
Long Range Planning Committee
Thursday, September 6, 2018 6:30 PM
Long Range Planning Committee, L.P. Wilson Community Center, Room 17, 601 
Matianuck Avenue, Windsor, CT 06095

1. Call to Order, Pledge to the Flag and Moment of Silence
2. Audience to Visitors
3. Discuss Preschool needs
4. Status of Infrastructure Projects
5. OFCP Update
6. Districts outside of CT with potential similar demographics
7. School Uniforms
8. School Enrollment
9. Communications Plan
10. Adjournment
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Windsor  Public Schools

601 Mat ianuck  Ave

Windsor  CT, 06095

860-687-2000 

www.w indsorct .org 

Jenna Her r ick

Dist r ict  Com m unicat ions Specialist  

Last  updat ed:  Sept em ber  2018



Board of  Educat ion Mission St at em ent : 

to develop the genius in every child and create life-long learners. 

Goals:

To accomplish this mission, the Windsor Public Schools, in cooperation with families and 

the greater Windsor community, will ensure that all students acquire the following skills 

and behaviors:

1. All students will demonstrate a strong work ethic, exemplary academic skills, 

effective oral and written communications, technological aptitude, and necessary 

skills to work collaboratively with others. 

2. All students will demonstrate the ability to think critically and to solve complex 

problems utilizing analytical ability, creativity, research skills, logical reasoning, 

innovation, integrative understanding and resilience. 

3. All students will demonstrate a knowledge and understanding of the increasingly 

global nature of society and behaviors associated with good citizenship. 

4. All students will graduate from Windsor Public Schools with a clear achievable 

post-secondary plan. 

5. All students will demonstrate an understanding of the importance of health and 

wellness. 

6. All students will gain an appreciation for the visual and performing arts. 

* Approved by the Board of Education:  December 20, 2016 
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St akeholders

Windsor Public School's stakeholders consist of internal and external audiences. Each 

stakeholder plays a valuable role in the success of Windsor Public Schools, and benefit from 

the success of the district. 

- All Employees

- Students

- Volunteers

- Parents

- Taxpayers of the District

- Business Leaders

- Elected Officials 

- Civic Leaders

- Local Media

- Alumni

- Parent-Teacher Organizations

- Local Colleges and Universities

- New / Prospective Residents of 

the Windsor Community 

- Neighboring School Districts

- Residents without children in 

the district

- Windsor Education Foundation  

- Among other external 

stakeholders

In ter n al  Exter n al
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Com m unicat ion Goals and St rat egies 

1) Prom ot e a posit ive im age of  t he Windsor  Public Schools Dist r ict  result ing 

in increased public suppor t . 

- Distribute a variety of communications such as newsletters, press releases, media 

alerts etc. to keep the media and public informed of district-wide activities. 

- Expand the district 's social media presence to inform the public and encourage 

community engagement.

- Maintain an informative, user-friendly and up-to-date district website with fresh 

content and news.

2) Maint ain a proact ive m edia relat ions plan w it h local, st at e, and nat ional 

m edia out let s 

- Establish a strong positive relationship with key members of the media. 

- Develop an editorial calendar and pitch feature stories to local media to highlight 

programs, events or exceptional students and staff. 

- Distribute informative news releases to educate the public and control the district 's 

overall message.

3) St rengt hen relat ionships w it h key st akeholders and encourage 

com m unit y and fam ily engagem ent

- Implement School Messenger protocols to staff members to bring consistency in the 

way we share information to our families across the district. 
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Com m unicat ion Goals and St rat egies

- Utilize District Communication Specialist for all media related inquires and story 

ideas. 

- Work with Office of Family and Community Partnership to promote opportunities to 

get involved in our schools and the community.

4) Im prove int ernal com m unicat ions by est ablishing an ef fect ive em ployee 

com m unicat ion process 

- Identify proper protocol for approval of professional communication (school and 

district level).

- Continue to seek feedback from staff and establish areas of improvement regarding 

internal communications.

- Utilize appropriate communication tools to distribute messages to select audiences.
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Fam ily Com m unicat ion Prot ocol

Effective communication with families is essential for a thriving school environment. We strive to 

improve communication with our families to build trust, transparency and collaboration to best 

fulfill our mission. These protocols have been created to bring consistency in the way we share 

information to our families across the district. 

-  School Messenger

* Messages should be sent to families at 6:00 p.m. unless it is an emergency or time sensitive. 

-   Week ly School E-Newslet t ers:

- Schools are responsible for distributing a weekly E-Newsletter to families on Fridays.

- The E-Newsletter is required to be uploaded to its designated school folder to 

appear on the website and must be emailed to families using School Messenger. 

- The E-Newsletter should include pertinent information about each school including 

weekly events, announcements, links to documents, resources for parents / 

guardians etc. Events should also be reflected accordingly on each school?s Google 

calendar and will automatically appear on the website. 

- If an E-Newsletter is not distributed weekly, a follow-up from the District 

Communication Specialist will take place. An additional follow-up from the 

Superintendent will take place after two weeks. 

Type of  Inform at ion Phone Text Em ail Websit e Social Media

Important Reminders X X X X X

Event Promotion X X X X X

Forms / Documents X X

School E-Newsletters X X

Public Relations X X
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Fam ily Com m unicat ion Prot ocol

-  Websit e /  Social Media:

- Content maintained daily

- Includes news, announcements, events, articles, multimedia content (videos, 

photos), forms/documents etc. 

- Increase the district 's social media presence, promote positive district news, and 

encourage community engagement

- District Communications Specialist and Superintendent are responsible for sharing 

district level news 

- Superintendent Twitter Feed and WPS Facebook page stream on district website

- Principals (or a designated staff member) are encouraged to utilize school Twitter 

accounts which stream directly on the individual school?s website.

- Encourage staff members to have a positive social media presence 

- WPS Mobile App

- Subm it t ing School News

- Schools are also responsible for submitting important news, photos, videos, and 

special events to District Communications Specialist to promote on district social 

media channels, future marketing materials, website, and the media. 

- All students in submitted photos must not appear on school?s ?no photo list.? If a 

staff member is contacted by the media, please refer to the District 

Communications Specialist. 
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Dist r ict  Com m unicat ion Schedule

- Dist r ict  Newslet t er  

- 3 times per year (Fall, Winter, Spring)

- Fall Deadline - October 5, 2018

- Winter Deadline - January 11, 2018

- Spring Deadline - April 5, 2018

- Distributed to all Windsor households, posted on website and social media

- Displayed at individual schools

- Includes district-wide news, community-related topics, recognitions etc. 

- Designed to raise awareness, increase support and educate the Windsor community 

- Board of  Educat ion Meet ing Recaps 

- A brief recap emailed to staff including important items and actions taken at each 

BOE meeting:

- September 18, 2018 Meeting - Recap distributed by September 25, 2018

- October 16, 2018 Meeting - Recap distributed by October 23, 2018

- November 20, 2018 Meeting - Recap distributed by November 27, 2018

- Tuesday, December 18, 2018 - Recap distributed by January 2, 2019 (holiday)
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Dist r ict  Com m unicat ion Schedule 

- Ear ly Dism issal Days

- A reminder will be sent to all families using School Messenger the day before an 

early release day:

- September 18, 2018 (Early Dismissal)

- October 16, 2018 (Early Dismissal)

- January 8, 2019 (Early Dismissal) 

- February 5, 2019 (Early Dismissal)

- March 5, 2019 (Early Dismissal)

- May 7, 2019 (Early Dismissal)

- Back  t o School Com m unicat ions

- Communicate with schools in June to determine what information is being 

distributed to families in the District Back to School Packet (Mailed in August):

1. Dr. Cooke Back to School Introduction Letter 

2. Instructions to update information in PowerSchool  

3. District Calendar 

4. Chromebook Information 

5. Transportation Reminder 

- Dr. Cooke Back to School Letter to Staff (Mid August) 

- Dr. Cooke Back to School Letter to Families (End of August)
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Dist r ict  Com m unicat ion Schedule 

 

- Media Coverage

- Distribute daily media coverage emails 

- Articles posted to ?In the News? section on the district website

- Monthly clip report including all WPS related news to be distributed to Cabinet 

members and appropriate staff at the beginning of each month. 

- Addit ional Dist r ict  /  Super int endent  Com m unicat ions

- Snow Days / 2-Hour Delays

- Important Reminders

- Event Promotion as needed

- Transportation Issues as needed

- Emergency Situations
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2018-2019 Edit or ial Calendar

- Sept em ber :

- Back to School Stories / Convocation

- Calling All Windsor Men & Calling All Windsor Women

- Oct ober :

- National Bullying Prevention Month

- Breast Cancer Awareness Month

- Novem ber :

- National Career Development Month 

- Veterans Day Activities

- Decem ber : 

- Holiday Stories

- Windsor Public Schools Give Back

- January:  

- Health stories / careers

- WEF Grants

- February:

- Stories featuring WHS alumni 

- NCAA National Letter of Intent Signing Day
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2017-2018 Edit or ial Calendar

- March:

- National Nutrition Month

- National Reading Awareness Month

- PreK / Kindergarten Registration 

- Apr i l :

- Safe Prom Season stories 

- Autism Awareness Month

- National Poetry Month 

- May:

- Senior Citizen Month Breakfast

- Teacher of the Year Announcement

- June: 

- Graduation Stories, Year in Review 

- Thank community for scholarships to graduates

- Post high school plans 

- New student registration

* Not an inclusive list. Editorial Content subject to change as needed. 
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