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1. Purpose:

The purpose of this Program Communication Management Plan is to establish
the framework, processes, and guidelines for managing communication within
the Ghazi School Digital Learning Improvement Program (GSDLIP). This plan
defines how program information will be generated, distributed, stored, and
managed to ensure that all stakeholders receive accurate and timely information
regarding program activities, decisions, progress, and outcomes.

Effective communication is a critical element of successful program
management. Because the GSDLIP program includes multiple interrelated
initiatives—such as digital infrastructure deployment, learning management
system implementation, digital content development, teacher capacity building,
and monitoring systems—clear and consistent communication is necessary to
coordinate activities and ensure alignment among program participants.

The program involves a diverse group of stakeholders, including program
leadership, component project managers, school administrators, teachers,
technical experts, program partners, and governance bodies. Each of these
stakeholder groups has different information needs and responsibilities within the
program. Without structured communication processes, misunderstandings may
occur, decisions may be delayed, and program teams may operate based on
incomplete or outdated information.

The Program Communication Management Plan provides a structured
approach for managing information flow within the program. It ensures that
program teams and stakeholders receive the information they need to perform
their roles effectively and that program leadership has access to reliable data for
decision-making and governance oversight.

Specifically, this plan establishes guidelines for:

+ Communicating program information clearly and consistently so that all
program participants understand program objectives, activities, and
expectations.

« Ensuring that stakeholders receive relevant information in a timely
manner, enabling them to respond effectively to program developments
and operational requirements.

- Promoting transparency in program decisions and updates, ensuring
that stakeholders remain informed about key program developments and
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governance decisions.

- Supporting coordination across program components, allowing project

teams to collaborate effectively and maintain alignment with the overall

program roadmap.

« Providing governance bodies with reliable information for decision-

making, enabling program leadership to monitor program performance

and guide program strategy.
In addition to supporting coordination among program teams, this plan also
promotes stakeholder engagement by ensuring that communication activities
are structured, transparent, and responsive to stakeholder needs. Effective
communication strengthens collaboration between program participants,
reduces the risk of misunderstandings, and supports efficient problem-solving
when issues arise.
The Program Communication Management Plan also establishes commmunication
responsibilities for program leadership, the Program Management Office (PMO),
component project managers, and other program participants. These defined
roles ensure that communication activities are coordinated effectively and that
program information is distributed through appropriate channels.
Through the implementation of structured communication processes, the Ghazi
School Digital Learning Improvement Program will maintain alignment among
stakeholders, promote transparency in program management, and ensure that
program teams have the information needed to support the successful delivery
of program objectives and expected benéefits.
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2. Program Communication Overview:

Communication within the Ghazi School Digital Learning Improvement Program
(GSDLIP) involves the structured collection, creation, distribution, storage, and
management of information related to program activities, decisions, and
performance. Effective communication ensures that all stakeholders receive
relevant and timely information that supports program coordination, governance
oversight, and informed decision-making throughout the program lifecycle.
Because the program includes multiple interconnected components—such as
digital infrastructure deployment, learning management system
implementation, digital content development, teacher capacity building, and
monitoring and evaluation systems—communication plays a critical role in
ensuring that these initiatives are coordinated effectively. Program teams must
work collaboratively and maintain a shared understanding of program goals,
timelines, and responsibilities in order to successfully implement these
components.
The program communication framework provides a structured approach for
managing the flow of information between program leadership, program teams,
stakeholders, and governance bodies. This framework defines the methods,
channels, and responsibilities for communicating program information, ensuring
that communication activities are organized, transparent, and aligned with the
program'’s governance structure.
Through this structured communication framework, the program ensures that
information is shared consistently across all program components and that
stakeholders remain engaged and informed about program progress and
developments.
The program communication framework supports several key objectives:
« Ensuring that program teams understand their responsibilities and

deliverables

Clear communication of roles, responsibilities, and program expectations

enables program teams to coordinate their activities effectively and deliver

program outputs according to plan.

+ Keeping stakeholders informed about program developments

Regular updates on program progress, milestones, and achievements help
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maintain stakeholder engagement and ensure that stakeholders remain
aware of program activities and outcomes.

+ Providing governance bodies with accurate performance information
Program governance authorities, including the Program Sponsor and
Steering Committee, require reliable information regarding program
performance, risks, and implementation status in order to make informed
strategic decisions.

« Communicating issues and risks promptly
Timely communication of program risks, issues, and challenges enables
the program management team and governance bodies to implement
corrective actions before problems escalate.

« Strengthening collaboration between program teams
Effective communication facilitates coordination between program
components and encourages collaboration among program participants,
ensuring that program activities remain aligned with the overall program
objectives.

To maintain consistency and coordination across the program, the Program
Communication Framework will be closely integrated with other key program
governance and stakeholder management mechanisms. In particular, the
communication framework will align with the Program Governance Framework,
which defines the program'’s decision-making and oversight structure, and the
Program Stakeholder Engagement Plan, which outlines how stakeholders will be
engaged and involved in program activities.

By integrating communication practices with governance and stakeholder
engagement processes, the program ensures that information flows efficiently
across the program structure and that stakeholders receive the information they
need to support program implementation.
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3. Communication Objectives:

The communication management approach for the Ghazi School Digital
Learning Improvement Program (GSDLIP) is designed to ensure that program
information is delivered effectively to all relevant stakeholders throughout the
program lifecycle. Establishing clear communication objectives helps ensure that
information flows efficiently across program teams, stakeholders remain
informed about program developments, and governance bodies receive the
necessary information to guide strategic decision-making.

Because the program involves multiple stakeholders and coordinated projects—
including infrastructure deployment, digital learning systems implementation,
digital content development, teacher capacity building, and monitoring
systems—structured communication objectives are essential to support
collaboration and maintain alignment among program participants.

The program communication process supports the following key objectives:
Facilitate Effective Information Sharing Across Program Teams

Effective information exchange among program teams is critical for coordinating
program activities and ensuring that program components operate in alignment
with the overall program roadmap. Communication mechanisms will ensure that
project teams share updates, progress information, and implementation
challenges in a timely and structured manner.

This information sharing helps ensure that program teams understand their roles
and responsibilities and can coordinate their efforts effectively.

Ensure That Stakeholders Receive Relevant Program Updates

Program stakeholders—including school administrators, teachers, technical
specialists, and governance representatives—require timely updates on program
activities, progress, and outcomes. Regular communication ensures that
stakeholders remain informed about program developments and understand
how program activities may affect their roles and responsibilities.

Providing stakeholders with relevant and timely information helps maintain
stakeholder engagement and supports successful program implementation.
Support Transparency in Program Decision-Making

Transparency in communication is essential for building trust among program
stakeholders and ensuring accountability in program governance. By
communicating program decisions clearly and documenting the rationale
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behind those decisions, the program ensures that stakeholders understand how
decisions are made and how they affect program implementation.

Transparent communication also strengthens governance oversight and
promotes responsible program management.

Promote Collaboration Among Program Participants

Effective communication supports collaboration between program participants
by enabling open dialogue, knowledge sharing, and coordination across program
components. Collaborative communication practices encourage program teams
to share expertise, address challenges collectively, and work together toward
achieving program objectives.

This collaborative approach strengthens teamwork and improves the overall
effectiveness of program execution.

Enable Timely Identification and Resolution of Program Issues

Communication mechanisms will support the early identification of risks, issues,
and operational challenges. By ensuring that issues are communicated promptly
to the appropriate program authorities, the program management team can
implement corrective actions before challenges escalate.

Timely issue identification and resolution contribute to smoother program
implementation and reduce the risk of delays or operational disruptions.
Support Governance Oversight Through Structured Reporting

Program governance bodies—including the Program Sponsor and Steering
Committee—require reliable information to monitor program performance and
guide strategic decisions. Structured reporting mechanisms will provide
governance authorities with regular updates on program progress, milestones,
risks, and performance indicators.

These reports ensure that program leadership maintains visibility into program
activities and can provide guidance or approvals when required.

Contribution to Effective Program Coordination

Achieving these communication objectives ensures that the program maintains
strong coordination among program teams and stakeholders. Clear
communication channels help ensure that program participants remain aligned
with program goals, timelines, and responsibilities.

By implementing these communication objectives, the Ghazi School Digital
Learning Improvement Program will promote transparency, strengthen
collaboration among stakeholders, and support effective program governance,
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ultimately contributing to the successful delivery of the program'’s intended

educational and institutional benefits.
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4. Communication Principles:

The communication approach for the Ghazi School Digital Learning
Improvement Program (GSDLIP) will be guided by a set of fundamental
principles designed to ensure that program communication is clear, consistent,
and effective. These principles provide a foundation for how information will be
shared among program teams, stakeholders, and governance bodies throughout
the program lifecycle.

Because the program involves multiple stakeholders and interconnected
program components—including infrastructure deployment, digital learning
system implementation, educational content development, teacher training, and
monitoring systems—it is essential that communication practices support
collaboration, transparency, and informed decision-making.

Adhering to these communication principles will help ensure that information
flows efficiently across program teams and that stakeholders receive accurate
and relevant updates regarding program progress and activities.
Transparency:

Transparency is a fundamental principle of program communication. The
program will promote openness by ensuring that stakeholders have access to
accurate and relevant information about program activities, decisions, progress,
and performance.

Transparent communication helps build trust among stakeholders and ensures
that program participants understand how decisions are made and how those
decisions affect program implementation. Program reports, governance
discussions, and stakeholder briefings will provide clear explanations of program
developments and decisions.

Timeliness:

Timely communication ensures that stakeholders receive information when it is
needed to support decision-making and operational coordination. Delays in
communication can lead to misunderstandings, misaligned activities, or missed
opportunities to address emerging issues.

The program management team will ensure that updates regarding program
progress, risks, issues, and decisions are communicated promptly through
established communication channels.

Accuracy:
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Accuracy in communication is essential to maintain credibility and support
effective decision-making. All program information distributed to stakeholders will
be reviewed and validated to ensure that it is reliable, consistent, and based on
verified program data.

The program management team and the Program Management Office (PMO) will
ensure that program reports, updates, and documentation are carefully reviewed
before distribution to stakeholders.

Relevance:

Different stakeholders have different information needs depending on their roles
within the program. Communication will therefore be tailored to ensure that each
stakeholder group receives information that is relevant and meaningful to their
responsibilities.

For example, governance bodies may require high-level performance reports and
strategic updates, while program teams may require detailed operational
information related to project implementation activities.

Accountability:

Accountability ensures that communication responsibilities are clearly defined
and that program participants understand their roles in managing and sharing
program information. Program teams responsible for communication activities
will ensure that information is distributed according to the established
communication procedures and timelines.

The Program Manager, supported by the Program Management Office (PMO)
and component project managers, will oversee the implementation of
communication processes to ensure that communication activities are
conducted in a consistent and organized manner.

Supporting Effective Program Communication:

By following these communication principles, the Ghazi School Digital Learning
Improvement Program will ensure that program information is communicated
effectively, that stakeholders remain informed and engaged, and that
communication processes support collaboration and coordination across
program components.

These principles provide the foundation for a structured communication
environment that promotes transparency, strengthens stakeholder engagement,
and supports effective program governance throughout the program lifecycle.
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5. Communication Methods:

The program will use multiple communication methods to support effective
information exchange among stakeholders. These methods may include:

« Program status reports

« Governance review meetings

« Stakeholder workshops and briefings

« Email communications and official correspondence

- Digital collaboration platforms

« Training sessions and information seminars

Using multiple communication channels helps ensure that stakeholders remain

informed and engaged throughout the program lifecycle.
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6. Communication Structure:

The communication structure for the Ghazi School Digital Learning
Improvement Program (GSDLIP) defines how information will flow between
program teams, stakeholders, and governance bodies. Establishing a structured
communication framework ensures that information is organized, distributed
appropriately, and aligned with the needs of different stakeholder groups.
Because the program includes multiple coordinated components—such as digital
infrastructure deployment, learning system implementation, digital content
development, teacher capacity building, and monitoring and evaluation
systems—it is important that communication activities support coordination
across these components. A well-defined communication structure helps ensure
that information flows efficiently between program teams and program
leadership, enabling effective program governance and operational coordination.
The communication structure also supports transparency and accountability by
ensuring that stakeholders receive regular updates about program progress,
performance, and challenges. Different communication channels and reporting
mechanisms will be used to address the specific information needs of various
stakeholders, including program managers, governance authorities, technical
teams, and external stakeholders.

The program communication activities will be organized according to the

following communication structure:

Provide regular updates on overall program performance,

Program Progress [implementation progress, milestone achievements, and upcoming
Reports program activities. These reports help stakeholders understand how
the program is advancing toward its objectives.

Inform program leadership and governance bodies about strategic
Governance program issues, performance indicators, key risks, and major
Reports decisions requiring governance oversight. These reports support
program governance and strategic decision-making.

Provide detailed updates on individual program component
Component Project [projects, including infrastructure deployment activities, system
Reports implementation progress, training initiatives, and digital content
development tasks. These reports help integrate project-level
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progress into the overall program schedule and performance

monitoring.

Share program updates with key stakeholders, including school

administrators, teachers, technical teams, and program partners.
Stakeholder

.. These communications ensure that stakeholders remain informed
Communications

about program developments, milestones, and activities affecting
them.

Inform relevant stakeholders and governance authorities about
Issue and Risk emerging issues, operational challenges, or program risks that may
Communications |affect program performance. Early communication of risks enables
timely mitigation and corrective actions.

This communication structure ensures that information is delivered at the
appropriate level of detail and to the appropriate stakeholder groups. High-level
governance reports provide strategic information to program leadership, while
detailed component reports support operational coordination among program
teams.

By organizing communication activities according to this structured framework,
the Ghazi School Digital Learning Improvement Program ensures that
information flows efficiently between program participants and governance
bodies. This structured approach supports informed decision-making,
strengthens collaboration among program teams, and ensures that stakeholders
remain engaged and informed throughout the program lifecycle.
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7. Communication Channels:

The communication channels used in the Ghazi School Digital Learning
Improvement Program (GSDLIP) define the methods through which program
information will be shared among stakeholders, program teams, and governance
bodies. Selecting appropriate communication channels is essential to ensure that
information is delivered efficiently, clearly, and in a format that is accessible to all
program participants.
Because the program involves diverse stakeholders—including program
leadership, project teams, school administrators, teachers, technical experts, and
governance representatives—multiple communication channels will be used to
support effective information exchange. Each channel will be selected based on
the nature of the information being communicated, the urgency of the message,
and the target audience.
Using multiple communication channels ensures that stakeholders remain
informed about program developments and that communication activities
support coordination across program components.
The program will use the following communication channels to share information:
Email and Official Correspondence
Email and formal correspondence will serve as the primary method for routine
communication among program participants. Email communication will be used
to share program updates, meeting invitations, document distributions, and
formal notifications related to program activities.
Official correspondence may also be used for communication with external
stakeholders, governance bodies, or institutional partners. Maintaining clear and
professional written communication ensures that program information is
documented and traceable.
Program Meetings and Review Sessions
Regular program meetings and review sessions will provide opportunities for
program teams and stakeholders to discuss program progress, review
implementation activities, and address emerging challenges.
Examples of program meetings may include:

e Program coordination meetings

e Governance review meetings

« Component project review meetings
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» Technical coordination meetings
These meetings support collaborative decision-making and ensure that program
participants maintain alignment with program objectives and implementation
plans.
Program Reports and Documentation
Structured program reports and official documentation will serve as key
communication tools for sharing information regarding program performance
and implementation status. Reports provide stakeholders with detailed insights
into program progress, milestones, risks, and outcomes.
Examples of program reports include:

e Program progress reports

e Governance review reports

o Component project reports

e Risk and issue reports
Maintaining clear documentation ensures that program information is accessible
for reference and supports transparency in program management.
Digital Collaboration Platforms
Digital collaboration platforms may be used to facilitate communication and
information sharing among program teams. These platforms allow program
participants to exchange documents, share updates, and coordinate tasks in a
centralized digital environment.
Collaboration tools can support real-time communication and enhance
coordination between teams responsible for different program components.
Training Workshops and Seminars
Training workshops and seminars will serve as communication channels for
sharing knowledge, providing program updates, and engaging stakeholders
involved in capacity-building activities. These sessions may include teacher
training workshops, digital learning demonstrations, and program orientation
sessions.
Workshops and seminars also provide opportunities for stakeholders to ask
questions, provide feedback, and participate actively in program activities.
Ensuring Effective Communication
Selecting appropriate communication channels ensures that stakeholders
receive information in a clear, timely, and accessible format. The program
management team will determine the most suitable communication channel
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based on the type of information being communicated and the stakeholder
groups involved.

By using a combination of formal reports, meetings, digital platforms, and training
sessions, the Ghazi School Digital Learning Improvement Program will maintain
strong communication practices that support collaboration, stakeholder
engagement, and effective program governance throughout the program
lifecycle.
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8. Communication Reporting:

Communication reporting is an essential component of the communication
management process for the Ghazi School Digital Learning Improvement
Program (GSDLIP). Regular reporting ensures that stakeholders remain informed
about program progress, performance, challenges, and key decisions throughout
the program lifecycle.
Because the program includes several coordinated initiatives—such as digital
infrastructure deployment, learning management system implementation, digital
content development, teacher training initiatives, and monitoring systems—
structured reporting mechanisms are required to provide stakeholders with clear
and reliable information regarding program activities and outcomes.
Program reporting enables the program management team to communicate
progress, highlight achievements, identify risks or issues, and provide governance
bodies with the information required to guide program decisions. Consistent
reporting also supports transparency, accountability, and collaboration among
program participants.
The Program Manager, supported by the Program Management Office (PMO)
and component project managers, will oversee the preparation and distribution
of program reports. These reports will be shared according to the communication
framework established for the program and will be tailored to meet the
information needs of different stakeholder groups.
The following key reports will be used to communicate program performance and
implementation updates.
Program Progress Reports
Program Progress Reports provide a consolidated overview of program
implementation activities and performance. These reports summarize the
progress of program components and highlight key milestones achieved during
the reporting period.
Typical information included in program progress reports may include:

o Status of major program activities

* Milestone achievements and upcoming milestones

» Progress against the program roadmap and schedule

e Summary of major issues or risks

« Planned activities for the next reporting period
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These reports help stakeholders understand how the program is advancing
toward its objectives and expected outcomes.
Governance Review Reports
Governance Review Reports are prepared for program leadership and
governance bodies, such as the Program Sponsor and Program Steering
Committee. These reports focus on strategic-level information related to
program performance, risks, and decision-making requirements.
Governance reports may include:

« High-level program performance summaries

« Key milestones and achievements

e Major program risks and mitigation actions

» Strategic issues requiring governance attention

« Recommendations for program decisions
These reports support effective governance oversight and ensure that program
leadership remains informed about program developments.
Component Project Reports
Each program component project will produce Component Project Reports that
provide detailed updates on project activities within that component. These
reports are typically prepared by component project managers and submitted to
the program manager for integration into overall program reporting.
Component project reports may include:

o Status of project deliverables

» Progress against project schedules

e Resource utilization updates

e Technical implementation updates

» Identification of project-level risks or issues
These reports provide detailed operational insights that help ensure alignment
between project-level activities and the broader program implementation plan.
Risk and Issue Reports
Risk and Issue Reports are used to communicate emerging challenges that may
affect program performance or implementation timelines. These reports provide
stakeholders with information about program risks, operational issues, and
mitigation strategies.
Information included in these reports may include:

» Description of identified risks or issues
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» Potential impact on program objectives or timelines

» Proposed mitigation or response actions

» Status of risk mitigation activities
Communicating risks and issues promptly enables program leadership to take
corrective actions and prevent potential disruptions to program activities.
Supporting Program Oversight and Decision-Making
Through structured commmunication reporting, the program management team
ensures that stakeholders receive reliable information regarding program
implementation and performance. These reports support informed decision-
making, enable effective program governance, and ensure that program
leadership maintains visibility into program activities.
By implementing regular and structured reporting practices, the Ghazi School
Digital Learning Improvement Program will maintain transparency, strengthen
collaboration among stakeholders, and support effective program oversight
throughout the program lifecycle.
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9. Communication Responsibilities:

Effective communication within the Ghazi School Digital Learning Improvement
Program (GSDLIP) requires clearly defined roles and responsibilities for all
program participants involved in communication activities. Establishing clear
responsibilities ensures that program information is generated, reviewed,
distributed, and documented in a consistent and organized manner.

Because the program includes multiple stakeholders and interconnected
program components—such as digital infrastructure deployment, learning
system implementation, digital content development, teacher training initiatives,
and monitoring systems—it is essential that communication responsibilities are
coordinated across the program structure. Clearly defined communication roles
help prevent information gaps, improve coordination among program teams,
and ensure that stakeholders receive accurate and timely updates regarding
program progress and performance.

Communication responsibilities within the program are distributed among
program leadership, program management teams, component project
managers, and program stakeholders. Each role contributes to the effective
exchange of information and supports the overall communication framework
established for the program.

The following roles and responsibilities define how communication activities will
be managed within the program:

Role Responsibilities

The Program Sponsor receives governance reports and strategic
program updates. The sponsor reviews high-level program
performance information and provides strategic guidance regarding
Program Sponsor L oo L .
program direction, priorities, and decision-making. The sponsor may
also communicate key program decisions to senior organizational

stakeholders.

The Program Manager is responsible for overseeing program
communication and reporting processes. This includes coordinating
Program the preparation of program reports, ensuring that communication
activities follow the established communication plan, and ensuring
Manager that stakeholders receive relevant program updates. The Program
Manager also facilitates communication between program teams and

governance bodies.
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Role Responsibilities

The Program Management Office supports communication
coordination and documentation activities. The PMO assists in

Program . S —
preparing program reports, maintaining communication records,
Management . . . L
. organizing program meetings, and ensuring that communication
office (PMO) ) a _
materials are distributed to the appropriate stakeholders. The PMO also
helps maintain program documentation and information repositories.
Component Project Managers provide updates on the progress of their
respective projects and report on project-level performance,
Component

. milestones, risks, and issues. These updates are integrated into overall
Project Managers . . L
program reporting and help ensure that program leadership maintains

visibility into component project activities.

Program stakeholders—including school administrators, teachers,
technical experts, and program partners—participate in
communication activities by attending meetings, reviewing program
Stakeholders updates, and providing feedback regarding program implementation.
Stakeholder feedback helps the program management team identify
issues, improve program processes, and maintain alignment with

stakeholder needs.

Coordination and Information Flow

Effective coordination among these roles ensures that communication processes
function smoothly across the program. The Program Manager acts as the central
coordinator of communication activities, ensuring that information flows between
program teams, stakeholders, and governance bodies. The Program
Management Office supports this process by maintaining communication
documentation and facilitating the distribution of program information.
Component Project Managers contribute operational information related to
project activities, while stakeholders engage with the program by participating in
meetings and providing feedback on program developments.

Supporting Effective Program Communication

Clearly defined communication responsibilities ensure that information is
delivered through the appropriate channels and that program communication
activities are managed in an organized and accountable manner. This structured
approach supports transparency, strengthens collaboration among program
participants, and ensures that program leadership maintains visibility into
program performance.
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Through coordinated communication responsibilities, the Ghazi School Digital
Learning Improvement Program ensures that stakeholders remain informed,
program teams remain aligned with program objectives, and governance bodies
receive reliable information to guide program decisions.
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10. Communication Monitoring:

Communication monitoring is the process used to evaluate the effectiveness of
communication activities within the Ghazi School Digital Learning Improvement
Program (GSDLIP). The objective of communication monitoring is to ensure that
stakeholders receive the information they need in a timely, accurate, and relevant
manner, and that communication processes continue to support effective
program coordination and governance oversight.

Because the program involves multiple stakeholders and interconnected
program components—such as digital infrastructure deployment, learning
system implementation, digital content development, teacher capacity building,
and monitoring systems—it is important to regularly assess whether
communication practices are functioning effectively. Monitoring communication
activities allows the program management team to identify communication
gaps, improve information distribution processes, and ensure that stakeholder
information needs are being met.

The Program Manager, supported by the Program Management Office (PMO),
will oversee communication monitoring activities. These activities will be
integrated into regular program reviews and governance reporting processes to
ensure that communication effectiveness is evaluated throughout the program
lifecycle.

Communication monitoring activities may include the following:

Reviewing Stakeholder Feedback

Stakeholder feedback provides valuable insight into the effectiveness of
communication activities. The program management team will collect feedback
from program participants—including project teams, school administrators,
teachers, and governance representatives—to determine whether stakeholders
are receiving sufficient and relevant information regarding program activities.
Stakeholder feedback may be gathered through meetings, surveys, workshops, or
direct communication with program participants. This feedback helps identify
areas where communication practices may need improvement.

Evaluating Communication Effectiveness

The program management team will periodically evaluate whether
communication activities are achieving their intended objectives. This evaluation
may involve assessing whether program updates are being delivered on time,

www.lazulipmic.com
Note: This is a template provided for learning purposes only.

Page 24 of 28




whether reports provide useful information for decision-making, and whether
stakeholders clearly understand program goals and progress.

Evaluating communication effectiveness helps ensure that the program
communication framework continues to support program coordination and
operational efficiency.

Monitoring Information Distribution Processes

Monitoring the processes used to distribute information helps ensure that
program communication channels are functioning properly. The program team
will review whether program reports, meeting minutes, and program updates are
being distributed to the appropriate stakeholders and whether communication
timelines are being followed.

This monitoring activity helps prevent communication delays and ensures that
stakeholders receive program information according to the established
communication plan.

Updating Communication Strategies When Necessary

If communication monitoring identifies areas where communication practices
can be improved, the program management team may adjust communication
strategies or introduce new communication methods. Updates may include
modifying reporting formats, adjusting communication frequency, improving
documentation practices, or enhancing collaboration tools used by program
teams.

Continuous improvement of communication practices helps ensure that
communication remains effective as the program evolves.

Supporting Program Coordination and Stakeholder Engagement

Regular communication monitoring ensures that communication processes
continue to support effective program coordination, stakeholder engagement,
and governance oversight. By evaluating communication performance and
implementing improvements when necessary, the program management team
can maintain strong communication practices throughout the program lifecycle.
Through structured communication monitoring activities, the Ghazi School Digital
Learning Improvement Program ensures that stakeholders remain informed,
program teams remain aligned with program objectives, and governance bodies
receive reliable information needed to guide program decisions and oversee
program performance.
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11. Communication Documentation:

Effective communication documentation is essential for maintaining
transparency, accountability, and traceability within the Ghazi School Digital
Learning Improvement Program (GSDLIP). Proper documentation ensures that all
communication activities, decisions, and program updates are recorded
systematically and stored in a structured manner for future reference.

Because the program involves multiple stakeholders and coordinated program
components—such as digital infrastructure deployment, learning management
system implementation, digital content development, teacher capacity building,
and monitoring systems—maintaining organized records of communication is
critical. Communication documentation enables program teams and
stakeholders to review past communications, understand the context of program
decisions, and ensure that program activities remain aligned with approved plans
and governance decisions.

All communication activities and reports will therefore be documented and stored
in the program documentation repository. This repository will serve as the
centralized location where communication records are maintained, ensuring that
program information is accessible to authorized stakeholders when needed. The
repository may be maintained through a digital document management system
or a structured program documentation platform supported by the Program
Management Office (PMO).

Maintaining a centralized documentation system provides several benefits,
including improved transparency, easier access to program information, and the
ability to trace program decisions and communication history. It also supports
program governance by ensuring that communication records are available for
review during program audits, evaluations, or governance reviews.
Communication documentation within the program may include several types of
records and materials, including the following:

Program Reports and Presentations

Program reports and presentations provide structured updates on program
progress, milestones, risks, and achievements. These documents may include
program progress reports, governance review presentations, component project
reports, and other reporting materials prepared for stakeholders and governance
bodies.
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Maintaining records of these reports ensures that program stakeholders can
review historical performance information and track program progress over time.
Meeting Minutes

Meeting minutes document the discussions, decisions, and action items resulting
from program meetings. These records may include minutes from program
coordination meetings, governance review meetings, technical working sessions,
and stakeholder consultations.

Documenting meeting outcomes ensures that program participants have a clear
record of decisions made and responsibilities assigned during program
discussions.

Stakeholder Communication Records

Records of communication with stakeholders will also be maintained to
document how program information is shared with stakeholders and how
feedback is collected. These records may include stakeholder briefings,
consultation summaries, feedback reports, and engagement communications.
Maintaining these records supports stakeholder engagement and ensures that
stakeholder perspectives are documented and considered in program decision-
making.

Official Correspondence

Official correspondence related to program activities will be documented and
stored as part of the program communication records. This may include formal
letters, official emails, approvals, notifications, and other written communications
exchanged between program teams, governance bodies, and external partners.
Maintaining these records ensures that formal communication is traceable and
accessible when required.

Program Announcements and Updates

Program announcements and updates—such as milestone achievements,
implementation updates, or training announcements—will also be documented
within the communication repository. These communications help ensure that
stakeholders remain informed about key program developments.

Maintaining records of these announcements allows stakeholders to review
program communication history and understand how program information has
been shared over time.

Ensuring Organized and Traceable Communication
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Maintaining proper communication documentation ensures that communication
activities remain organized, accessible, and traceable throughout the program
lifecycle. The Program Management Office (PMO) will support the management
of communication records and ensure that documentation standards are
followed consistently.

Through structured documentation practices, the Ghazi School Digital Learning
Improvement Program will maintain a transparent and well-organized
communication environment that supports effective program coordination,

stakeholder engagement, and governance oversight.
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