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OBJECTIVES

A south Texas ISD contacted Shea Writing & Training Solutions to assist
with the annual revision of the district’s Employee Handbook. Shea was
hired to:

Work within a tight timeframe.

Create a template with consistent formatting and attention to
graphic design.

¢ Format and edit the existing Employee Handbook content.

Our success in providing a visually engaging format and quick
turnaround in delivering the revised handbook has led to a continued
working relationship with the district, and our engagement in several
subsequent projects.

APPROACH

Shea developed a visually appealing template that adhered to district-
established branding and color pallet guidelines. The same template
has since been adapted for use with multiple documents, including the
Student Handbook and Code of Conduct.

RESULTS

Shea has continued to work well with the district, and our quality
results have prompted recommendation to other departments.

We are currently working on multiple documentation projects and
have been engaged to provide additional support in developing
procedures over the next year. Annual reviews to update handbooks
and outward-facing documents require reviewer attention each year,
and we are poised to continue working with the ISD to make necessary
updates to content and maintain the formatting styles we have
established.

Throughout our ongoing engagement with the school district, Shea’s
writers have met challenging deadlines and significantly improved the
look and feel of the district’s external publications. Shea solidified a
lasting client relationship by consistently providing the company with
quick turnarounds, clear communication, and professional expertise.
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SERVICES PROVIDED

Beyond our first successful project
with the ISD, Shea has:

¢ Formatted diverse content for
various documents and process
flows

¢ Edited documents to achieve
proper formatting, consistency,
and readability

¢ Reviewed website content and
completed a gap analysis

¢ Maintained consistent, open
communication with the client
to report on progress, gather
information, and facilitate
comment resolution meetings

¢ Tracked document revisions and
maintained document control
between multiple reviewers’
comments and edits

¢ Proposed a reorganization and
new outline for an existing
handbook to better organize
topics for reader accessibility.

4 Revised a process flow and
description related to hiring a
new principal.

¢ Incorporated annual revisions
and updates into the new
Employee Handbook.

Shea has created a reputation for
dependability and expertise by
consistently being available to
provide assistance and maintain the
steady flow of correspondence,
while maintaining the original
commitment to technical writing
support.
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