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COLLABORATIVE COMMUNICATION SKILLS 
 

 
 
 
 
 
 

 What is the critical factor in the successful functioning of a collaborative 
culture? 

 
 How do team members develop the group process skills needed for 

working collaboratively with each other over time? 
 
The answer to both of these questions lies in the development of basic 
interpersonal skills which are at the heart of effective communication and 
collaboration. 
In today's educational world, where collaboration is an important part of the 
continuous improvement process, it is critical that educators possess excellent 
interpersonal skills. 
Examples of the types of skills needed are .... 
 

 the ability to listen effectively 

 the capacity to get one's needs met while maintaining relationships 

 the ability to build consensus and cooperation 

 the ability to model openness, fairness, and integrity 

Good communication is a two-way process; expressing your ideas clearly and 
articulately is only a small part of communication. By far the most important part 
of good communication is the ability to create a dialogue bet\veen two or more 
people that leads to mutual respect, collaboration, elegant solutions, and a sense of 
shared pride in positive results. 
  

" ... if schools want to enhance their organizational capacity to boost 
student learning, they should work on building professional 
community that is characterized by shared purpose, collaborative 
activity, and collective responsibility among school staff." 
Source: Newmann & Wehlage, Successful School Restructuring, 1995 
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Collaborative Cultures and High 
Performing Schools 

 
Contexts That Matter for Teaching and Learning 

 
The professional context in which teachers work has .a 

profound impact on their ability to respond to the needs 

of an increasingly diverse student population. 

McLaughlin and study co-director Joan Talbert found 

that differences in successful and unsuccessful schools 

(in terms of achievement, attendance, and dropout rates) 

were directly attributable to the presence of a context of 

"professional community" among teachers, McLaughlin 

said. Whether at the department level, the school level, 

or the district level, the most effective teachers had 

"hooked up with a network of professionals who 

addressed problems and found solutions together." 
(ASCD HRDP Newsletter, Fall 1993) 
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Characteristics of Collaborative Cultures That Function as 
Professional Learning Communities 

 
 

Broad Goal 
To build the capacity  of individuals within a school in a way that enhances  their 
collective ability  to serve students: 
 

Key Ingredients 
 shared vision, mission, values, goals 
 collaborative teams (groups of people,  committed  to a common  goal). 

These can be vertical,  grade level, etc. 
 collective inquiry (A culture  of people  who examine best practice  and 

seek a better way.) 
 action/orientation/experimentation 
 commitment to continuous improvement (based on data anaysis) 

Keys to Effective Teams 
 Collaboration is embedded into routine practices. 
 The focus of teamwork is directed at efforts to enhance student 
 learning. 
 Time is built into the day for collaboration. 
 Teams work together and engage in collective inquiry regarding 
 What are students learning? (Is it important?) 
 How will we know if students have mastered these learnings? 
 What will happen if students are not learning? What are we willing 

to do 
 Products of collaboration (artifacts)  are made explicit 
 Norms regarding operating procedures have been developed and 

are used. 
 
Source:  Rebecca Burnette and Rick DuFour, ASCD  Annual Conference, 2002 

 
     

  



B‐05 
 

Four Keys to Success 
 
 

"What is the difference between schools that are learning and making 
progress and those that aren't? In reviewing the research (Newmann and 
King, 2000; Cawelti, 2000; Wasley and Clark, 1997; Darling-Hammond, 
1999) and examining our clients' practices, four principles and processes 
are universal. Schools showing continuous improvement in student 
results are those whose cultures are permeated by: 
 
 Shared focus - everyone shares goals and the goals are 

focused on student learning 

 Reflective learning - Data based reflection identifies critical 
areas of focus on the path of continuous improvement of 
student results. 

 Collaboration and partnerships – Schools making the most 
progress have a collaborative environment where teachers see 
colleagues and parents as fellow travelers on the journey of 
continuous improvement. This collaboration requires skill 
development, constant reinforcement and coaching, and 
structures that encourage and invite shared work around 
common goals. 

 Ever increasing leadership capacity – Leadership capacity 
grows when individuals focus on student learning, reflect on 
student assessments and learn as a collaborative team. Linda 
Lambert ( 1998) defines leadership capacity as "broad based, 
skillful participation." Leadership ... is more about the positive 
energy created when knowledgeable, caring people convene 
around common purposes to make improvements together. 
Staff development is key to building this capacity.” 

 

 
Source: Jan O'Neill and Ann Conzemius, "Four Keys to a Smooth Flight," Journal of Staff Development, 
Spring 2002. 
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Barriers to Communication 

 
Definition 
A barrier to communication is a statement 
or question that has a high risk of 
stopping or interrupting the conversation 
or hurting the relationship. It blocks the 
other person from finding his own 
solution, lowers the other's self-esteem, 
diminishes initiative and motivation, and 
makes the other more dependent. It also 
derails the conversation by taking the 
focus off the speaker. In almost all cases, 
it distances the people who are talking to 
each other. 
 
Barriers to communication are also called 
"high risk" responses and roadblocks. Dr. 
Thomas Gordon found 12 types of verbal 
roadblocks in wide use. These barriers 
are listed below 
 
Need 
Most people are unaware of many of the 
things they say that impede conversations 
or actually harm relationships. People 
can greatly improve their communication 
when they 

 become aware of the types of 
responses that tend to block 
communication, 

 stop relying on these “high risk” 
responses, 

 and replace them with effective 
communication skills 

 
Skill Selection and 
Communication Barriers 
Skill selection involves not only choosing to 
use the appropriate communication skill, but 
also deciding not to use roadblocks when 
they could have negative effects. Some 
authorities believe it is never appropriate to 
use a roadblock. 
 

We have found that to be an effective 
communicator you need not completely 
abandon using "high risk" responses. 
You may make occasional use of some of 
the barriers in nonstressful situations. 
When the situation involves high 
emotions, however, an effective 
communicator rarely uses roadblocks. 
Should you choose to use a ba~rier, be 
aware of the risks and be prepared to 
accept or deal with the probable 
consequences. A good guideline 
regarding the use of roadblocks is, "When 
in doubt, leave them out" of your 
conversation. 
 
Common Barriers to 
Communication 
 
1) Disagreeing 
Definition: Staying in one's own frame of 
reference. 
Example: "I don't see how you can say 
that, Gerry. I think it is the parent, not 
the school, who created that problem." 
 
 
2) Criticizing/Blaming 
Definition: Finding fault with, "putting 
down" or stereotyping another person. 
Example: "You never seem to be able to 
do anything the way it's supposed to be 
done. You are all alike." 
 
 
3) Global Praising 
Definition: Giving evaluative praise or 
global praise as distinguished from 
descriptive recognition of specific 
behaviors. 
Example: "Joe, you're a great guy. You 
always do a terrific job." 
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4) Advising 
Definition: Being overly directive. 
Example: "Look, if I were you, I'd just 
call the superintendent and lay it on the 
line. Tell him that enough is enough." 
 
5) Diagnosing 
Definition: Guessing at the other 
person's attitudes, motives, thoughts or 
feelings. 
Example: "If you were highly motivated, 
you would have stayed late with us and 
completed the task." 
 
6) Excessive or Leading Questioning 
Definition: Using premature, 
inappropriate or excessive questions. 
Example: (to a colleague who is upset 
after having missed an important meeting) 
"Why didn't you check in sooner? Did 
you understand how important it was to 
attend?" 
 
7) Moralizing 
Definition: Wrapping a halo around your 
solution. 
Example: wl know the work isn't easy, 
but really, Sue, you should be grateful to 
be working with such a fine team as 
ours." 
 
8) Logical Arguing 
Definition: Retreating to one's head 
when issues of the heart are involved. 
Example: "In the first place, I wasn't mad 
at you. In the second place, I never said 
that. You know I would have checked 
my facts before I said anything like that! 
It's always important to do three things 
when people are in this situation. First ... " 

9) Ordering/Threatening 
Definition: Relying on force or the threat 
of punishment to gain compliance. 
Example: "Look, if you don't want to do 
this, I'm sure we can find someone else 
to do the job." 
 
1 0} Reassuring 
Definition: Minimizing the other's 
strongly felt concerns. 
Example: Don't worry, don't worry. First 
thing tomorrow we'll talk to Jerry's 
department and everything will be okay. 
Just forget it. Go home and relax. See 
you tomorrow." 
 
11) Diverting 
Definition: Changing the subject 
inappropriately. 
Example: "You had a scheduling 
problem? Boy, when you're talking 
about problems you've come to the right 
person. Last year, my schedule was a 
nightmare. Let me tell you about a real 
problem." 
 
1 2) Monologuing 
Definition: Talking at, not with, the other 
person. 
Example: "And after that incident, you 
won't believe what happened next ... and 
then blah, blah, blah, blah, blah, blah .... " 
 
 
 
 
 
 
 
 



B‐08 
 

2008          6151 
1 of 2 

Personnel 
 

SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 
         DEVELOPMENT REQUIREMENT 

 
All District employees who hold professional teaching certificates for classroom teaching are 

required to complete professional development hours to maintain the validity of their certificates. 
Professional certificate holders must complete 175 hours every five (5) years. The five-year professional 
development period commences on July 1 after the effective date of the triggering certificate, and each 
subsequent five-year period thereafter. Each professional development year of the five-year cycle of 
professional development begins on July 1 and ends the following June 30. The professional development 
requirement may be completed at any time during the five-year professional development period. The 
New York Patriot Plan was enacted to recognize members of the military, called to active duty, so that 
they were not discriminated against in employment or education because of their military status. 
Professional continuing education requirements for active military are waived during the period of 
military service or reduced proportionately for partial periods of service during certification. 
Certifications due to expire during military service are extended for the length of the service plus an 
additional 12 months after release from service. However, this shall not be construed to permit those who 
have had certifications revoked or suspended to continue to engage in such professions. 
 

Decisions regarding content, delivery and providers of such professional development are within 
the purview of the School District and shall be made within the context of the District Professional 
Development Plan. The Professional Development Plan shall describe how the School District will 
provide teachers it employs holding a professional certificate with opportunities to maintain such 
certificates in good standing based upon successfully completing 175 hours of professional development 
every five (5) years in accordance with Commissioner’s Regulations. 

 
If the professional certificate holder wishes to maintain the validity of his/her New York State 

professional certificate, he/she must satisfy the professional development requirement. If the certificate 
holder teaches less than ninety (90) days in a given school year for any reason, including an approved 
leave, the required hours are reduced by ten percent (10%) for each school year during which this is the 
case.  

 
District Recordkeeping Responsibilities 
 

If the School District provides professional development to teachers in its schools, or professional 
development is provided by other entities on behalf of the District, the District must maintain a record of 
professional development completed by its teachers who are required to complete this requirement. Such 
records shall include those items enumerated in Commissioner’s Regulations Section 100.2(dd)(5): 

 
a) The name of the professional certificate holder; 
b) His/her teacher certification identification number; 
c) The title of the program; 
d) The number of hours completed; and 
e) The date and location of the program. 

(continued) 
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SUBJECT: PROFESSIONAL CERTIFICATION: 175 HOURS OF PROFESSIONAL 
DEVELOPMENT REQUIREMENT (Cont'd.) 
 

These records shall be retained by the District for at least seven (7) years from the date of 
completion of the professional development by the professional certificate holder and shall be 
available for review by the State Education Department (SED). 
 
District Reporting Responsibilities 
Annually, the School District must report to the New York State Education Department (SED) 
Office of Higher Education’s Office of Teaching Initiatives (OTI) the number of all approved 
professional development hours completed by each teacher who is employed by the District and 
subject to the professional development requirement, regardless of the professional development 
provider. 
 

All hours of completed professional development reported by Districts will become part 
of the certificate holder’s certification record maintained by OTI. Teachers with professional 
certificates must complete the required number of hours of professional development every five 
(5) years for their certificates to remain valid. 

 
The School District is required to report professional development hours for its 

employees online directly via the Web-based computer system TEACH (Teacher Education and 
Certification Help). 
 
Certificate Holder Responsibilities 

All professional certificate holders must keep records of all of their approved professional 
development activities/programs/coursework, regardless of the provider, for at least seven (7) 
years from the date of completion of the program and shall be available for review by SED. Such 
records shall include those items enumerated in Commissioner’s Regulations Section 80-3.6(f): 

a) The title of the program 
b) The number of hours completed; 
c) The sponsor’s name and any identifying number; 
d) Attendance verification; and 
e) The date and location of the program. 

 
While it is the responsibility of the District to report hours, it is in the interest of every 

professional certificate holder to verify that their professional development hours are reported 
and that their individual record is complete. It is recommended that professional certificate 
holders develop their personal professional development plan in consultation with the District, 
and obtain District approval before commencing any professional development activities. 
 
 
8 New York Code of Rules and Regulations (NYCRR) Subpart 80-3 and Section 100.2(dd) 
 
Adopted: 2/26/08 
Revised: 5/4/10 

 


