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Jefferson Union High School District 

Communication Plan 2015 

Overview 

 

Jefferson Union High School District in 2014 identified a need to create a communication 

plan to guide the district in improving internal and external communications.   

After a review of existing communication and multiple meetings with district trustees, 

administrators, and employees,  a first draft communication plan was presented to 

Superintendent Thomas Minshew and the JUHSD Board of Trustees in August, 2014.  

Following a discussion of the draft plan, the JUHSD Board of Trustees voted to move 

forward with a district work study, in which multiple stakeholder groups, including 

employees, parents, trustees, and community members, participated.  

The work study event was held Oct. 14, 2014 and focused activity on analyzing 

communication in three sub-groups:  District – Employee (internal) Communication; 

District – Parent (external) Communication; District – Community (external) 

Communication.  

Notes and information collected from the various sub-groups, along with additional 

feedback received from an AFT Union survey of its members taken separately in 2014 are 

included.  

Overwhelmingly, participants reported a severe lack of communication between district 

office personnel, board members, and school site employees.  Similarly, parents and school 

employees reported unsatisfactory communication with each other.  Community members 

lacked knowledge of the district and its schools.  The second-draft communication plan 

presented here aims to address specific concerns and challenges identified through the 

work study event.  

Website/Social media 

The JUHSD Website must be a central part of any communication plan adopted by the 

district.  The site, created by the district’s director of information & technology services in 

2011, was originally intended as a transitional move into a more fully realized Website, 

according to the director, Simon Bettis.  But it has remained largely the same since its 

creation, mostly because the district lacked personnel to maintain the site.   
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Individual school Websites are inconsistent, with some updated more frequently than 

others and varying in the amount and quality of content. The job of maintaining the school 

sites is assigned to teachers, who receive a stipend for the work.  The teacher/Webmasters 

are not coordinated or supervised by a central Webmaster, however, in that such a position 

does not exist. The IT director frequently steps in to resolve problems, but is not charged 

with overseeing the school sites.  

Notably, much of the information that employee and parent groups identified as needed 

(e.g. calendar, board meeting information, enrollment, and other policy information) is 

indeed available on the district’s Website, but these users are not finding it there.  

Also, there is no meaningful information aimed at prospective students and parents on 

district and school Websites.  

Thus, it appears that neither the district nor the schools are getting significant value from 

their Websites. A more productive site would be upgraded to become user- friendly, 

tailored to the unique needs of different user groups (e.g. employees, parents, students), 

provide an easy forum for two-way communication, post timely information and news, and 

serve as the central repository of information from and to the district.   

Individual school sites should not be uniform in design, so that they can reflect the 

community and culture of each school, but should all consistently provide current, accurate 

information for parents, prospective parents, and community members and link to the 

district site.  

Social media outlets, such as Twitter and Facebook, can be useful to push out information, 

news, and announcements out to school communities and the public, and direct traffic to 

the district and school Websites, where information is permanently housed.     

The district can best achieve these goals by hiring an individual or firm to redesign its 

Website.  Also, the district must have personnel in place to support and maintain Websites 

and social media feeds.  

Internal communication:  

The district, its trustees, and its employees can better communicate with each other using 

multiple strategies consistently and simultaneously. These would include informal, in-

person events at school sites and the district office; easily accessible and regularly 

monitored online forums for questions, comments, discussion, and timely responses; and 

email updates with news and information. No one method used in isolation will likely be 

effective. A more detailed strategy is included in the communication plan.  
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 External communication:  

JUHSD clearly has many wonderful things going on daily inside its schools that its 

constituents don’t know about. Teachers, principals, and district officials must learn how to 

and participate in a coordinated effort to promote the district in order to establish a well-

known, positive image for the districts’ schools within their communities.  A more detailed 

strategy on external communication also is included in the communication plan.  

  



4 
 

 

Jefferson Union High School District 

Communication Plan 2015 

 

Objectives: 

Jefferson Union High School District is committed to honest, transparent, and meaningful 

communication with all its stakeholders. The district recognizes that an absence of facts 

creates a void that may be filled by speculation and inaccurate information, and lead to 

misunderstanding and mistrust.   Therefore, Jefferson Union will provide frequent, clear, 

and accurate communication to build trust and develop strong relationships with 

employees, students, parents, and community members.  

Through its communication plan, Jefferson Union seeks to increase its visibility and market 

its best qualities to constituents.  The district will strengthen its identity and tell its own 

story.    

Specific objectives include the following:  

 Educate internal and external stakeholders on the district’s mission, goals, 

challenges, and accomplishments.  

 Keep employees and constituents updated on district and school news. 

 Create a communication system that insures a smooth, two-way flow of 

information. 

 Positively shape public opinion of the Jefferson Union High School District. 

 

Strategy:  

The district will achieve its objectives by using multiple avenues of communication aligned 

with the JUHSD Strategic Plan and the district’s mission statement:  

Jefferson Union High School District develops a community of creative  

and critical thinkers and learners in a safe, challenging, and equitable educational 

environment that instills dignity, enthusiasm,  

and involvement. 
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Specific communications strategies:  

 Communications will reflect the district’s high standards of professionalism.  

 The district will proactively provide as much information as allowed by law in a 

way that is honest and forthcoming. 

 The district will respond to questions and challenges in a timely and accurate 

manner. 

 The president of the JUHSD Board of Trustees will serve as primary 

spokesperson for the board.   

 The superintendent will serve as exclusive spokesperson for the district.  

 

Approach: 

External Communication: 

 Install physical signage to identify and direct visitors to the district office from 

the street and parking lots and help establish a proud, welcoming environment.  

 Include key JUHSD Strategic Plan messaging on all external communications. 

 Collect email addresses and cell phone numbers  from all parents during 

registration to build an accurate and workable contact database. Update contact 

information annually at a minimum.  

 Remake and utilize the JUHSD Website to serve as a primary medium of 

communication to parents, students, and community members.  The Website 

also should be mobile friendly.  

 Create a quarterly, easily readable news report to external stakeholders 

highlighting the district’s progress in accomplishing goals and highlight 

achievements of students and staff.  

 Create and actively monitor an interactive help and feedback area for parents on 

the JUHSD Website that provides timely response, real-time updates and  

fixed information in multiple languages.  

 Promote upcoming school board agenda items and discussion topics through 

email, Web, and printed communication to encourage parent participation.  

 Provide quarterly public forums at convenient locations where parents can 

easily and comfortably interact with school and district officials.  

 Present district and state budget information in a way that is easily 

understandable to parents and community members on the JUHSD Website and 

in printed handouts as needed. 

 Attract and engage students through age-targeted Website portals that provide 

information on scholarships, internships, and volunteer opportunities. 
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 Develop and actively monitor a social media presence to promote key 

information and highlight school and district accomplishments.  

 Maintain regular contact, including news releases, with area media to promote 

student, employee, and district accomplishments.  Invite media into schools 

regularly. 

 

Internal Communication:  

 Utilize all relevant elements of the external communication approach. 

 Post JUHSD Mission Statement and key strategic plan messaging in all school 

buildings, offices, and meeting rooms.  

 Update and improve JUHSD Website to include strategic plan information, progress 

and achievements. 

 Develop and actively maintain employee-only Web portals to increase interaction, 

generate ideas, and respond to questions.  

 Email weekly updates to employees with district, board, and relevant education 

news.  

 Provide quarterly forums at school sites where employees can easily and 

comfortably interact with district officials and bring up concerns.  

 Provide ongoing training in communications, including how to better promote 

positive programs and access information. 

 Develop team building events around key JUHSD Strategic Plan components. 

 

Engagement:  

Messaging is vital to a recognizable brand identity that all stakeholders can be proud to 

promote.  The district must consistently and continually promote key components of the 

JUHSD Strategic Plan within its internal and external communities.  

Specific engagement components:  

 Adopt consistent messaging from key aspects of the JUHSD Strategic Plan for use 

throughout all email taglines, business, cards, Website, handouts, and other 

communication.   

 Seek opportunities for employees, students, and trustees to participate in district 

and community events to further relationship building.   

 Identify opportunities within the Daly City, Pacifica, and Brisbane communities to 

provide the public with information.  Produce collateral materials to hand out 

during those times.  
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 Seek opportunities to invite community, business, and government leaders to 

become involved in school projects and issues within the district.  

 Investigate opportunities for grants awards, and honors for district programs.   

 

Execution:  

Phase One:  

 Redesign district Website to include: 

o Mobile site option 

o Measurably increased traffic and stickiness (metric measures)  

o Strategic plan messaging throughout 

o Overall user-friendly access to information and opportunities for interaction 

o Clear and easily understandable information on state and district finances, 

and education policy (“the way things work”), including LCFF  

o District goals and progress reports from JUHSD Strategic Plan 

o Review and highlight district delivery on prior goals 

o Employee access pages that facilitate feedback and provide access to timely 

information  

o Student-specific pages created to provide information and interaction 

 Manage, centralize and grow database for messaging to parents and other 

stakeholders. 

o Assess and update current contact information  

o Produce online and hard copy form to use for collecting information 

o Design/launch collection drive 

o Adopt annual requirement for updated information  

 Establish communications advisory group and agenda. 

o This group should include representation from all stakeholder groups with a 

clear mission to evaluate and recommend improvements in specific areas of 

district communication   

 

Phase Two:  

 Develop district news and other relevant content for Website.  

 Establish media relationships and opportunities for community outreach.  

 Create and test outbound messaging capability. 

 Launch event for Strategic Plan identity. 
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Ongoing: 

 Reconfigure Website responsibilities, so that all relevant personnel report to a 

central Web supervisor and have clear responsibilities for maintaining content.  

 Upgrade and update content on district and school Websites. 

 Investigate awards, grants, and honors opportunities. 

 Plan and execute employee training. 

 Plan parent/community outreach forum.  

 Celebrate JUHSD!    
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Group: District – Parent Communication  

Leader: Kalimah Salahuddin  
  

Communication needed:    

District to parents:   

Information on Common Core curriculum 

Emergency and other contact information in multiple languages   

Special event details  

Quality of schools  

How to gain information on student performance  

How to participate in and support school activities 

Information on meetings  

What to expect in each year of school  

Changes in policy or procedure 

Updated student information  

Safety-related information 

Parents to district:  

Expectations for communication with teachers, school, and district 

Communication in their language 

Welcoming and respectful atmosphere 

Time for two-way communication 

Clear explanations of ways and appropriate times to communicate 
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Communication wanted:  

What the district wants parents to know:  

Information on celebrations, achievements, and good deeds 

Ways to donate money and help with school activities 

Basic technology needs  

Calendar 

Transfer and open enrollment information  

What parents need from the district  

 

What parents want the district to know:  

Attendance issues involving students and families 

Contact information 

Change in personnel and responsibilities 

Student data  

How parents are best able to support school and district 

Medical and financial issues  

 

Methods of Communication  

How information can best be received by parents:  

Urgent:  

Robo calls to target audience only  

Text messages to target audience only 

Less urgent:  

 Town Hall meetings in convenient locations 
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Group: District-Community/Agency/Organization Communication 

Leader:  Katherine Zarate Dulany 
 

What the community needs to know about JUHSD:  

Timely messaging to the community and middle school parents about the quality education in JUHSD, 

and that it is roughly equal to that offered in private schools.  Also, community members should know 

that the district offers open enrollment with diverse programs in its schools.  

What the district wants the community to know:  

The entire community should get a positive message about JUHSD to build support for parcel tax 

renewal campaigns, and boost JUHSD enrollment to increase funding and programs  

Community members and other organizations best engage with JUHSD in these ways:  

District Website   

Publicized meeting agendas and minutes online 

JUHSD can better engage the community in these ways:  

The district should have ongoing conversations with the community through mailers, three times a year 

district newsletters and monthly school newsletters.  

The district should seek to place advertisements in local newspapers before open house at schools. The 

district can report back to the community on goals and use news releases to call attention to new 

programs and services available to the community.  

The district can promote empowerment in the following ways:  

Send ambassadors to feeder middle schools (an example would be students involved in high school 

robotics teams) to talk to seventh and eighth grade students 

Participate in community service. 

The district can develop a two-way communication relationship between middle school and high school 

students through sports and leadership training.  

The district can foster a community presence by acknowledging people who regularly attend meetings.  
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Group: District-Internal Communication  

Leader:  Sergio Robledo Manderazo 

 

Overall Communication  Group Notes  

Communication and input should be valued throughout the district. Information should be 

communicated in a way that is professional, collegial and supportive of the district as a 

community.   

Post-meeting note from group leader:  The district should communicate internally using 

multiple systems,  given that  staff have gotten accustomed to the lack of clear communication 

protocols in the past; it will take time to get everyone on board with using any one medium. 

For example, it would be irresponsible to assume that immediately all staff could get used to 

being diligent about using district email given that each school site has a different email 

practice, there is a lag time for new hires to get access to the network and email, there is a lag 

time for those who move from one school to another to be properly transferred (i.e. on group 

lists, TeacherDesk access), and many JUHSD staff members do not have access to email at all 

(i.e. Substitutes, Walk-on Coaches are not given email or network accounts, OSS didn’t have a 

computer to use at the Bus Garage until today (11/14), many OSS and some BISS (i.e. SWAM) 

have limited computers to access at some work sites, etc. Once the district establishes these 

multiple systems, each should have clearly defined roles (i.e. mailbox for announcements, 

email for announcements and reminders, phone dialer reminders, etc.). There should also 

be personnel tasked to manage these systems with spelled out tasks and responsibilities.  

The most important information employees need from the district includes the explanation 

/ rationale for decisions and policies, specific information about meetings (in addition to 

time and place, there should be clear expectations for participation, opportunities for 

involvement, etc.), and the recognition and celebration of achievements.   

Communication needed  

 From the district to employees:  

  Timely information on meeting times, locations, agendas and minutes 

  Information on how to participate  

  Different (varied) channels of communication  
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  Transparency -- rationale behind decisions, policies and activities  

  Celebrate more achievements in classrooms and schools 

From employees to district:  

  Communicate concerns about issues  

  Timely information on meeting times, locations, agendas and minutes 

  Information on how to participate 

   Provide information for the district calendar  

  Celebrate more achievement in classrooms and schools  

Communication wanted  

From district to employees:  

  Updated district calendar  

  Reminders about meetings, events and duties  

  Information about  IT updates  

Methods of communication 

 Timely and updated online calendar  

 Email messaging  

 Districtwide school year kickoff meeting  

 Updated, more functional online directories  

 Updated, easier to navigate website  

 Multi-channel messaging that includes email, fliers and phone blast,  

 More and better access to communication for substitutes, aides and coaches   

 Clearly defined roles and responsibilities for maintaining communication channels 

Social media and new technology platforms including Remind101, Groupme, and the 

like  

 Physical message board at sites  
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(Document attached) 

 

   

 


