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INTRODUCTION

Township High School District | |3 is committed to maintaining open lines of communication with
our stakeholders and recognizes that our relationship with the school community is vital to the
success of the District. As a District, we must make a continual effort to understand the educational
and organizational expectations of our stakeholders while also informing them of the performance
and challenges of both the District and schools. The purpose of this Communications Plan is to
present a clear and concise framework so we can communicate and lead in an honest, transparent,
and collaborative way that reinforces and strengthens relationships.

SITUATION ANALYSIS

District Background

Township High School District | |3 is located in the suburbs of Chicago, serving the communities of
Deerfield, Highland Park, Bannockburn, Highwood, and Riverwoods. Its two high schools — Deerfield
High School and Highland Park High School — are amongst the highest performing schools in lllinois
and in the nation, offering its students with a rich academic and extracurricular experience. District

| 13 serves approximately 3,700 students and is governed by a seven-member school board.

District |13 is held in high regard by the community, with residents historically moving to the
community so their children can attend the high schools. The District is fortunate to have
stakeholders who are highly engaged and continually seek opportunities for involvement. District

| I3 strives to provide each and every student with a safe environment to learn — physically, socially,
and emotionally — and the resources that will enable them to achieve their greatest potential. Upon
graduation, the vast majority of students attend a 2-year or 4-year college or university.
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District & School Leadership

Christopher Dignam Superintendent of Schools
Kathryn Anderson Deerfield High School Principal
Elizabeth Robertson Highland Park High School Principal
Board of Education

Michelle Culver Board of Education President
Stacey Meyer Board of Education Vice President
Elizabeth Garlovsky Board of Education Member
Julie Gordon Board of Education Member
Debra Hymen Board of Education Member
Alena Laube Board of Education Member
David Small Board of Education Member

Communities Served

Deerfield High School serves the communities of Deerfield, Bannockburn, and Riverwoods. Highland
Park High School serves the communities of Highland Park and Highwood. Households between the
two schools within the defined “choice area” may choose which of the two high schools their children
will attend.

Media Coverage

District | I3 receives consistent media coverage in the following publications: Deerfield Review,
Highland Park News, Highland Park Landmark, Lake County Journal, Daily North Shore, North Shore
Weekend, The Highlander, and Patch. Occasional coverage by major metropolitan news, television, and
radio stations is usually a result of a major event or accomplishment, or a national or global education
piece.

Supporting Organizations

The District and schools are fortunate to be supported by school parent teacher organizations,
the Deerfield Parent Network, booster clubs for programs, athletics, activities, and fine arts, and the
District | I3 Education Foundation.

POLICIES

The Board of Education and administration understand the importance of communication and

effective media relations. While communication is inherent in numerous policies, the following are

directly related to projects associated with the communications plan:

* Board of Education Policy 5-95 (Staff Publishing On The Website)

» Board of Education Policy 5-98 (Electronic Communications/Social Media Use)

* Board of Education Policy 6-220 (Computer Network And Internet Acceptable Use)

* Board of Education Policy 6-250 (Community Resource Persons And Volunteers)

» Board of Education Policy 7-315 (Restrictions On Publications — High Schools)

* Board of Education Policy 7-340 (Student Records)

* Board of Education Policy 8-10 (Connection With The Community)

* Board of Education Policy 8-45 (Distribution Of Literature Or Promotional Material To Students
By Non-Students)



AUDIENCES & DESIRED OUTCOMES

Internal
¢ Students
e Staff

¢ Board of Education

External

* Parents

* Parent Organizations

* Booster Clubs

* Foundation Members

* District Taxpayers

e Alumni

*  Business Community

* Elected Officials

» Governmental Agencies

* Emergency Responders

* Park Districts

» Civic Groups

* Senior Citizens Groups

* Religious Groups

* Sending Schools and Districts

» Other Schools and School Districts
» Colleges and Universities

* Electronic Media

* Print Media

*  Prospective Community Members

RESEARCH
In November 2016, Township High School District | | 3 engaged Jasculca Terman Strategic

Communications (JT) to conduct a comprehensive communications audit. JT was engaged to review
and analyze District | |3's internal and external communications strategies, tools, and tactics. The
communications audit included interviews of key school and District leadership, online surveys of
students, parents, and staff, and a community telephone survey. JT provided recommendations that
would improve District | |3's communication efforts by enhancing the reach, effectiveness, and impact
in order to better serve all internal and external stakeholders. The communications audit, as well the
District Strategic Plan, formed the basis of this Communications Plan.



DISTRICT COMMUNICATIONS PLAN

Strategic Plan Belief 3: We believe that we should communicate and lead in an honest, transparent, and
collaborative way that develops, reinforces, strengthens, and sustains relationships.

STRATEGY TACTICS TARGET

Establish District “identity” or * Create updated letterhead, graphics, and other « Staff
brand for communications resources aligning to vision, mission, and beliefs * Community
* Create visual identity standards (brand
guidelines, identity colors, typography, use of
logos)
* Share “digital toolkit” with staff via portal
* Provide general branding information on
website
* Create consistency in email message taglines,
business cards, websites, newsletters, and
other outgoing media
» Update school and District information
on Google Businesses, Google Maps, and
Wikipedia
» Create branded accounts forYou Tube and
Google applications

Promote District and school * Develop platform for staff to submit web * Students
accomplishments posts and press releases »  Staff
» Create network of students (District »  Community

PR group) to contribute media for
communications, school newspaper, school
local broadcasting, and yearbook

* Create targeted press releases

* Develop website layout that showcases good
news and features

* |mplement social media strategies

» Link social media channels to website for
consistent communication

* Create webpage to memorialize significant
contributions to schools or District

Improve internal communications *  Streamline staff email »  Staff
(staff) * Make frequently used resources readily
available

» Highlight current and/or hot topics

¢ (Create closed, staff resource website with
quick access to District, building, and student
information

* Develop Google Calendars for resource
rooms, field trips, activities, athletics, etc.

* Provide training and resources for “best
practices”



STRATEGY TACTICS TARGET

Improve communication with Create regular student newsletters » Students
students and parents * Create regular parent newsletters » Parents
* Develop communication calendar
* Label emails with level of priority
* Provide different subscription options for
email and calendars for parents
* Provide training and resources for “best
practices”
* Post archive of student and parent messages
on website
* Collect and maintain database of student
contact information
* Review and evaluate effectiveness of current
school touch-tone telephone system

Improve Board Communications ¢ Create “Board Briefs” with summary of Board « Staff

of Education regular meetings * Parents
» Create “Board Briefs" section in daily staff »  Community
emalils

* Provide and publicize option to subscribe to
Board of Education emails

Develop and implement news, ¢« Communicate guidelines for publicity and » Staff
website, and social media public relations to staff * Parents
guidelines * Develop guidelines for posting and interacting * Community

through websites and social media

* Conduct an inventory of all teacher; program,
activity, and athletics websites and social media
channels, including account holder name and
password

» Publish Social Media Directory containing
official channels on website

Involve and engage community = Send community postcard to collect emall »  Community

information for community members

* Provide information on different
communication and subscription options

» Create community targeted page on website,
with calendars, information on upcoming
events, and opportunities to volunteer, donate,
or provide students with internships and
scholarships

* Provide opportunities for public input that
don't require attendance at a meeting

*  Host Community Open House at each high
school

* Create an annual “State of the District” report



STRATEGY TACTICS TARGET

Review and improve Crisis * Develop closed internal and open external *  Staff
Management protocols emergency pages on website with information ¢ Students
and resources * Parents
* Create “Crisis Checklist” to assist Crisis *  Community
Management Team

* Reinforce lines of communication during crisis

» Review roles and responsibilities of Crisis
Management Team and staff members with
regards to communication

* Create archive of past messaging and
templates for future messaging

» Evaluate current communication tools
and implement more effective methods of
communicating directly with internal and
external stakeholders

Reinforce and strengthen *  Communicate and meet regularly with »  Community
relationships with sender Deerfield and Highland Park communicators  + External
schools/districts and local groups audiences
agencies and organizations *  Work directly with sender schools/districts

to establish proactive, positive two-way
communication systems & engagement
opportunities

*  Work directly with intergovernmental
agencies to establish proactive, positive two-
way communication systems

* Collaborate with intergovernmental agencies
to maximize respective communication efforts

* Provide systematic outreach and invitations
for events, celebrations, and other activities
and recognize attendees

Evaluate and improve practices ¢ Send community postcard to collect email e Alumni
as they relate to communication information for alumni » Students
with alumni * Create electronic alumni directory

* Develop system for annually collecting
information from graduating seniors

* Establish alumni base and encourage
involvement in District and schools

* Create alumni targeted page on website, with
information about transcripts, reunions, school
events, and opportunities to volunteer, donate,
or provide students with internships and
scholarships

* Include an alumni feature (“Where are they
now?") in student newsletter



