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Communication Systems 
 

Philosophy: 

 

Communication is defined as “the giving and receiving of information or messages by 

talking, writing” or “a system for sending and receiving messages”.  An exchange of 

information allows individuals and groups to become actively involved in projects and to 

make group decisions that promote a quality program.  To be effective, accurate, and 

timely, information must flow to and from parents, staff, the Policy Council, Agency 

Board of Directors, and community partners. Communicating can also be defined as 

“means to be connected; to relate to another or others in a meaningful fashion”.  It is the 

intent of the program to bring parents, staff, community partners, and governing bodies 

together to have meaningful dialogues with one objective in mind: improving the quality of 

services for children and families. 

 

 

General Communication 

 

The program plans and executes on-going methods for disseminating information to its 

community partners.  The most common and productive approaches are through joint 

membership on various committees and participation in local community events.  

Fatherhood and Male Initiative projects such as “The Great Read In”, basketball 

tournaments and Male Chow Down are geared toward recruiting men as community 

partners.   

 

Exchange of written materials is another effective way of communicating with community 

partners.  Two critical groups, the Policy Council and the Health Advisory Committee, 

provide important opportunities to give and receive information concerning issues that may 

impact both the community and program.   

 

 

Communication with Families 

 

Open lines of communication with parents are established at recruitment and reinforced 

and refined through subsequent face-to-face conversations, initial home visits, office 

conferences, parent orientation/open house, Parent Committee meetings, parent/teacher 

conferences, education home visits, Individual Education Plan (IEP) meetings,  Individual 

Family Service Plan (IFSP) meetings, parent workshops, meetings, Policy Council and 

committees meetings, newsletters, the Parent Handbook and other written materials 

 

The program employs translators when necessary to communicate with children and 

families in their home language.  The Parent Handbook, Parent and Nutrition Newsletters, 

and other booklets and notices are translated into Spanish.  Translators work in classrooms, 

accompany parents and children to appointments, attend IEP or IFSP meetings, participate 

in recruitment, and are available for home visits and other parent-child related activities.   
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Communication with Governing Bodies and Policy Groups 
 

 

It is essential that both the Agency Board of Directors and Policy Council understand their 

roles and responsibilities in shared governance.  In order to facilitate a sense of 

involvement and ownership in the governing process, joint training is conducted for 

Agency Board of Directors and Policy Council members annually.  An orientation packet 

and a skilled and knowledgeable trainer assist both groups to understand and participate in 

collective decision-making. 

 

The second and on-going step for planning and implementing successfully shared 

governance is a system of regular and frequent communication between Parent 

Committees and the Policy Council.  The system provides for vertical two-way 

communication between the Parent Committees and the Policy Council through the 

following methods 1) monthly Parent Committee meetings, 2) regular Policy Council 

meetings, 3) Policy Council community representatives and parent members attending 

Parent Committee meetings in their county to hear local concerns and share information 

from the Council and 4) posting the names of local Policy Council members at each site 

 

The vertical communication chain continues to the Policy Council and Agency Board of 

Directors through the Head Start/Early Head Start Director’s presentation of program 

statistical and financial reports at Council and Board meetings.  Reports and materials 

provided to Board and Council members include; budget reports, ACF correspondence, 

instructions and guidance, management reports, personnel actions and other pertinent 

committee reports.  At both Board and Council meetings there are opportunities for 

members to review reports and materials, ask questions, discuss issues, and make 

suggestions or recommendations.  Agenda items are mailed to the members of both bodies 

in advance of regular meetings.  A member of the Board representing the Agency Board of 

Directors at Policy Council meetings further augments the two-way communication system 

between the two governing bodies 

 

 

1304.51 (e) Communication with Staff 

 

Both formal and informal communication with staff occurs on a regular basis.  

Communication systems at all levels allow employees to 1) share ideas and concerns, 2) 

gain critical program information, 3) provide constructive feedback to both co-workers and 

management staff, 4) understand their job responsibilities, 5) “buy into” the program’s 

vision and mission and 6) improve their job skills and productivity 

 

These systems include but are not limited to 1) memos and letters, 2) email, 3) plans and 

procedures, 4) the Employee Handbook, 5) staff evaluations, 6) faxed messages, 7) 

telephone conversations, 8) Manager and Director on-site visits, 9) group and individual 

meetings, 10) posted job opportunities, 11) staff bulletin boards, 12) IT and facility work 

requests, 13) workshops and conferences and 14) other written materials and reports. 

 

The program has developed an impressive and extensive technology system to 1) improve 

and strengthen communication between staff, 2) provide on-going training opportunities 
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and 3) monitor program operation and management.  On a day-to-day basis, the program 

operates and maintains 200 computers.  All twenty–seven (27) facilities are connected by a 

network of T1 lines.  The system is further supported by the addition of central office fiber 

optic telephone lines.  The use of a quality technology system and center-based large and 

small conference/training areas equipped with flat screen monitors or LCD projectors and 

screens allows supervisors to meet the training needs of their staff on-site in a timely 

manner.  The instant easy group viewing of program software applications reduces the 

need to move equipment form center to center.  This method is cost effective and reduces 

the loss of valuable staff time.  Staff also communicates on-line through classes and web-

based training sessions.  In addition, the central office small group training area provides 

quick access to current program data and correspondence during management team 

meetings. 


