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AN OPPORTUNITY CULTURE FOR TEACHING AND LEARNING: 

COMMUNICATIONS PLANNING TIMELINE 

 

Background 

This tool is a companion piece to the Opportunity Culture series, found on OpportunityCulture.org. In an Opportunity Culture, far more students have 
access to excellent teachers. All teachers have career opportunities dependent upon their excellence, leadership, and student impact. Advancement 
allows more pay and greater reach. New school models increase school-day collaboration and planning time and make development toward excellence 
possible for all staff. 

Communication with teachers and staff is critical for introducing an Opportunity Culture and new teaching models into your school.   

This tool includes a suggested timeline and separate timeline template and should be used with the accompanying presentation (with and without 
speaker notes) and handout, both titled An Opportunity Culture for Teaching and Learning. These materials are designed to help you develop a plan to 
inform and engage teachers and staff at your school. The template can be found in the accompanying document, An Opportunity Culture for Teaching and 
Learning: Communications Planning Template. You can also find additional materials on OpportunityCulture.org’s page for teachers. 

This document includes tips for managing the change process, as well as recommended communication steps and timing.  

  

http://opportunityculture.org/
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Slide_Deck_with_Speaker_Notes-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Slide_Deck-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Two_Pager-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Communications_Planning_Template-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Communications_Planning_Template-Public_Impact.pdf
http://opportunityculture.org/teaching-in-an-opportunity-culture/
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Tips for Managing the Change Process 

As you initiate discussions with staff members about the changes underway, we recommend that you consider several theories related to change 
management.1 Remember, the change process requires a series of steps starting well before and extending beyond initial changes. These critical steps—
with guiding questions—include2:  

1. Creating a sense of urgency about the need for the change. What are the current problems that you want to fix or the situation you aspire to 
improve? 

2. Communicating a vision for change. How will your school be better for teachers and students? 
3. Forming a powerful guiding coalition. Who will lead and advocate for change in each of the many groups in your school community?  
4. Planning for change. What precisely do people need to do differently, and when? 
5. Removing obstacles and anticipating people’s concerns. What practical barriers and concerns can you address in advance? 
6. Creating short-term wins and using those to motivate staff and teachers (e.g., limited implementation—implement first and well in certain grades 

or subjects). What visible successes critical for long-term learning success might your school show in the first month, semester, and year? 
7. Building on the change. As you implement, what is going well that you can expand, and what still needs to be improved?  
8. Anchoring the change in your school’s culture. How can you consistently communicate the vision and its importance to your school’s values, and 

further reflect this vision in each element of teachers’ and students’ experiences?  

 

  

                                                           
1
 For an overview of these theories and more, see: http://opportunityculture.org/wp-content/uploads/2012/05/Change_Management-Public_Impact.pdf  

2
 See note 1 and http://hbr.org/2007/01/leading-change-why-transformation-efforts-fail/ar/1  

http://opportunityculture.org/wp-content/uploads/2012/05/Change_Management-Public_Impact.pdf
http://hbr.org/2007/01/leading-change-why-transformation-efforts-fail/ar/1
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Communicating the Change: Suggested Steps and Timing 

The following table provides a roadmap for communicating with school staff and teachers. It includes timing, objectives, activities, resources, and target 
audiences. The members of your design team charged with communicating the changes should adapt the steps to meet the needs of your school. 

 

Timeline Objective Activity Forum and resources* 

Year Prior to Major Implementation 

September–
November 

Develop school 
model(s) for 
reaching all 
students with 
excellent 
teaching (may 
begin earlier) 

 See companion documents on OpportunityCulture.org, 
especially the Tools for School Design Teams page, for 
more assistance with redesigning schools. 

 See companion documents on 
OpportunityCulture.org 

 Other materials you develop 

November–
December  
 

Promote 
understanding 
and support for 
implementation 
of Opportunity 
Culture initiative 
with teachers 
and staff by 
introducing the 
effort broadly 
and eliciting 
input 

 Develop a timeline and plan for communicating to and 
engaging staff members 

 Share slide deck and handout(s) providing an overview 
of the Opportunity Culture/reach extension key 
elements with school staff, including a focus on how 
this effort is connected to overall school priorities and 
other district initiatives 

 Provide an opportunity for teachers/staff to understand 
the benefits of the initiative, and ask questions  

 Describe the planning process the school is undertaking 

 Describe how every staff member’s participation in 
implementation is critical 

 Communicate that during years 1 and 2, all staff will 
have opportunities to provide input and improve the 
implementation  

 Forum: Staff meetings; small-group meetings 
such as grade-level clusters, PLCs, or 
departmental teams 

 Resources:   
o Slide deck (with and without speaker 

notes): An Opportunity Culture for 
Teaching and Learning 

o  Handouts for teachers: An Opportunity 
Culture for All: Making Teaching a Highly 
Paid, High-Impact Profession; An 
Opportunity Culture for Teaching & 
Learning: Moving Toward a Highly Paid, 
High-Impact Profession; Career Paths 
that Respect Teachers: More Pay & Time 
to Collaborate, Lead, Reach More 
Students  

 Other materials you develop 
 

January  Share and elicit 
feedback on 

 Provide an update on the design team’s plans for 
implementing the work 

 Forum: All-staff meeting; small-group 
meetings such as grade-level clusters, PLCs, 

http://opportunityculture.org/
http://opportunityculture.org/reach/tools-for-school-design-teams/
http://opportunityculture.org/
http://opportunityculture.org/teaching-in-an-opportunity-culture/
http://opportunityculture.org/teaching-in-an-opportunity-culture/
http://opportunityculture.org/wp-content/uploads/2013/09/An_Opportunity_Culture_for_All-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2013/09/An_Opportunity_Culture_for_All-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2013/09/An_Opportunity_Culture_for_All-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Two_Pager-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Two_Pager-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Two_Pager-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/12/An_Opportunity_Culture_for_Teaching_and_Learning_Two_Pager-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/11/Career_Paths_That_Respect_Teachers-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/11/Career_Paths_That_Respect_Teachers-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/11/Career_Paths_That_Respect_Teachers-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/11/Career_Paths_That_Respect_Teachers-Public_Impact.pdf
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Timeline Objective Activity Forum and resources* 

school-specific 
plans for 
Opportunity 
Culture  

 Share an overview of the design team’s plans and invite 
input from teachers and staff 

 Provide an overview of the opportunities for teachers 
and staff so they understand the roles they play in an 
Opportunity Culture, including the qualifications for 
each role 

or departmental teams 

 Resources:  
o Your school’s draft of Opportunity 

Culture plan materials 
o Your school- or district-specific career 

path materials, or materials you use 
from the Opportunity Culture series. For 
example:  
 Job descriptions3 
 Summary of Teacher Career Paths 
 Teacher, Leader, and 

Paraprofessional Career Paths 

o Other materials you develop 

February–
March  

Share final 
school-specific 
plans and 
transition to 
implementation 

 Invite eligible staff to apply for reach-extension 
positions 

 Set calendar outlining training and professional 
development as well as communications for upcoming 
school year 

 Optional: schedule one-on-one meetings for staff with 
principal or assistant principal to discuss potential fit for 
new roles 

 

 Forum: All-staff meeting or small-group 
meetings 

 Resources: 
o Your final Opportunity Culture plan 

materials 
o Job descriptions for roles in your school 
o Resources on application process 
o Resources on evaluation of new roles 
o Sample calendar outlining key dates and 

training  
o Other materials you develop 

April–May Continue to build 
teacher and staff 
understanding 
and support for 
the effort, and 

 Provide training and details on transition plan for school 
year 1 to department chairs/grade-level leaders   

 Provide opportunities for ongoing feedback (such as 
online surveys) to assess teachers’ understanding of 
and support for the effort; when possible, administer 

 Forum: All-staff meeting or small-group 
meetings 

 Resources: 
o Survey instrument designed to assess 

knowledge and perception of this stage 

                                                           
3
 See job descriptions in Redesigning schools: Teacher & staff selection, development, & evaluation toolkit (pp. 6–22), available at http://opportunityculture.org/wp-

content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf 

 

http://opportunityculture.org/wp-content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Summary_of_Teacher_Career_Paths-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Teacher_Leader_and_Paraprofessional_Career_Paths_Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Teacher_Leader_and_Paraprofessional_Career_Paths_Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf
http://opportunityculture.org/wp-content/uploads/2012/05/Selection_Development_Evaluation_Toolkit-Public_Impact.pdf
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Timeline Objective Activity Forum and resources* 

continue to 
improve design 
details and 
communication 

surveys in batches to staff selected for differing roles 

 Participate in multi-school focus group discussions led 
by district leadership to receive feedback on overall 
initiative  

 Ask leadership, design team, and subcommittee 
members to participate in cross-site work groups to 
address continued design improvements, if needed 

 Review school year 1 implementation plans with all 
staff  

 

of initiative 
o Final Opportunity Culture plan materials 
o Other materials you develop 

May–July  Develop and 
implement a plan 
for 
communicating 
the Opportunity 
Culture initiative 
to parents, 
students, and 
community 

 Outline key pieces of information describing the 
school’s Opportunity Culture plans to be shared with 
parents and community members 

 Develop and share short document that describes the 
key aspects of the initiative’s goals and its desired 
impact in the context of the school’s overall priorities 

 Identify parents, community members, and/or 
organizations whose support is important to work’s 
success and begin meeting with them to elicit their 
support; get input on implementation  

 Develop key messages to share with parents as part of 
“Back to School” night and/or other communications at 
the start of the new school year 

 Forum: All-staff meeting or small-group 
meetings 

 Resources: 
o Short document explaining goals, 

desired impact, and key changes 
affecting students and parents 

o Slide deck presentation for teachers: An 
Opportunity Culture for Teaching & 
Learning (see OpportunityCulture.org for 
new materials that may be helpful) 

o Reach Extension Models: Frequently 
Asked Questions webpage 

o Other materials you develop 
 

Years 1 and 2 of Major Implementation**  

October–
November  

Assess and 
improve 
implementation 

 Assess degree of implementation 

 Identify strengths 

 Identify opportunities to improve 

 Plan refinements: activities to improve, increase, or 
eliminate 
 

 Forum: All-staff meeting or small-group 
meetings 

 Resources: 
o Survey instrument designed to assess 

implementation 
o Other assessments of progress against 

early-win goals 
o Other materials you develop 

http://opportunityculture.org/teaching-in-an-opportunity-culture/
http://opportunityculture.org/teaching-in-an-opportunity-culture/
http://opportunityculture.org/teaching-in-an-opportunity-culture/
http://opportunityculture.org/
http://opportunityculture.org/frequently-asked-questions/
http://opportunityculture.org/frequently-asked-questions/
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Timeline Objective Activity Forum and resources* 

December–
January 
 

Communicate 
progress and 
refinements 

 Communicate progress and refinements to teachers 
and staff 

 Communicate progress and refinements to community  
 

 Forum: All-staff meeting or small-group 
meetings; community or parent night 
meetings; or via email 

 Resources: 
o Communication statements specific to 

school 
o Plan for additional changes 
o Other materials you develop 

 

April–May  Assess and 
improve 
implementation 

 Assess degree of implementation 

 Identify strengths 

 Identify opportunities to improve 

 Plan refinements: activities to improve, increase, or 
eliminate 
 

 Forum: All-staff meeting or small-group 
meetings 

 Resources: 
o Survey instrument designed to assess 

implementation 

 Other assessments of progress against early-
win goals 

 Other materials you develop 

June 
 
 

Communicate 
progress and 
refinements 

 Communicate progress and refinements to teachers 
and staff 

 Communicate progress and refinements to community  
 

 Forum: All-staff meeting or small-group 
meetings; community or parent night 
meetings; or via email 

 Resources: 
o Communication statements specific to 

school 
o Plan for additional changes 
o Other materials you develop 

 

*Check for updated and new resources on OpportunityCulture.org. 

**Check for more detail for year 1 and 2 implementation on OpportunityCulture.org. 

http://www.opportunityculture.org/
http://www.opportunityculture.org/

