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Handout 1: Communicating  

Your Action Steps 

Think about how you will communicate your action steps to multiple groups of stakeholders 

so that improvements are made collaboratively within your district and school (Center on Great 

Teachers and Leaders, 2014). 

The purpose of communicating your action steps 

Successful communication is not a one-size-fits-all exchange of information, nor is it a one-

and-done process. The method of communication can and should differ, depending on its 

purpose (Reform Support Network, 2020; REL West, 2021). Reflect on the reasons for and 

approach to communicating your action steps.  

Figure 1. The four purposes and methods of communicating your action steps 
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Communicating your action steps worksheet 

Table 1 shows three different types of stakeholders: education leaders (administrators, school 

board members, and policymakers), fellow educators (educators, counselors, and other school 

staff), and students and the community (students, guardians, and school community members). 

Across these three stakeholder groups, reflect on how best you can communicate your action 

steps to inform, inquire, involve, and inspire (Reform Support Network, 2020; REL West, 2021).  

Table 1. Communication plan by purpose and stakeholder group 

 Inform Inquire Involve Inspire 

Stakeholder Disseminate 

information 

about your 

action steps 

Get input and 

feedback on 

your action steps 

Enlist in shaping 

and co-creating 

your action steps 

Engage in 

implementing 

your action steps 

Administrators, 

school board 

members, and 

policymakers 

    

Educators, 

counselors, and 

other school staff 

    

Students, 

guardians, and 

school community 

members 
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Discussion questions 

Take a moment to reflect on your communication plan with these discussion questions:  

Inform: To whom will you disseminate information about your action steps, and 

why? What outcomes would you like to see? 

 

 

Inquire: From whom do you need input and feedback on your action steps, and 

why? What will you do with their input and feedback? 

 

 

Involve: Whom will you enlist in shaping and co-creating your action steps, and 

why? What voices and experiences can you elevate? 

 

 

Inspire: Whom will you engage in implementing your action steps, and why? 

What will you do to keep improving implementation?  
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