RIVER VALLEY SCHOOL DISTRICT
COMMUNICATION PLAN
Board approved: March 26, 2018

OVERVIEW
The purpose of the River Valley School District Communication Plan is to present a clear and
concise framework for communicating with our school community. The plan addresses two
types of school community audiences: internal (students, teachers, support staff, administration
and Board of Education) and external (parents, community members, businesses, community
organizations and other members of the River Valley school community).

Strategic Plan Summary 2013 – 2018
Mission Statement
The mission of River Valley School District is quality education.
Vision Statement
The River Valley School District will:
•
Become an exemplary learning community that supports innovation and is committed to continuous
improvement;
•
Be a place where a collaborative community develops curricula, instructional strategies, interventions
and assessments to ensure all students learn;
•
Address the academic, social, emotional and physical needs of all learners; and
•
Prepare all students for college and career achievement through a high-quality learning environment at
all grade levels.
Strategic Plan Focus Areas
•
Student Achievement
•
Staff Professional Development
•
Learning Environment/Facilities
•
Community Relations

OBJECTIVE
Our objective is to improve internal and external communication systems with the goal of
creating open two-way communication between the Board of Education, administration, staff,
students, parents and the River Valley Community.
1. Clarify the District flow of information
Distribute the chain of command chart and procedures to the community showing who
should be contacted to address a specific issue. Provide a quick reference guide to staff
indicating who should be contacted regarding a specific issue.
2. Promote the flow of relevant information regarding District matters to all District
staff.
Provide information in a timely manner to all employees regarding District meetings,
security/safety issues, press releases and other relevant information. Methods of
communication will be by email, School Messenger, memorandums and face-to-face
meetings.

River Valley School District Communication Plan – March 2018

3. Promote the flow of timely and relevant District information from the District to the
community.
Provide information in a timely manner to all community members regarding District
activities and events, and other relevant and pertinent information. Methods of
communication will be by community calendar, District newsletter, electronic signs,
building newsletters, District website, School Messenger and face-to-face community
meetings.
4. Promote the flow of information and feedback from the community to the District.
Provide opportunities for community members to provide ideas and suggestions regarding
District operations. Encourage parents to actively participate on district-wide committees.
Conduct electronic surveys at the district and building levels
5. Promote the successes of students and staff to the community.
Highlight the accomplishments of students and staff to the community by utilizing the
various methods of communication employed by the District.
6. Promote the visibility of staff in the community and at community events.
Encourage staff to participate in community events and otherwise be visible in the
community. District media publications will highlight the participation of staff and students
in community events.

METHODS OF COMMUNICATION
River Valley School District utilizes a variety of methods to communicate with staff and the
school community. Depending upon the topic, multiple methods can be utilized concurrently.
District Website: The District website provides a variety of information and resources including
news and updates, staff directories, job postings, calendars, bylaws and policies, reports and
forms, and other pertinent resources.
District Calendar: The District calendar is published in August and mailed out to all postal
patrons in our District. Community businesses and organizations have the opportunity to place
an ad in the calendar. The calendar includes District and community events, staff directory and
other information.
Social Media: The District and Athletics Facebook pages are maintained by the building
administrators. The administrators work together to post timely and relevant Information,
reminders and celebrations about our students, staff and district.
District/Building Newsletters: The District newsletter is published four times a year in August,
November, February and May. The newsletter is mailed out to all postal patrons and also
posted on our District website. Building newsletters are emailed through a listserv on a weekly
basis. The newsletters include a variety of information including informational updates, calendar
of events, highlights and student celebrations.
School Messenger: School Messenger is the mass notification system utilized by the District.
This system is used to notify staff and parents of school closings due to weather, lockdown
notifications and general announcements.
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Email: This is the most common form of communication used to communicate internally among
district staff. This communication is also often used to communicate between staff and parents.
Staff are requested to respond to emails within a 24-hour period, and to keep the email
communication short. Any communication beyond a paragraph should be communicated either
by phone or in person. Summaries of District meetings are communicated to all staff by email.
Telephone: Telephone communication among district staff, and between staff and parents is
encouraged when the topic is time and/or subject sensitive. Staff are requested to respond to
voicemails within a 24-hour period. Instructional staff are asked to maintain a telephone log of
any communication with parents.
Face-to-Face: In person communication is encouraged whenever the topic is sensitive or
difficult. This type of communication has the ability to yield more comprehensive outcomes than
can be achieved through email or telephone communication.

STRATEGIES
• Keep communications simple. Use clear, concise and non-educational jargon when
communicating with diverse audiences. Translate communication when appropriate for
various language groups.
• Keep communication brief and to the point. To maintain the attention of the audience,
be brief and to the point. Use bullet points to emphasize important points.
• Communicate early and often. When an issue arises, it is best practice to initiate
communication early and to provide relevant updates until the issue is resolved.
• Communicate face-to-face. The more difficult the situation, the more important it is to
communicate in person. It is critical that staff does not ‘hide’ behind email communication
during difficult situations.
• Emphasize customer service. It is important for staff to be responsive to the needs of
our school community. It is critical for our school community to feel that they had an
opportunity to express their concerns and that they have been listened to. It is important
that staff are never dismissive, and that they don’t make promises that cannot be
delivered.
• Look ahead to potential issues. Whenever possible, try to anticipate potential issues
that may develop and work on possible solutions when feasible.

REVIEW
This communication plan will be reviewed and revised by appropriate staff on an annual basis.

