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Strategies for Developing 
Effective Communication 
Skills as a Leader
Michelle Newman-Keenan

Who Is Your Audience?
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What Do You Need to Say?

When Are You Communicating?

Tips for Effective Communication 
with Families

When communicating with families, it’s important to 
be clear and concise. This is particularly true when 
sending anything in writing. The following guidelines 
from plainlanguage.gov help make communication 
clear in English and support effective translations 
into other languages.

• Use short sentences.

• Use words the reader will know (“reading” and 
“writing” tend to be more familiar than “literacy”).

• Use clear verbs and active voice.

• Avoid slang or sayings that don’t 
directly state your meaning.

• Use images that add meaning to the message.

• Use a positive tone that is not 
punitive or condescending.

• Use bullet points, lists, and headings 
to guide the reader.

It’s also important to ensure that communication is 

free of any bias. Toward that end, strive to

• use person-first language (“child with a 
disability” rather than “handicapped child”)

• avoid using slang or nicknames

• use gender-neutral language

• treat everyone with respect

• listen patiently

• consider using a translator, translation app, or 
phone translation service if language is a barrier

From NAEYC’s Families and Educators 
Together: Building Great Relationships that 
Support Young Children, by Derry Koralek, 
Karen Nemeth, and Kelly Ramsey.
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How Do You Communicate?

Final Thoughts

Michelle Newman-Keenan is an early childhood consultant 
and HighScope field consultant in Ocean County, New 
Jersey. Michelle served as director of Beachwood Nursery 
School in Beachwood, New Jersey, for 15 years.
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This article supports the 

following NAEYC Early Learning 

Programs standards and topics

Standard 6: Staff Competencies, 

Preparation, and Support

6B: Professional Identity and Recognition
6D: Ongoing Professional Development
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