
 
 

Process Name:  Communications Team Sub-Process Name: Communication Dissemination of Information 

Sub-Process Source: Communications Team 

Version #: 3​ ​ ​ ​ ​ ​ ​  Date: May 2, 2018 

Current (check):                              Improved (check): 

Process Drivers (check):  1.  Values/Vision/Mission/GPs (   )  2. District Goals (   )  3.  Logic Model/SCL Workplan (   )  4.  NEASC Standards (   ) 5. Other:  X 

Process Links: 
 

Comments  Process Steps  Process Steps Time Allotted Process 

Steps 

 Comments 

         

    1.​ Information to 

disseminate 

 

   Time should be allocated for 

process to occur effectively.  

         

 

 

 Sent to administration 

for approval 

N 

O 

    2.   Is it approved? 

 

Within 48 Hours    

    YES     

Hold for revision. 

(when revised return to step 2) 

N 

O 

Is it approved? Y 

E 

S 

3.  Choose audience 

 

    

         

    4.  Choose medium 

 

    

         

  Hold for revision. 

(when revised, go back to 

step 3 ) 

 

N 

O 

5.  Is audience and   

medium approved by 

administration? 

    

    YES     

    6.  Send to contact of 

medium 

    

         

   

 

 7.   Information is 

disemminated 

    

         

   

 

      

https://docs.google.com/document/d/1bj8I5XzcJ69t2mAdfBYPRXH0cqt9Y44fqEyY-rg31wg/edit
https://docs.google.com/document/d/1bBxxbSTBvuo8uzIpvBP1YuTkdDsd21HPmUrxuVRsXe8/edit
https://docs.google.com/document/d/1pDKGcpnLUZIaZ9ha3TBCV2ZFayQdUeLq5Pj6a6B4hek/edit
https://docs.google.com/document/d/1pDKGcpnLUZIaZ9ha3TBCV2ZFayQdUeLq5Pj6a6B4hek/edit


         

 


