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Reducing workload: communications workshop
Effective internal and external communications in schools are essential but sometimes practices such as responding to emails or attending meetings can impact negatively on teacher workload.
Workshop aims
To review and streamline internal and external communications in the school(s) to focus them on improving outcomes for pupils, rather than what has become established through custom and practice.
Why
Respondents to the 2014 Workload Challenge[footnoteRef:2], stated that communications led to increased workload, e.g. responding to emails, staff meetings and communicating with parents and carers [2:  Gibson, Oliver and Dennison (2015) ‘Workload Challenge: Analysis of Teacher Consultation Responses’] 

How
Use the workshop:
· To discuss the different forms of communications that are used both internally and externally in your school(s).
· To decide which should be updated, streamlined or stopped completely.
· In a way that is most useful for you, e.g. you might want to have discussions as a whole school, team, or department.
Outcomes
· To agree SMART actions to ensure communications are manageable and unnecessary workload is removed.


Key resources
· Advice – Ways to reduce workload in your school: tips from school leaders 
· Examples within this zip folder
· Impact graphs
	Further information
School leaders, teachers and other sector experts have worked in conjunction with the Department for Education (DfE) to design the workload reduction toolkit to help schools assess and address workload issues. For further information about action to support schools is available in the Collection reducing school workload.
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