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The Rapid City Area School District is committed to open, honest and ongoing communication 

with our staff, parents, students, and the community.  We understand that maintaining a two-

way conversation with staff, parents, students and the community is essential for building 

relationships.  These relationships are the foundation for a strong school system. 

This communications plan was designed to establish a comprehensive and integrated 

communications process for effective communication with all staff, parents, students, and 

community by utilizing ŀ ǾŀǊƛŜǘȅ ƻŦ ƳŜŘƛŀ ǘƻ ƳŀȄƛƳƛȊŜ ŀǿŀǊŜƴŜǎǎ ŀƴŘ ǎǳǇǇƻǊǘ ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ 

goals, objectives and programs.   

The plan will also establish an effective employee communication plan to improve internal 

communication and employee engagement. 

 Lǘ ŀƭƛƎƴǎ ǿƛǘƘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ Ǝƻŀƭǎ ŀƴŘ ƛǎ ƛƴŎƻǊǇƻǊŀǘŜŘ ƛƴ ǘƘŜ Rapid City Area Schools Strategic 

Plan.  Annual objectives are tied directly to the objectives set by the district for achieving its 

goals. 

¢ƘŜ Ǉƭŀƴ ƛǎ ŀ ǿƻǊƪƛƴƎ ŘƻŎǳƳŜƴǘ ǘƘŀǘ ƛǎ ǊŜǾƛŜǿŜŘ ƻƴ ŀƴ ŀƴƴǳŀƭ ōŀǎƛǎ ōȅ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ 

Communications Task ForceΦ  Lǘ ƛǎ ǳǎŜŘ ŀǎ ŀ ōŀǎƛǎ ŦƻǊ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŀŎŎƻǳƴǘŀōƛƭƛǘȅ, as well as for 

providing a framework for future resource and budgetary consideration. 

The Comprehensive Communications Plan is intended to do the following: 
1. Implement a communications program that directly helps the district achieve its 

strategic goals. 
2. Foster strong relationships with district staff, parents, students and community. 

3. tǊƻǾƛŘŜ ŦƻŎǳǎ ŀƴŘ ŘƛǊŜŎǘƛƻƴ ŦƻǊ ƳŜǎǎŀƎŜǎκƳŜǘƘƻŘǎ ƛƴ ǎǳǇǇƻǊǘ ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƎƻŀƭǎΦ 

4. Achieve coordinated communications, both internally and externally, regarding safety 

issues and crisis management. 

5. Enable the district to present itself accurately to audiences on local, state, and national 

levels. 
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Dr. Timothy Mitchell, Superintendent 394-4031 
Shirley Fletcher, Senior Admin. Asst. 394-4031 
Amanda Rombough, Information 
Services 

394-4092 

Shane Daniel, Information Tech. Dir. 394-6844 
High School Principal  
Centralς Mike Talley 394-4023 
Rapid City HS ς Deb Steele 394-4048 
Stevens ς John Julius 394-4051 
Middle School Principal  
East  - Scott Phares 394-4092 
North ς Danny Janklow 394-4042 
South ς Larry Stevens 394-4024 
Southwest ς Jackie Maxon Talley 394-6792 
West ς Doug Foley 394-4033 
Elementary School Principal  
General Beadle ς Cary Davis 394-1841 
Black Hawk ς Holly Yamada 787-6701 
Canyon Lake ς David Swank 394-1817 
Corral Drive ς Gregg McNabb 394-6789 
Grandview ς Rick Owen 394-1829 
Horace Mann ς Kelly Gorman 394-1847 
Knollwood ς Shannon Schaefers 394-1851 
Meadowbrook ς Michael Donohoe 394-1821 
Pinedale ς Lisa Hafer 394-1805 
Rapid Valley ς Cher Daniel 393-2221 
Robbinsdale ς Michelle Seaholm 394-1825 
South Canyon ς Lisa Plumb 394-1801 
South Park ς Brad Jungwirth 394-1833 
Valley View ς Rod Haugen 393-2812 
Wilson ς Robin Gillespie 394-1837 

 
  

Communications Staff 
Available Monday through Friday ς 7:30 AM ς 4:00 PM 

(when school in session) 

 



 

 

 

 

Communications Advisory Committee: 
 

Jack Caudill, KEVN  
Stephany Beshara, KNBN 

Kevin Woster, KCLO 
Bart Pfankuch, Rapid City Journal 

Jackie Giago, Native Sun News 
Lynn Kendall, Rapid City Chamber of Commerce 

Steve Flanery, Butler Machinery Co. 
Liz Hamburg, Partnership Rapid City 

Barry Degen, Rapid City Public School Foundation 
Ed McLaughlin, RCAS Board of Education 

Dave Davis, RCAS Board of Education 
Jim Hansen, RCAS Board of Education 

Sheri Keck, Rapid City Area School Teacher 
Sue Podoll, Rapid City Area School Teacher 
Shane Daniel, RCAS Technology Director 

Amanda Rombough, Admin. Assistant to the Superintendent for Information Services 
Brad Berens, RCAS Assistant Superintendent 

Dave Janak, RCAS Assistant Superintendent for Fiscal Services 
Brad Jungwirth, RCAS South Park Principal 
Rod Haugen, RCAS Valley View Principal 

Parent Key Communicator 
Student Key Communicator 

Steve Buchholz, Western Dakota Technical Institute 
Fran LaFort, South Dakota School of Mines and Technology 
Patty Garland, Penn. Co. Sheriff Public Information Officer 

Brendyn Medina, Rapid City Police Department PIO (Lt. Don Hedrick) 
Alexa White ς Pennington Co. Emergency Management 

Oliver White, Rapid City Fire Department PIO 
Shirley Fletcher, Senior Administrative Asst. to Superintendent 

Dr. Timothy Mitchell, Superintendent 
 

Communication Advisory Committee 



  

Guaranteed, Viable, Relevant Curriculum  

(Common Core State Standards) 

Comprehensive 

System of 

Assessment 

Instructional Practices 

¶ Balanced Literacy 

¶ Inquiry Mathematics 

¶ Technology Literacy 

¶ Diverse Opportunities for 

Learning Success 

 

All Students 

Learning At 

High Levels 

Four critical questions will drive our work in order to ensure that all students learn at high levels: 

1. What do we want students to learn? 

2. How will we know if our students are learning? 

3. How will we respond when students do not learn? 

4. How will we enrich and extend the learning for students who are proficient? 

 

Mission: 

Building a community of 

lifelong learners, one student 

at a time. 

Vision: 

All Rapid City Area School 

students will achieve to their 

full potential. 



District Code:   AD-P 
 

EDUCATIONAL PRIORITIES AND GOALS PROCEDURES 
 
RCAS Priorities: 
 
ü Guaranteed, viable, relevant curriculum 
ü Life and career skills 
ü Technology literacy (21st century skills) 
ü Staff effectiveness and organizational capacity-building 
ü Comprehensive system of assessment 
ü Diverse opportunities for students to learn and be academically successful 
 
RCAS Goals: 
 
Goal #1:  RCAS will develop a guaranteed and viable curriculum in all grade levels and in all 
courses so that all students have access to the same essential learning. 
 
Goal #2:   RCAS will develop a comprehensive system of assessment that is aligned with content 
standards, curriculum materials and instructional practices. 
 
Goal #3:   RCAS will develop diverse opportunities for students to learn and be academically 
successful. 
 
Adopted      06/07/12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Rapid City Area School District No. 51-4, Rapid City, South Dakota 
 



 

 

 

 

Internal Audiences  
Á Certified Staff Á Administrators/Tech 
Á Principals Á Board of Education 
Á Support Staff Employees 

× Food Service 
× Union 
× Clerical 
× Para-professionals 

Á Western Dakota Technical Institute 
× Administrators 
× Classified 
× Faculty 

Á Volunteers 
  

External Audiences  
  
Á Students Á Religious leaders 
Á Parents Á Neighborhood Groups 
Á Taxpayers of the District Á School Community Groups 
Á Senior Citizens Á New residents of the District 
Á Business leaders Á Neighboring School Districts 
Á Media Á Residents without children in District schools 
Á Parent-Teacher Organizations Á Surrounding area of Rapid City 
Á Civic leaders Á Prospective residents of the District 
Á Legislators Á Youth service organizations 
Á Emergency Services Á Private schools 

  

Desired Behaviors and Attitudes  
  
Through the implementation of this plan, the following desired behaviors and attitudes are the focus: 
Internal Audiences 
Á Take pride and ownership in the district. 
Á Keep informed of key issues. 
Á Work as a high-performing organization whose employees respect and value customer feedback. 
Á Exhibit district values of caring, integrity and collaboration. 
External Audiences 
Á Feel involved and engaged in their public schools. 
Á Exhibit community pride and trust in schools and the district. 
Á Support the Rapid City Area School District. 

Audiences and 

Outcomes 



The following resources will be used to evaluate and measure the effectiveness of this 

communication plan: 

Student survey  
Staff survey 

 Community survey 
 Website hits 
 Focus groups 
 Media coverage 
 Community feedback 
 School and department surveys/polls 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Strategy 1A:  Utilize the key communicator network model to involve parents and community 
members in schools and education. 
Facilitate connections among community stakeholder groups and district administrators, 

religious leaders, business groups, private/parochial schools, and area legislators. 
Proceed with community forums and engagement through Town Hall meetings. 
Expand on external key communication initiatives and share information to promote education 

with the empty-nester group. 
CŀŎƛƭƛǘŀǘŜ t¢hκt¢! tǊŜǎƛŘŜƴǘǎΩ CƻǊǳƳ ƳŜŜǘƛƴƎǎ ŀƴŘ Řƛalogue sessions 
²ƻǊƪ ǿƛǘƘ tŀǊŜƴǘ ŀƴŘ CŀƳƛƭȅ LƴǾƻƭǾŜƳŜƴǘ /ƻƳƳƛǘǘŜŜ ǘƻ ƛƴŎǊŜŀǎŜ ǇŀǊŜƴǘǎΩ ŀƴŘ ǇŀǘǊƻƴǎΩ 

awareness of volunteer opportunities in schools and departments thought a 
recruitment campaign. 

Expand the Community Leaders program to identify community organizations that partner with 
Rapid City Area Schools to support student achievement and health. 
 
Strategy 1B:  Continue with electronic communication tools to provide information for all 
stakeholders. 
Increase impact of Legislative Network through updates to the Web page and distribution of  
 subscribers. 
Provide senior citizen and empty-nester group with updates of district financial  
 information, along with volunteer and engagement opportunities through an expanded   
 system effectively. 
Analyze the district email/text reports and recommend best practices for the district to use the 

system effectively (dialer). 
Work with RCAS Technology to increase parent usage of Skyward and online teacher gradebook 

(parent access). 
Maintain active e-mail lists of key communicator groups. 
Promote Board of Education meetings through online Agendas. 
Implement and maintain social media tools (Twitter and Instagram, Facebook, others?). 
 
Strategy 1C:  Build and maintain partnerships with business and community leaders. 
Provide district representation for community-led meetings:  Chamber of Commerce, business   
 partnerships and senior citizen groups. 
Work with Partnership RC to expand the impact of business partnerships with students and 

schools. 
 
 
 
 

Communications Goal:  Develop and maintain positive, collaborative relationships with all 

stakeholders to strengthen support for the Rapid City Area School District.  



 
 
 
 
 
Strategy 2A:  Use electronic, print and mass media tools to promote awareness and interest 
in the district. 
 
Web 
Maintain district committee websites on the RCAS website. 
Implement and maintain social media tools (Twitter, Facebook, Instagram, The Cube) 
Manage on centralized public district calendar on the external site. 
Produce District Report Card online and coordinate electronic, video, and print channels. 
Develop a process to collect/communicate the results of survey data. 
Train key personnel for effective use of district website using content management strategies. 
Design and distribute a monthly/semimonthly newsletter with current events within school 
district. 
 
Video 
Broadcast video/media through social networking on Twitter, Facebook, Instagram, The Cube 
Produce video/media of RCAS special events to support internal communications. 
Create video/media (informational and educational in format) for release on website. 
Utilize instructional video/media to build awareness at the school and district levels. 
TV channel/educational channel. 
Live stream important events, such as high school graduation, via The Cube app 
 
Print 
Design/distribute flyers/cards with information concerning district social media to be displayed 
in schools, etc. 
 
Media 
Conduct media training with all administrators. 
Maintain online press room on the RCAS website to continuously update the media about 
 district initiatives and programs. 
Distribute facts sheets of district goals and objectives to media and update the report card  
 scores during the school year. 
News conferences. 
 
 
 
 
 
 
Strategy 3A:  Use the key communicator model for the Internal Key Communicator Network. 

 
Communication Goal:  Utilize a variety of media to maximize awareness and support of the 
5ƛǎǘǊƛŎǘΩǎ ƎƻŀƭǎΣ ƻōƧŜŎǘƛǾŜǎΣ ŀƴŘ ǇǊƻƎǊŀƳǎΦ 
 
 
 
 
 

Communications Goal:  Establish effective employee communication plans to improve internal 
communication and employee engagement. 



Work on collaboration with Human Resources and Budget and Finance Department through 
quarterly meetings. 

Assist schools and departments with internal communication plans and actions. 
Maintain department Web pages on the RCAS in cooperation with coordinators and 

department supervisors. 
Facilitate Key Communicator Group to establish internal networks for communication. 
 
Strategy 3B:  Work with the Human Resources Department to coordinate clear, consistent 
messages to staff members. 
Create and implement a new staff orientation communications plan. 
Develop a staff orientation video that welcomes new employees to RCAS and includes key 

messages. 
 
Strategy 3C:  Manage the district intranet site and promote it as the primary source of 
information for our staff members. 
Offer one-on-one training sessions for employees who are responsible for making departmental 

updates. 
Add content to department and special interest pages to increase usage of the site. 
Continue to promote the website to employees through newsletters, emails, pamphlets, and 

other marketing materials. 
 
Strategy 3D:  Provide ongoing professional development and training for staff members. 
Offer communication training to RCAS administration according to IC protocols. 
Provide Web training for the district and teacher websites. 
Continue with the phone dialer, text, and email system upgrades and training for new system 

features. 
 
 
 
 
 
 
Strategy 4A:  Provide training for school communication teams to facilitate communication 
among staff and community. 
Continue group and individual training for Web content management with key personnel/ 
Continue group and individual training to provide newsworthy information for media sources. 
Continue group and individual training for Parent Key Communicators to ensure PTA/PTO 

communication is accurate. 
 
Strategy 4B:  Provide resources for staff members and parent leaders and encourage their use 
in order to build connections and partnerships in the community. 
Coordinate the online publication, PR for Principals to provide best practices in communications 

and public relations for building administrators. 

Communication Goals:  Establish strong, positive connections between individual schools and 
their communities. 



Build and maintain the Web pages on the RCAS website that will facilitate information and 
discussion forums among staff members. 

Continue to develop and implement new features for teacher SharePoint websites. 
Serve on district committees:  School Calendar, Parent Key Communicators and Student Key 

Communicators  
 
 
Strategy 4C:   Increase opportunities for recognition among leaders in the RCAS community. 
Recognize student, staff and parent involvement during Board of Education meetings. 
 
Strategy 4D:  Provide opportunities and resources to build connections among students and 
the district. 
Student Key Communicators have regular meetings with the Superintendent.  
 
 
 
 
 
 
 
Strategy 5A:  Utilize the District Communication Task Force to review and offer feedback on 
communication planning projects conducted by the RCAS Communication Task Force. 
Develop and implement communication plans to meet defined objectives in the RCAS 

Communication 2015-2016 Plans. 
 
Strategy 5B:  Use research from the National School Public Relations Association 
Communications Audit to continue to incorporate key issue content and management into 
the communications effort. 
Generate talking points that clarify what RCAS stands for and the values that drive our staff 

toward the mission of quality education for all students. 
Develop templates for power point presentations and video to be distributed to members of 

the RCAS Administrative Team to use for school/department meetings to ensure 
consistency of messaging.  

 
 
 
 
 
 
Strategy 6A:  Use the strategic planning outcome to recommend accountability and 
evaluation methods for school administrators in the production of communication materials. 
Provide consistency in the prologue of all RCAS produced media/video. 
Adhere to standards of quality for content, design and management for all Web and print 

publications. 

Communications Goal:  Create key messages and talking points about the RCAS School District to 
establish one, clear voice throughout all communication channels. 

Communication Goal:  Establish a clear brand identity for the District and build on that image and 
reputation. 



Develop a website template for surveys and other research conducted by the district. 
 
 

 
 
 
 
 
Strategy 7A:  Build relationships with media through one-on-one story development. 
Work with broadcast producers and print editors to promote positive, newsworthy stories 
going on within the district. 
Share information through press releases, briefings and photo opportunities. 
Review the media guidelines and procedures for reports.  
Track electronic and print media and note trends. 
 

 

 

Strategy 8A:  Develop and sustain relationships with local emergency management officials. 
Develop an emergency content feature on the district home page that can be updated by key 
safety and crisis management personnel. 
 
Strategy 8B:  Utilize a variety of communication tactics to share information with staff and 
parents about safety plans and crisis management. 
Work with district nursing staff to coordinate the sharing of information about health issues 

with parents. 
Work with the administrative services department to provide crisis information to all staff. 
Manage and update crisis information on the district website. 

 
 
 
 
 
 
 
 

  

Communication Goal:  aŀƛƴǘŀƛƴ ŀ ǇƻǎƛǘƛǾŜ ƳŜŘƛŀ ǊŜƭŀǘƛƻƴǎ ǇǊƻƎǊŀƳ ǘƻ ŜƴƘŀƴŎŜ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƛƳŀƎŜ 
on local, state, and national levels. 

Communication Goal:  Achieve coordinated communication, both internally and externally, 
regarding safety issues and crisis management. 



 

 

 

 

The district can more effectively provide consistent and unified messages by identifying and 
managing all communication avenues.  A multifaceted approach to overall communication 
helps ensure greater image of messages.  The following list details the internal and external 
communication channels Rapid City Area Schools utilize: 
 
Communication Vehicles:   Electronic Communication Vehicles:  Media 
District Website Print newspapers 
School Web pages Broadcast stations 
School Newsletters  
Legislative Network/Website Communication Vehicles: 
Community Connection Interpersonal 
District text and email Parent Key Communicator Meetings 
District phone dialer Student Key Communicator Meetings 
 Roundtable Meetings 
Communication Vehicles:  Print Administrative Meetings 
Rapid City Journal Rapid City Public School Foundation 
Brochures Press Conferences 
Senior Living News Town Hall Meetings 
Native American Sun North Rapid Civic Association 
Chamber Investment Report Senior Citizen Centers 
  
Media Contacts:  
Broadcast:  
Black Hills Fox (KEVN) news@blackhillsfox.com 
KELO dgronseth@keloland.com 
Woster, Kevin (KELO) kwoster@keloland.com 
Matt Holsen mholsen@keloland.com 
KOTA kotanews@kotatv.com 
NewsCenter1 (KNBN) news@newscenter1.com 
South Dakota Public Broadcast news@sdpb.org 
Gary Ellenbolt, SDPB Gary.ellenbolt@state.sd.us 
Print:  
Rapid City Journal news@rapidcityjournal.com 
Patrick Butler - Rapid City Journal Patrick.butler@rapidcityjournal.com 
Andrea Cook ς Rapid City Journal 
Emily Niebrugge 

Andrea.cook@rapidcityjournal.com 
Emily.niebrugge@rapidcityjournal.com  

Jackie Giago, Native Sun Weekly jgiago@nsweekly.com  

Communication 

Channels 

mailto:news@blackhillsfox.com
mailto:dgronseth@keloland.com
mailto:kwoster@keloland.com
mailto:mholsen@keloland.com
mailto:kotanews@kotatv.com
mailto:news@newscenter1.com
mailto:news@sdpb.org
mailto:Gary.ellenbolt@state.sd.us
mailto:news@rapidcityjournal.com
mailto:Patrick.butler@rapidcityjournal.com
mailto:Andrea.cook@rapidcityjournal.com
mailto:Emily.niebrugge@rapidcityjournal.com
mailto:jgiago@nsweekly.com


 
Radio:  
My Town mytown@dberadio.com 
Jack Siebold jacksiebold@dberadio.com 
Charles Ray, SDPB Charles.ray@state.sd.us 
Government entities:  
Patty Garland, Penn. Co. Sheriff PIO Patty.garland@co.pennington.sd.us 
Brendyn Medina, RC Police Dept. PIO Brendyn.medina@rcgov.org 
Oliver White, RC Fire Dept. PIO 
Alexa White, Penn. Co. Emergency 
Management PIO 

Oliver.white@rcgov.org 
Alexaw@pennco.org  

Other:  
Black Hills Knowledge info@blackhillsknowledgenetwork.com 
Vicky Wicks vickylindenwicks@gmail.com 

 
 

  

mailto:mytown@dberadio.com
mailto:jacksiebold@dberadio.com
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ü School Board Policy KDD Media Relations 

ü Media Access to Schools Guidelines 

ü The Patron Information Pyramid 

ü Sample News Release Form 

ü School Dismissal Information Sheet 

ü Media Tips for Administrators 

ü Interacting with Media During a Crisis Event 

ü Handling Media Requests 

o Handling Media Requests ς Staff 

o Handling Media Requests - Administration 

ü RCAS Communication 2015-2016 Plans 

ü Key Messages 2015-2016 School Year 
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District Code:  KDD 

MEDIA RELATIONS 

The Rapid City Area Schools are public institutions, accountable to taxpayers.  The board of 

education believes in the importance of working with media representatives to keep the 

community informed about school issues and thereby, invites the participation of newspaper, 

radio, television, and electronic media personnel in providing information to the public.  In addition 

to direct communication with its constituents, the superintendent will use public media to keep the 

goals, programs, achievements and needs of the district before the community. 

The Office of the Superintendent is the primary resource for all school information and the first 

link for media representatives wishing to pursue a school-related story. 

The superintendent or designee(s) will coordinate all activities relating to the publication of 

information concerning the schools or the appearance of new releases relating to school 

personnel or activities.  All media conferences will be coordinated through the Office of the 

Superintendent. 

The board of education welcomes the active participation of newspapers, magazines, radio, 

television, and other mass communication media in promoting the cause of good education in our 

district or state.  Suggestion and advice from representatives of such media as to how best 

facilitate the flow of information to them by the board of education and personnel of the school 

district is welcome. 

Adopted: 10/01/2013 

 

 

 

 

 

 

 

Rapid City Area School District No. 51-4, Rapid City, South Dakota 



 

Rapid City Area Schools 

MEDIA ACCESS TO SCHOOLS GUIDELINES 

District employees are encouraged to cooperate with media representatives.  The Office of 
Superintendent is the primary source for all school information and the first link for media representatives 
wishing to pursue a school-related story.  The Superintendent serves as the primary spokesperson on all 
matters of district-wide interest.  The Superintendent may delegate others to serve as primary 
spokespersons for their areas of responsibility.  
 
Each building administrator is authorized to keep pŀǊŜƴǘǎ ŀƴŘ ƻǘƘŜǊǎ ƛƴŦƻǊƳŜŘ ŀōƻǳǘ ŀ ǎŎƘƻƻƭΩǎ ǇǊƻƎǊŀƳǎ 
and activities.  News releases that are of concern to only one school, or to an organization of one school, 
are the responsibility of the building administrator. 
 
The media will have access to all school events to which the public has been invited.  Approval from the 
principal is not required to interview, film, or photograph staff or students at public events such as athletic 
contests, dramatic productions, music concerts, and graduation ceremonies. 
 
When members of the media enter schools to cover events other than public events, they must register 
their presence in the administrative office and have the approval of the building principal before 
interviewing, filming, or photographing staff or students.  Group shots that do not identify individual 
students by name ς either still photos or video ς may be taken in classrooms, hallways, and on the 
playground with the principŀƭΩǎ ǇŜǊƳƛǎǎƛƻƴΦ 
 
Before individual students are interviewed, taped, or photographed, the principal will obtain parental 
ǇŜǊƳƛǎǎƛƻƴΦ  ! ǎƛƎƴŜŘ ŦƻǊƳ ƎƛǾƛƴƎ ǇŀǊŜƴǘŀƭ ǇŜǊƳƛǎǎƛƻƴ ŦƻǊ ǳǎŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƳŀƎŜ ƛƴ ǾƛŘŜƻΣ ǇǊƛƴǘΣ ƻǊ 
broadcast will be kept on file at the school.  Parents have the right to request that their child not be 
interviewed or photographed individually for video, print, or broadcast. 
 
Nothing in this regulation is intended as a restraint on the expression of personal opinion by any employee 
of the Rapid City Area Schools.  When an employee is contacted by the media for a comment or interview 
ƻƴ ŀ ǎǳōƧŜŎǘ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǊŜŀ ƻŦ ŜȄǇŜǊǘƛǎŜΣ ǘƘŜ ŜƳǇƭƻȅŜŜ ǎƘŀƭƭ ǊŜǎǇƻƴŘ ƛƴ ŀ ƳŀƴƴŜǊ ǘƘŀǘ ƛǎ 
accurate and factual.  If the employee is not able to respond or the inquiry does not relate to the 
ŜƳǇƭƻȅŜŜΩǎ ŀǊŜŀ ƻŦ ǊŜǎǇƻƴǎƛōƛƭƛǘy, the employee shall refer the inquiry to the appropriate administrator.  
District employees shall not release information which is private or confidential as identified by law and 
School Board Policy or administrative regulation. 

 

 

 

  



 

 
Rapid City Area Schools District 51/4 
300 Sixth Street 
Rapid City, South Dakota, 57701-2724 
Superintendent of Schools 
(605) 394-4031 
 
Written by: Amanda Rombough 
        Information Services Officer 
 

Press Release 
 

HEADLINE HEADLINE HEADLINE 
 
DATE ς Rapid City Area Schools:  
 

-30- 

 
To read more RCAS news, check out www.rcas.org ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άbŜǿǎέ ǘŀōΦ  
 
Have an idea for a story? Send it to Information Services Officer Amanda Rombough at 
RapidCityDistrictCommunications@k12.sd.us ŀƴŘ ǎƘŀǊŜ ǿƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎ ƛƴ ȅƻǳǊ building. 

 

 

 

 

 

 

 

 

 



Create individual communication plans for 
implementing any major initiative or changes 
in system practices and programs. 

Committees: 
 
Á Board Governance Community Relations 

 Á Recognitions and Awards ς Shirley 
Communication Projects: Á Communications ς Shirley 

 Á Parent and Family Involvement ς Dr. 
Mitchell/Amanda 

Á Superintendent Blog ς Dr. Mitchell Á Transportation ς Dave 
Á Board of Education Awards ς Shirley/Dr. 

Mitchell/BOE President 
Á School Safety ς Ron 
Á Calendar Committee ς Dave 

Á Web content management ς 
Shane/Nancy 

Á Standards Based Report Card ς Valerie 

Á New Employee Orientation ς 
Valerie/Dustin 

Á Staff Key Communicators 
Á Budget & Finance ς Dave  
Á Facilities ς Dave  
Á Student Success Task Force 
Á Title VII Parent Advocacy Committee  
Á Parent Key Communicators  

  
  
  

  
External Groups/Meetings: Groups: 
  
Á tǊŜǎƛŘŜƴǘǎΩ CƻǊǳƳ aŜŜǘƛƴƎǎ ŀƴŘ !ƴƴǳŀƭ 

lunches/dinners ς Dr. Mitchell/Shirley 
Á Newsletter/Announcement ς Dr. 

Mitchell/Amanda 
Á Meet the Superintendent Forums Á Ambassadors 
Á RCAS Executive Team ς Dr. Mitchell Á PR Liaisons ς Dr. Mitchell/Amanda 
Á Religious Leaders meetings ς Dr. 

Mitchell/Shirley 
 

Á Chamber of Commerce  
Á Board of Education ς BOE President/Dr. 

Mitchell/Shirley 
District Planning Sessions 

 Á Administrators Conference 
 Á New Administrators Conference 

Publications  
  
Á PLC Newsletter  Events 
Á Safety Newsletter  
Á Technology Newsletter Á Board of Education Awards ς Shirley 

  

 



 
 
 

 
 

 
 
 

 

New Plans Time Line Point Person Completion 

2015-2016 Budget  Dave Janak  

New Teacher 
Orientation 

   

Student Orientation    

Parent/School 
Communication 

   

Teacher Negotiations    

Transportation/Bus 
Routing 

 Dennis Berg  

Complaints, Student Engagement, FERPA   

Building Usage   

Media Network   

Sites:  Curriculum, Athletic/Activities, Home 
School, Indian Education, Human Resources 

  

 

  

RCAS Communication 

2015-2016 Plans 



 

 

 

 

Strategic Communications Planning  
Identification of Key Messages for 2015-2016 
 

1) All Students Learning at High Levels 
 
 

2) Fiscal Accountability 
 
 

3) Infrastructure Development 
 
 

4) Staff Development 
 
 

5) Organizational Accountability 
 
 

6) Community and Legislative Relations  
 
 
 
 

 

 

 

 

Mission 

Building a community of lifelong learners, one student at a time. 

Vision 

All Rapid City Area School students will achieve to their full potential. 

(Draft ς Amanda Rombough ς 2015-16; Edit ς 2015-07-27) 

Key Messages 



 



  



Handling Media Requests ς Administration  

It is possible that media representatives will come to your school to write or produce a news story. News 

stories are opportunities for you and your staff to spread the word about accomplishments within your 

programs, school and district. To help make sure you are prepared, this document is intended to help 

ȅƻǳ ǘǊŀƛƴ ŀƴŘ ŜƴŎƻǳǊŀƎŜ ȅƻǳǊ ǎǘŀŦŦ ŀƴŘ άƪŜȅ ŎƻƳƳǳƴƛŎŀǘƻǊǎέ ŀōƻǳǘ Ƙƻǿ ǘƻ ǊŜǎǇond effectively. 

The following is a suggested procedure when working with the media: 

¶ When working with the media, greet them with an open mind and expect positive results.  

¶ When the media visits, have them report directly to the Office to await your availability. Have 

office staff ask that no photos or video be taken or interviews conducted until approval is given. 

¶ Immediately contact the Administrative Assistant to the Superintendent for Information 

Services (394-4091 or Amanda.rombough@k12.sd.us) that the request has been received. 

¶ CƛƴŘ ƻǳǘ ǘƘŜ ǊŜǇƻǊǘŜǊΩǎ ŘŜŀŘƭƛƴŜ ς including when the information, photos, videos, or interviews 

are needed. 

¶ Tell the reporter how you can help, as well as your limitations: time, other media, school 

business, non-availability of student/parent, needs for parental approval, etc. 

¶ As soon as possible, begin gathering the necessary information. Reporters could release 

inaccurate or incomplete information if they do not receive it in a timely fashion, so be 

ǊŜǎǇƻƴǎƛǾŜΦ ¸ƻǳǊ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƳǇǊƻǾŜǎ ǘƘŜ ǎǘƻǊȅΩǎ ŀŎŎǳǊŀŎȅ ŀƴŘ ōŀƭŀƴŎŜΦ tǊƻǾƛŘŜ ǇǳōƭƛŎ 

records/information, interviews, photo opportunities, etc., and emphasize the accomplishments 

of your school or program in 3-5 message points. Keep answers to-the-point. Always be honest. 

¶ Call, email, or meet the reporter and provide information. If emailing, write thoroughly and in 

complete sentences that the reporter can use for quotes. 

¶ If you do not know the answer to any or all of their questions, do not try to guess or speculate. 

Research the answers and get back to the reporter, or point him or her to someone else. The 

ŎƻǊǊŜŎǘ ǊŜǎǇƻƴǎŜ ŎƻǳƭŘ ƛƴŎƭǳŘŜΣ άL ŘƻƴΩǘ ƪƴƻǿ ǘƘŜ ŀƴǎǿŜǊ ǘƻ ǘƘŀǘΣ ōǳǘ LΩƭƭ ƭƻƻƪ ƛƴǘƻ ƛǘ ŀƴŘ get 

ōŀŎƪ ǘƻ ȅƻǳΣέ ƻǊΣ άL ŀǇƻƭƻƎƛȊŜΣ ōǳǘ L ŎŀƴΩǘ ǎǇŜŎǳƭŀǘŜ ƻƴ ǘƘŀǘΦέ bŜǾŜǊ ǎŀȅ ƻǊ ŜƳŀƛƭ άƴƻ 

ŎƻƳƳŜƴǘΣέ ŀǎ ǘƘƛǎ ƎƛǾŜǎ ǘƘŜ ƛƳǇǊŜǎǎƛƻƴ ȅƻǳ ƪƴƻǿ ǘƘŜ ŀƴǎǿŜǊ ōǳǘ ŀǊŜ ŎƘƻƻǎƛƴƎ ƴƻǘ ǘƻ ǎƘŀǊŜ 

ƛǘΦέ 

¶ If you cannot respond by the deadline, tell the reporter as soon as possible and also when you 

will be able to respond. 

¶ Always assume you are on-the-record. You should ask to be told when any recording is going to 

ǘŀƪŜ ǇƭŀŎŜΦ 5ƻƴΩǘ ŀǎƪ ƻǊ ŀƎǊŜŜ ǘƻ ǘŀƭƪ ƻŦŦ ǘƘŜ ǊŜŎƻǊŘΦ 

¶ For challenging interviews or during crisis situations, stay calm, listen carefully, and lead your 

answers back to positive message points. If necessary, ask for assistance and refer to Rapid City 

Area Schools Interacting with Media during a Crisis Event. Training for this will be provided. 

If you have any questions or need assistance, contact the Administrative Assistant to the Superintendent 

for Information Services (394-4091 or Amanda.rombough@k12.sd.us). Also, you can refer to School 

Board Policy KDD Media Relations and Rapid City Area Schools Media Access to Schools Guidelines.  

mailto:Amanda.rombough@k12.sd.us
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Handling Media Requests ς Staff 

It is possible that media representatives will come to your school to write or produce a news story. News 

stories are opportunities for you to spread the word about the accomplishments within your programs, 

school and district. 

To help make sure you are prepared, the following is a suggested procedure to follow: 

¶ When media representatives call or email requesting information or interviews, you should collect 

the following information: the name of the organization, what information is being requested, what 

ǘƘŜ ǎǘƻǊȅ ƛǎ ŀōƻǳǘ ŀƴŘ ǘƘŜ ǊŜǇƻǊǘŜǊΩǎ ŘŜŀŘƭƛƴŜΦ If you personally do not feel comfortable talking to 

ǘƘŜ ƳŜŘƛŀΣ Řƻ ƴƻǘ ǊŜǎǇƻƴŘ ōȅ ǎŀȅƛƴƎ άL ŀƳ ƴƻǘ ŀƭƭƻǿŜŘ ǘƻ ǘŀƭƪ ǘƻ ǘƘŜ ƳŜŘƛŀΦέ LƴǎǘŜŀŘΣ ǎŀȅ 

ǎƻƳŜǘƘƛƴƎ ƭƛƪŜΣ άL ǿƛƭƭ ŦƛƴŘ ǘƘŜ ōŜǎǘ ǇŜǊǎƻƴ ǘƻ ŀƴǎǿŜǊ ȅƻǳǊ ǉǳŜǎǘƛƻƴǎ ŀƴŘ ƎŜǘ ōŀŎƪ ǘƻ ȅƻǳΦέ If the 

request is for routine information, such as school hours, supply lists, upcoming building/district 

programming, etc., please answer the questions. 

¶ Notify your building Principal and the Administrative Assistant to the Superintendent for Information 

Services (394-4091 or Amanda.rombough@k12.sd.us) that the request has been received and help 

get the appropriate people involved. 

¶ When the media visits, have them report to the Office until you are ready. Office staff should ask 

that no photos or video be taken or interviews conducted until approval is given. You might need to 

ask the reporter or photographer to return later. Schedule a time and be ready when they return. 

¶ As soon as possible, begin gathering the necessary information. Reporters could release inaccurate 

or incomplete information if they do not receive it in a timely fashion, so be responsive. Your 

ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƛƳǇǊƻǾŜǎ ǘƘŜ ǎǘƻǊȅΩǎ ŀŎŎǳǊŀŎȅ ŀƴŘ ōŀƭŀƴŎŜΦ tǊƻǾƛŘŜ ǇǳōƭƛŎ ǊŜŎƻǊŘǎκƛƴŦƻǊƳŀǘƛƻƴΣ 

interviews, photo opportunities, etc., and emphasize the accomplishments of your school or 

program in 3-5 message points. Keep answers to-the-point. Always be honest. 

¶ Call, email, or meet the reporter to provide information. If emailing, write thoroughly and in 

complete sentences that the reporter can use for quotes. 

¶ Check the accuracy of the information you have before releasing it. If you do not know the answer, 

point the reporter to someone rather than guess or speculate. The correct response could include, 

άL ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ŀƴǎǿŜǊ ǘƻ ǘƘŀǘΣ ōǳǘ LΩƭƭ ƭƻƻƪ ƛƴǘƻ ƛǘ ŀƴŘ ƎŜǘ ōŀŎƪ ǘƻ ȅƻǳΦέ hǊΣ άL ŀǇƻƭƻƎƛȊŜΣ ōǳǘ L 

ŎŀƴΩǘ ǎǇŜŎǳƭŀǘŜ ƻƴ ǘƘŀǘΦέ bŜǾŜǊ ǎŀȅ ƻǊ ŜƳŀƛƭΣ άƴƻ ŎƻƳƳŜƴǘΣέ ŀǎ ǘƘŀǘ ƎƛǾŜǎ ǘƘŜ ƛƳǇǊŜǎǎƛƻƴ ȅƻǳ 

know the answer but are choosing not to share it. 

¶ Tell the reporter you or the appropriate person will call/email/meet with them with the information. 

If the deadline cannot be met, call/email the reporter as soon as possible. Also, indicate when the 

information can be provided. 

¶ Always assume you are on-the-record. You should ask to be told when any recording is going to take 

ǇƭŀŎŜΦ 5ƻƴΩǘ ŀǎƪ ƻǊ ŀƎǊŜŜ ǘƻ ǘŀƭƪ ƻŦŦ ǘƘŜ ǊŜŎƻǊŘΦ 

¶ Being interviewed can make people feel nervous. Try to stay calm and, even if you know the answer, 

allow yourself a few moments to prepare your response.  

If you have questions or need assistance, contact the Administrative Assistant to the Superintendent for 

Information Services (394-4091 or Amanda.rombough@k12.sd.us). You can also refer to School Board 

Policy KDD Media Relations and Rapid City Area Schools Media Access to Schools Guidelines. 
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