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5 SIMPLE WAYS TO
BUILD TRUSTTHROUGH
TRANSPARENT
LEADERSHIP

Five easy ways to keep your
staff in the loop and build
tfrust every step of the way.

Brought to you by your pals at



WHY TRY IT?

When staff take time to share their
feedback, they want to know it's heard—
aond acted on. Sharing tfransparent
updates builds trust, strengthens your
school's sense of teamwork, and keeps
the feedback flowing.

It shows your staff that their voices truly
matter and that you're leading with them,
noft just for them. Use these 5 ideas to
keep the loop open and the connection
strong.

What's in here:

e 5ready-to-use tfransparency activities

e Quick tips for each idea to level up
your leadership

e Asample Feedback Action Tracker to
stay organized and close the loop



PRO TIPS FOR LEADERS

Listen Deeply: Collect staff feedback via surveys,
suggestion boxes, or conversations.

Analyze Themes: Look for patterns and prioritize
what's actionable.

Communicate Back: Share what was heard (even if
not all can be implemented).

Show Actions Taken: Highlight progress with clear,
simple updates.

Keep the Loop Open: Invite ongoing feedback to refine
and grow.

Bonus Phrases for Transparency

e "We heard your concerns about
___,and here's what's
happening...’

e "This feedback helped us shape
our next steps for ___.

e "While we're not able to ___ right

now, here's what we're doing
instead...”




@ “You Said, We Did" Board

Create a bulletin board or digital display
that lists common staff feedback paired
with leadership actions taken. It's a visual
reminder that staff voice drives change.

Why It Works:

Seeing feedback tfransformed into action
builds confidence that staff input truly
maftters.

> Variation: Use a shared Google Slide or
Padlet for a digital version accessible to all
staff.

> Reflection: How visible is my current
response to staff feedback? Could this add
a "“wow" factor?



Monthly Feedback
Recap Email

Send a quick, structured email sharing
"What We Heard, What We're Doing, and
What's Next" to close the feedback loop.

Why It Works:
Consistent updates foster a culture of open
communication and reduce uncertainty.

Be Brief: Use bullef points for clarity and
keep it to one screen length to respect staff
time.

Quick Win: Draft your first one after your
make a change—even if it's just one small
action to share.



% Staff Meeting Slide

Include a slide in your staff meeting deck
that summarizes key feedback and actions
to show fransparency and progress (e.g.,
"In Response to Your Feedback...”).

Why It Works:

Embedding updates in existing meetings
keeps staff informed without adding extra
time demands.

Express Gratitude: Pair updates with
gratitude for staff input to reinforce a
culture of frust.

Variation: Add an interactive piece (like
Mentimeter or sticky notes) so staff can
weigh in live on next steps.



https://www.mentimeter.com/

ﬂ\ Open Door Days

Set aside dedicated times when staff can
drop by to discuss feedback themes or
brainstorm solutions with you.

Why It Works:
Face-to-face conversations deepen trust
and give space for nuanced dialogue.

Variation: Offer "Coffee with the
Principal” mornings for a more casual
tone.

Quick Win: Block off one afternoon next
month and invite staff to stop in with
ideas.



Action Highlight
in Newsletters

Feature one implemented idea or
Improvement in your regular staff
newsletter with a shout-out to the staff
voice behind it.

Why It Works:
Recognizing staff contributions reinforces
positive participation and community pride.

Variation: Rotate highlights between
feedback-driven changes and student-
centered wins.

Add Personality: Add photos or quotes
when possible to make it personal and

engaging.



PRO TIP: TRACK YOUR ACTIONS

Keeping track of staff feedback and your follow-up
actions helps you stay organized, build tfrust, and
show your tfeam their voices matter. A simple tracker
ensures no great idea slips through the cracks.
Here's an example tracker:

. Update
Feedback Theme Action Planned Status Next Steps/Notes
Shared?
Staff lounge needs Add comfy chairs and Order furniture;
& Y X Not started v NO
refresh new coffee maker update by Sept.
More collaboration Adjust schedule to , Evaluate after 3
. . . In progress v NO
time include monthly PLCs months
Better Stgrt Yvee,kly . Draft first email this
L 'Principal’s Peek' .In progress ~ NO
communication . week
emails
Professional Survey staff on PD Share survey results
. . D v . .
development options interests one YES in meeting
Playground safety Rewew_ r.ecess Monitor changes for 2
supervision Done ~ YES
concerns weeks

procedures

Stay Up To Date: Review your tracker
weekly and highlight one small win to
share with your staff—it keeps the
momentum going and reinforces a
culture of responsiveness.




WE'RE SO GLAD YOU'RE HERE!

Thanks for downloading this resource—at Alpaca, we're
on a mission to make school the happiest place to work.

Send a photo or a staff testimonial to our team, and
we'll send you a coffee on us!

Tried an activity?
‘$

‘' Got an idea brewing?

We love co-creating with school leaders—drop us a
line with any resource ideas you'd love to see next.

Explore more!

‘Di Check out our full resource library for creative, ready-
to-use tools to support you and your team.

alpaca

How are you doing?

SEE HOW ALPACA WORKS

Beautiful surveys, delightful care
packages, and real insights on teacher

wellbeing—everything you need to lead
with confidence, all in one simple
solution. Book a quick demo!



https://www.getalpaca.com/
https://www.getalpaca.com/book-a-demo
http://getalpaca.com/
mailto:alissa@getalpaca.com
mailto:alissa@getalpaca.com
mailto:alissa@getalpaca.com
https://www.getalpaca.com/resources-hub

