BUILDING RELATIONSHIPS - COMMUNICATION PRINCIPLES

· Communication is a process.

· Communications happens by design and planning.

· Communications allow after school people to shape the debate about after school

· Communicating locally adds credibility to the national after school story sweeping the country.

· Communication is about building relationships with everyone.

· Effective communication is participatory. It involves people tactically.

· Students are the greatest communicators at “telling the after school story.”

· You communicate in every action that you do.

· Good communicators know that different audiences need different messages, and they act upon that knowledge.

· Target your audience, your message, and your response.

*Who do you want to talk to and what do you know about them?

*What do you want to tell them and how often do you want to tell them?

*What do you want them to do? action? emotion? knowledge?

*Do it in 20 words or less. Develop a name and logo.

*How will you deliver it in different ways?

*How will you know if it was delivered and how well you did?

BUILDING RELATIONSHIPS - COMMUNICATION PRACTICES

· Develop and use standardized forms.

*1 pager about your program (what it is, goals, activities)

*Referral

*Registration (including emergency & health information, permission for field trips and photos)

*Discipline policy

*Work plans and calendars

*Newsletters

· With students

*Student Interest Survey

*Incentives and recognition

*Program/workshop feedback

*Newsletter

· With parents

*Letter from principal/teacher

*Good News Postcard

*Phone calls

*Invitations to events

*Newsletter
· With school and community agencies

*Meet regularly with administrators/program directors

*Send copies of work plans, calendars

*Attend faculty/staff meetings and try to be a regular part of the agenda.

*Host an informational breakfast for school/agency staff and serve light food and information about the after school program.

*Bulletin boards in schools/agencies

*Regular e-mails

*Thank yous

*Have a column in the daily/weekly/monthly school bulletin about what is happening in after school.

*Publish an after school newsletter  4 times a year.

*Select, appoint or hire a liaison (preferably a teacher) to interact with school staff.

*Work with the principal(s) to establish regular meeting times between after school and school staff.

*See out custodians, school secretaries, and kitchen staff to let them know what the program is doing and to get feedback from them.

*Identify or develop after school curriculum that supports K-12 standards.

*Look at after school as an “enlargement” of K-12, not an “extended” day or “add-on.”

*Share space, materials, storage areas.

*Know K-12 learning results.

*Identify incentives for connecting regular and after school day.

*Get homework information from regular teachers and relate information back to teachers.

*Find a good regular day teacher who is a strong after school advocate.

· Media

*Develop press releases

