Communications Plan
A COURSE SCHEDULING RESOURCE
[bookmark: _heading=h.ahwy3grhaa4x]Purpose
Student-centered course scheduling is both a technical and a change-management effort. While data and analysis surface where schedules create barriers to student progress, meaningful change depends on how well that work is understood, supported, and acted on across campus.
This communications plan is designed to help teams intentionally align audiences, messages, and moments as the work unfolds—so the right people understand the work, see its value, and take the actions needed to move it forward.
Rather than attempting to communicate everything to everyone at all times, this approach helps teams:
· Clarify who matters most at different stages of the work
· Anticipate perceptions, concerns, and narratives that may shape buy-in or resistance
· Focus communications around key milestones and decisions, not just updates
· Translate data and insights into messages that enable action
This plan draws on best practices from the AASCU Student-Centered Course Scheduling initiative and is organized into three steps that build on one another, each corresponding to a key phase of the work and the resources available to support it.

Step 1: Prioritize Audiences
Clarify who needs to be engaged, what they currently believe about course scheduling, and what they need in order to support or act on the work.
	AUDIENCE

Whose support is critical to the success of this work? 
	CURRENT PERCEPTIONS 

What do they currently believe about course scheduling or this initiative (accurately or not)?

	KEY CONCERNS 
/ RISKS TO ADDRESS

What might worry them, create resistance, or slow progress if left unaddressed?

	WHAT WE’RE ASKING OF THEM 

What action, decision, or behavior do we need from this group?
	MESSAGES, DATA, OR STORIES THAT WILL HELP

What framing, evidence, or tools will help them understand, engage, or act?
	EXISTING CHANNELS / TOUCHPOINTS

What existing communications channels, meetings, or routines could be used to engage this audience? 

	Audience 1
	
	
	
	
	

	Audience 2
	
	
	
	
	

	Audience 3
	
	
	
	
	

	Audience 4
	
	
	
	
	


Step 2: Align Messages to Project Milestones
Identify key phases and milestones of the work and define a clear communications focus for each period.
	PROJECT PHASE

Where are we in the project lifecycle?
	KEY MILESTONES / DECISIONS

What is happening (or about to happen) that others need to understand or respond to?

	PRIMARY AUDIENCES TO ENGAGE

Who most needs to be informed or involved during this phase?
	AVAILABLE RESOURCES

Which resources can be used or adapted at this stage of the work?
	MESSAGES OR EVIDENCE TO EMPHASIZE

What is the primary message or narrative for this phase (not everything, just the focus)?
	WHAT SUCCESSFUL COMMS LOOK LIKE

How will we know this communication worked?

	Prepare
Month YY – Month YY
	
	
	Casemaking Part 1: Introducing the Work

Feedback Toolkit
	
	

	Reflect
Month YY – Month YY
	
	
	Data Guide

Casemaking Part 2: Sharing Insights


	
	

	Prioritize & Act
Month YY – Month YY
	
	
	Casemaking Part 3: Our Action Plan
	
	

	Monitor
Month YY – Month YY
	
	
	
	
	





Step 3: Plan Communications by Time Period
Translate priorities and milestones into an actionable plan.
Prepare
Month YYYY – Month YYYY
	TIME PERIOD

When will this communication take place?
	AUDIENCE

Who are we reaching during this time period?
	OBJECTIVE

What do we want to achieve with this communication?
	MESSAGE / ASK
	
What are we asking this audience to understand, support, or do?



	CHANNELS / TACTICS
	
How will we reach them most effectively?



	OWNER

Who is responsible for drafting, sending, or delivering this communication?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



REFLECT
Month YYYY – Month YYYY
	TIME PERIOD

When will this communication take place?
	AUDIENCE

Who are we reaching during this time period?
	OBJECTIVE

What do we want to achieve with this communication?
	MESSAGE / ASK
	
What are we asking this audience to understand, support, or do?



	CHANNELS / TACTICS
	
How will we reach them most effectively?



	OWNER

Who is responsible for drafting, sending, or delivering this communication?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


PRIORITIZE & ACT
Month YYYY – Month YYYY
	TIME PERIOD

When will this communication take place?
	AUDIENCE

Who are we reaching during this time period?
	OBJECTIVE

What do we want to achieve with this communication?
	MESSAGE / ASK
	
What are we asking this audience to understand, support, or do?



	CHANNELS / TACTICS
	
How will we reach them most effectively?



	OWNER

Who is responsible for drafting, sending, or delivering this communication?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


MONITOR
Month YYYY – Month YYYY
	TIME PERIOD

When will this communication take place?
	AUDIENCE

Who are we reaching during this time period?
	OBJECTIVE

What do we want to achieve with this communication?
	MESSAGE / ASK
	
What are we asking this audience to understand, support, or do?



	CHANNELS / TACTICS
	
How will we reach them most effectively?



	OWNER

Who is responsible for drafting, sending, or delivering this communication?
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