
Verona Area School District 821.1-Rule 

 

INCIDENT RESPONSE COMMUNICATION PLAN PROCEDURES  

 

Family Communications System 

 

The District shall maintain a family communications system and will communicate annually on how 

families can access and utilize the system. To ensure that every parent and guardian has the most timely 

and accurate account of a health or safety incident that occurs involving their child’s school, parents and 

guardians must keep their contact information up-to-date in PowerSchool – the District student data 

system. While families are often receiving emails on regular school communications, the District also 

urges parents and guardians to take advantage of the District’s text messaging service to allow the District 

and/or school to notify them of emergency situations. Parents and guardians can participate in this service 

by following instructions presented to them at registration time or emailed throughout the year. 

 

Communicating to Constituent Groups 

 

A communications plan shall exist, offering templates and customized messaging to be used in multiple 

health or safety emergency scenarios that may occur. The following must be given attention during a 

school health or safety incident as a means of facilitating communication between the District and all 

other contacts: 

 

1. There shall be one spokesperson for the District: the District Administrator or designee. The 

spokesperson shall have the authority to state the location of the incident, the type of incident, when it 

occurred, who is involved, and the District’s immediate response to the incident. The names of all 

injured persons, if any, shall be withheld until proper notifications have been made and shall then 

only be disclosed to the extent authorized by law.  

 

2. As soon as possible, all information should be reported to the District central office. Information to 

prepare for communication to staff and families should describe: 

•what happened 

•action taken by school officials or local authorities 

•procedures to be followed by families or staff if appropriate 

•any other information approved by the District Administrator or designee  

 

Copies of all incident-related communication from all schools shall be immediately furnished to the 

District Administrator and Public Information Officer.  

 

3. All employees of the school, and other interested parties involved with the school(s), should be given 

information about what is happening in a timely manner and to the fullest extent allowable under 

federal and state statute. Note that other federal, state and local agencies may be allowed to provide 

additional information above and beyond what the District is able to communicate out. The District 

must comply with state and federal statutes that are in place to protect student and staff information. 

These statutes may not apply to other federal, state and local agencies. 

 

4. School health or safety incident statements are to be released only when the facts are accurate, and the 

District’s official legal position is confirmed by the District Administrator or designee. 

 

5. The school health or safety incident statement shall be shared with media who reaches out to the 

District for comment. 
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6. An accurate log of all activities, telephone calls and any other contacts made during and after the 

health or safety incident should be kept in accordance with the school’s safety response plan. 

 

Response Scenarios  

The means and immediacy of communication on incident response will depend on the scope of the 

incident and on the potential or actual impact to the health or safety of students and staff. While it’s 

difficult to anticipate all possible scenarios, the following can be used as a guide to gauge the District’s  

level of notification and systems used to communicate with families and staff.  

            

IF: 

The incident poses no or minimal risk to the safety of the overall school population, there 

are no disruptions to regular school activities, and/or the incident is isolated to a single or 

small number of students; 

 

THEN: 

•    A District communications system email will be sent ONLY to affected families 

   

Examples: A situation occurring on a bus route, a student or staff member in one building 

requiring emergency response, or a small disturbance/physical altercation. NOTE: Not every 

incident will warrant a notification but if an emergency vehicle (law enforcement, 

ambulance, or fire) responds to a school with emergency lights flashing, messaging will be 

sent to families of that school.  

   

IF: 

The incident poses moderate risk to the school and/or results in some disruption to school activities, 

such as a change of schedule or cancellation of some activities;  

 

THEN: 

● A District communications system email will be sent to affected families    

● A District communications system text message will be sent to affected families 

● Depending on the scenario, the District may post on the affected schools’ websites and/or social 

media 

 

Examples: Weather-related situations or a bus incident. 

 

IF: 

The incident poses significant risk to the safety of a larger number of students, and/or results in 

disruption to school activities, change of schedule, cancellation of activities, evacuation, etc.; 

 

THEN: 

● A District communications system email will be sent to affected families and/or districtwide  

● A District communications system text will be sent to affected families and/or districtwide  

● Depending on the scenario: 

○ The District may send out an automated phone call through the communications system 

to affected families  

○ The District will do a posting on affected school’s (and District) website 

○ The District may post on affected school’s (and District) social media pages 



 

Examples: An intruder in school, a hazardous chemical leak, or use of a weapon on school grounds. 
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In the case of an incident with significant risk, access to the area will be limited and controlled by 

police and/or fire officials. Parents and guardians of students enrolled in the school affected will be 

strongly encouraged to stay away from school grounds, but remain close to their sources of 

communication, whether phone or email, to ensure they are receiving accurate and timely updates on 

the health or safety incident from school staff.  

 

Note that media outlets who reach out to the District will receive the same school health or safety 

incident statement that families receive AFTER families have been notified first. 

  

 

APPROVED: December 17, 2018 

Updated:  January 22, 2018 


