 

 
 

 
 
  

Guiding Questions for Schools: 
 
Identifying the root cause: 
• What are the potential root causes of gaps with 

performance goals or inequities? 
• What is the underlying cause(s), that if 

resolved, would improve our implementation 
of the prioritized essential practice, or improve 
student engagement and readiness to learn? 

 
Drafting priority statements: 
• What needs to change for us to resolve the 

primary root cause? 
o How do we need to change our practice, 

structure, or system to better support 
educators, students, parents/guardians, 
or our community?   

o What makes us think that changing in 
these ways will improve our progress 
toward achieving our vision and long-
term goals? 

Resources: 
• Prioritization Strategies Toolkit 
• Root Cause Toolkit (Fishbone Diagram; Five Whys)  
• Equity and Access Audit 
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B. Goal Setting 
 

An essential step in the planning process is to establish clear, measurable goals for each priority that will allow the school 
to track whether you are on track to improving the prioritized challenge areas.  Carefully constructed benchmarks for every 
measurable goal statement serves as a leading indicator that provides early evidence that can be used to gauge whether a 
school is on track to improve and to guide mid-course corrections that can increase the success of improvement efforts.  The 
measurable goals and quarterly benchmarks should be well-defined, measurable and represent significant gains for your 
teachers, students, or other stakeholders.  All staff members should be able to recite the goals in the plan readily. 

Steps to Complete this Section: 
Complete each of the following steps for every goal developed. It 
is recommended that no more than 4 goals are established to 
maintain focus and success in meeting yearly goals. 
1. Align each priority statement to the established PDE 

Outcome Categories listed in the drop-down menu under 
“Outcome Category” by selecting the category that is best 
aligned to the priority statement.  If a priority statement is 
related to more than one outcome category, pick the one that 
is the most direct or primary outcome that will be impacted 
by addressing the priority. Please note: Older versions of 
word do not recognize Dropdown lists, the options that 
appear in this section are listed below. 

 
2. For each priority statement, develop one or two annual measurable goals. (SMART goals) To maintain focus on 

priorities, no greater than 2 measurable goals per priority is recommended. (each goal should be listed separately) 
3. For each goal statement create a nickname for the goal This nickname will be used as the title of the goal within 

action plans and formal reports. (no more than 35 characters). 
4. For each goal, develop quarterly targets that can be measured and reviewed throughout the year’s implementation 

period.  Quarterly benchmarks should be back mapped from the measurable goal. The target for the fourth quarter 
will be listed as your annual goal. 

 
 
 
 
 
 

Guiding Questions for Schools: 
 
Measurable goal statements: 
• How can the success in each priority area be 

measured?  
• If we change in the ways we said we are 

going to do, how will we know? 
• How will this priority statement impact adult 

beliefs, knowledge, practices, or behaviors? 
• How will the priority statement impact the 

quality of materials used in educational or 
support programs? 

• How will the priority statement impact 
student beliefs, behavior, or learning? 

 
Quarterly targets: 
• In order to achieve our annual measurable 

goal, where do we need to be three months 
from now, six months from now, and nine 
months from now? 
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Each measurable goal and quarterly target should demonstrate each of the following: 
o Specific: Clearly defined, straightforward, and easily generated without complex calculations 
o Measurable: Easy to measure using agreed-upon methods and benchmarked against reliable data 
o Attainable:  Represents transformative change in the school but reflective of what has been (can be) achieved with 

hard work 
o Relevant: Connected to the priorities of your plan and reflective of the needs of students in the school 
o Time-bound: Given a clear deadline and able to be measured at a frequency that will allow for problem-solving. 

 

Indicator of Exemplary Planning: 
 
The plan includes at least two specific, feasible, and ambitious goal statements for each priority that represent high-

leverage improvements that will influence substantial progress toward the school’s vision. 
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C. Action Plan 
 
ESSA requires that every school support and improvement plan “includes evidence-based strategies, interventions, or 
activities” [ESSA §§ 1111(d)(1)(B)(ii) (CSI) and 1111(d)(2)(B)(ii) (TSI)].  If the school receives federal school 
improvement funds (via the state’s 7% set aside of 1003 funds; i.e., CSI schools), then the required intervention in a 
school’s plan must be supported by the top three levels of evidence [ESSA § 8101(21)(B)]. 
 
Once priorities for improvement have been identified with established goals to measure progress and improvement, the 
steering committee (in consultation with other stakeholders) will next develop the action plans to meet the goals. The first 
step in action planning is to determine the strategies that will best address the priorities. By using rigorous and relevant 
evidence and assessing the local capacity to implement the strategy (e.g., funding, staff, staff skills, stakeholder support), 
schools are more likely to implement interventions successfully and meet established goals. After selecting the strategy, 
the next step is to map out a plan for how your school will implement each selected evidence-based strategy. 
 
Steps to Complete this Section: 
1. For each priority statement and measurable goal, 

identify an evidence-based strategy that is best fit 
for the challenge area and your school context. 

2. List the selected evidence-based strategy in the left 
column of the table in the planning template. (See 
Evidence Resource Center for strategies that meet 
ESSA’s tiers of evidence) 

3. List the measurable goals that are linked to that 
evidence-based strategy in the right column. 
 

 

 
 
 
 
 
 

Resources: 
• PA Evidence Resource Center 
• What Works Clearinghouse 
• Evidence for ESSA  
• Social Programs That Work  
• Blueprints for Healthy Youth Development 
• IDEAs that Work 
• Links to more online clearinghouses 

Guiding Questions for Schools: 
 
• For a given priority statement and measurable goal, 

are there any strategies supported by strong evidence 
or moderate evidence? 

• If strong evidence or moderate evidence is not 
available, is there promising evidence? 

• Were studies conducted in settings and with 
populations relevant to our local context or prioritized 
student groups (e.g., students with disabilities, 
English Learners)? 

• What resources are required to implement this 
strategy? 

• Will the potential impact of this strategy justify the 
costs, or are there more cost-effective strategies that 
will accomplish the same outcomes? 

• What is the local capacity to implement this strategy? 
Are there available funds? Do staff have the needed 
skills? Is there collective buy-in for the strategy? 

• How does this strategy fit into our vision and other 
existing efforts? 

• How will this strategy be sustained over time? 
• If we implement the evidence-based strategy with 

fidelity, what outcome area will be most significantly 
and directly impacted?  
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D. Action Plans 
 
The next step in the planning process is to address how you are planning to implement each evidence-based strategy.  In 
other words, you know what you are trying to do; now what specific steps are required to prepare and implement the strategy 
with fidelity?  Using the Action Plan template in the planning document, create a detailed implementation plan for each 
evidence-based strategy. 
 
Steps to Complete this Section: 

For each evidence-based strategy: 
1. Action Steps:  Identify the discrete action steps 

required to prepare for and implement the strategy in 
sequential order.   
 

2. For each action step, identify the following: 
a. Anticipated Start/Completion Date: List the 

start and completion dates for action step. 
b. Lead Person or Position: List the person(s) 

responsible for ensuring the action step is 
implemented with fidelity. 

c. Materials/Resources/Supports Needed: List any 
materials, resources, or support the school 
requires from an external partner to implement 
the strategy (in addition to those that will be 
procured as part of the LEA’s comprehensive 
plan).  

d. Professional Development Step: Does the 
action step include professional development? 

 
3. Anticipated Outputs: List 2-3 tangible products or 

observable events/milestones/ shifts in practice that 
will help the school assess whether you are 
implementing the action plan with fidelity. 
 

4. Monitoring/Evaluation: Describe the monitoring 
routines the school will implement to assess progress 
in implementing the action plans as designed, as well 
as leading indicators of impact of implementation. 
Include a description of the people who will be 
involved in the monitoring routines, the data that will 
be used, and any tools that will be used in these 
routines. 
 

 

Guiding Questions for Schools: 
 
• What discrete action steps need to happen for us to 

implement the selected strategy with fidelity?   
o Do we need to hire staff, or create materials, 

facilitate an orientation session, or provide 
stakeholders with professional learning 
before we can begin implementing the 
strategy? 

 
• What flexibility/autonomy, staff, time, materials 

are needed for successful implementation that 
cannot be secured using the school’s available 
resources?   
 

• Who is responsible for ensuring that the action step 
occurs? 
 

• When are we getting started? When do we 
anticipant completion of each step?   
 

• What 2-3 milestones can we measure to assess 
fidelity of implementation of the evidence-based 
strategy?   
o What do we expect to accomplish as we 

implement each action step? 
o How will we know the action steps are being 

implemented according to plan? 
 

• What routines will we implement to monitor the 
implementation and impact of the action plan?   
o How will we track impact on staff?  How 

will we track impact on student outcomes?   
o Who will be responsible for facilitating the 

monitoring and evaluation routines?   
o How often will we engage in monitoring and 

evaluation routines?   
o Who will be engaged in the monitoring and 

evaluation routines? 
 

• What will it cost to implement this strategy and 
what funding source(s) will support the cost? 
 

• What professional learning is needed for successful 
implementation? 
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E. Professional Development Steps 
 
Steps to Complete this Section: 

For each professional development step include the 
following: 
1. Professional Development activity name. 
2. Action Step:  What action step is the professional 

development activity part of.  
3. Audience: List the stakeholder group(s) who will 

engage in the professional learning. 
4. Topics to be Included:  List the content on which 

the professional development will focus to build 
capacity for participants to implement the evidence-
based strategy. 

5. Evidence of Learning:  Identify the tangible ways 
that participants will be expected to demonstrate 
their learning in their daily practice. 

6. Lead Person/Position:  List the person or 
organization that will provide the professional 
learning. 

7. Anticipated Timeframe:  Identify the start and end 
dates for each professional learning activity.  

8. Types of Activities: List the types of activities that will be offered for this professional development step. 
9. Frequency of Activities: How often will the activities occur? 
10. Danielson Framework: Which Danielson Framework components does this professional development activity align 

with?  

Guiding Questions for Schools: 
 
• What is the goal of the professional learning 

activities?  How will engagement in the professional 
learning activities impact beliefs, knowledge, or 
practice?   

• For whom is the professional learning plan being 
implemented? 

• On what content or practice will the professional 
learning series focus? 

• How will you know if the professional learning 
activities were successful? 

• How will participants demonstrate their learning 
during and after the professional learning activities?   

• When will the professional learning activities be 
implemented? 

• Who is responsible for coordinating or facilitating 
the professional learning activities?  

• Do we need to secure support from an external 
partner to facilitate the professional learning 
activities? 

Indicators of Exemplary Planning: 
 

Action steps:  The plan includes a comprehensive series of specific and ambitious action steps for each goal 
statement. Listed action steps demonstrate an innovative approach toward realizing the goal statements. All action 

steps are intentionally aligned with and provide a logical scaffolding to achieve the respective goal statements. 
 

Implementation timeline:  The plan includes a detailed, comprehensive schedule/timeline of events and procedures 
to be completed during the plan’s designated time period. 

 
Persons/positions responsible:  Responsible parties are listed for each action step. The distribution of action steps 

to responsible parties is varied and not concentrated around a few people and/or groups. 
 

Materials/resources/supports needed:  The plan identifies supports required from the LEA or external partner that 
align with and help implement the action steps. 

 
Anticipated outputs:  For each strategy, the plan includes specific indicators that serve as incremental checkpoints 

to measure the school’s current progress in implementing the action plan. All indicators are meaningfully and 
intentionally aligned with the overarching goals of the strategy. 

 
Monitoring/evaluation:  Self-assessment and reflection practices are meaningfully incorporated into the school’s 

routines. 
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Indicator of Exemplary Planning: 
 

The professional learning plan includes opportunities for school leaders, educators, and support staff to acquire, 
enhance, and refine the knowledge, skills and practices necessary to implement the selected strategies with fidelity, 

with specific expectations for and measures of participant learning. 
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IV. Plan Communications 
 
 “Engaging stakeholders is not only required under the law but is a strong best practice to effectively improve schools.  
Making decisions on education policy in an inclusive and transparent way leads to better decisions and encourages 
stakeholders to contribute and become partners in achieving the goals in the state and local community.  Communities will 
support improvement strategies that they help to develop.  Partnerships with a diversity of stakeholders, including parents, 
philanthropy, community-based organizations, and others will build local capacity to implement innovative and ambitious 
strategies for meeting the needs of all students” (CCSSO and Partners for Each and Every Child, 2018). 
 
In this section, you will develop a strategy for continued engagement of stakeholders in the improvement process. 
 
Steps to Complete this Section: 
1. Communication Step: List the communication activities 

you will implement during the next year related to your 
improvement plan. 

2. Topics of Message: For each communication strategy, 
identify the topics that must be included to achieve the 
purpose of the communication activity. 

3. Mode: What form of communication are you using to 
engage with your audience. 

4. Audience:  For each communication activity, identify the 
intended audience of the communication. 

5. Anticipated timeline:  For each communication activity, 
identify the anticipated start and end date for the activity. 

 
 
 

 
 
 
 
 

Guiding Questions for Schools: 
 
• How are we going to share our plan with 

staff, parents, and our broader community? 
• What is the purpose of each communication 

activity?   
o Are we seeking feedback, commitment 

to implementation, problem-solving a 
challenge, etc.? 

o To achieve the purpose, what topics 
must we address in the communication 
activity? 

• How are we going to report out our 
milestones/success to our staff, parents, and 
broader community? 


