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If designating an individual:

Name a first and second acting successor, in case the first is not available. You
may identify this either b
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Control Communications During a Transition

 

A communications plan can help identify who needs to be notified of changes and
in what priority order. With a smart phone in every hand, communication is very
fast. If there are gaps in a narrative, people tend to fill them in with their best
guesses. Poor communication can quickly undermine the best plan, so having
identified priority audiences is a great way to tackle this proactively. We have used
tables like the example below for communications plans.
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Tier
Entity (e.g. Staff, part

ners, funder)

Communication

Method
Person Responsible

1

Supervisor Phone preferable

Person taking emergency le

ave or first person to notice

the absence.

Designated acting succ

essor

Phone or in perso

n
Supervisor

Immediate reporting st

aff

Phone or in perso

n, email follow up

Supervisor & acting success

or together

2

Key partners such as:

·  After school partner

s

·  Enrichment teacher

s

Phone Acting successor

Tutors Em݆ɫ
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Who’s Our Internet Provider? and Other Questions You Don’t Want to Ask
Last Minute
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