
The Culture Leader’s 
Communication Toolkit

3 Simple Questions to Clarify, Connect, 
and Communicate on Purpose

“Culture grows in the presence of clarity.” 
— Jenni Catron



The #1 
Communication 
Mistake Leaders 

Make?
Assuming it’s happening.

Poor communication is the silent killer of 
healthy culture. Even with the best 
intentions, leaders often assume 
communication is happening when it’s not. 
This quick-reference guide gives you 
practical tools to lead with clarity, respect, 
and connection—starting today.



*

The Clarity Loop
3 Questions That Change Everything

Before you 
make a 
decision or 
take action, 
ask:

1.

2.

3.

Who needs to know?

Whose success depends on this 
info? Who might be impacted?

What do they need to 
know?

What is most relevant and 
helpful to them—not just 
everything you know?

When do they need to 
know it?

Timely communication builds 
trust and avoids frustration.

Make it Stick: Keep this framework on your desk or next to 
your computer. Use it before meetings, emails, and updates.



Define the Tools That 
Support Your Culture
Confused Teams Are Unproductive Teams

Tool What It’s For

Email

Project Mgmt

Slack/Teams

1:1s

Team Mtgs

Text

Phone

*Make it Stick: Use this worksheet with your team to define 
your communication tools and reduce the noise.



Reflection
Weekly Leadership

Build Communication Habits That Support 
Your Culture

Reflection prompts:

● Am I assuming communication is happening, 
or am I ensuring it?

● Where has my team felt out of the loop?

● What message are they waiting to hear from 
me?

● How can I be more proactive this week?




