School Emergency Communication Plan

Creating a comprehensive, simple-to-use, and ready-to-implement School Emergency
Communication Plan involves several key components. While | can’t create tables, graphs,
or images, | can outline a detailed plan that you can easily adapt and visualize for your
needs.

School Emergency Communication Plan

1. Objective of the Plan

¢ To ensure effective and efficient communication during emergencies within the school
environment.

2.Scope

¢ This plan covers all types of emergencies, including natural disasters, health crises,
and security threats.

3. Communication Team

o Designate a Communication Team responsible for implementing the plan. Include roles
such as Team Leader, Information Coordinator, and Liaison Officers.

4. Key Contact Information

« List all critical contacts: local authorities, emergency services, school board members,
and media contacts.

5. Communication Channels

e Qutline primary and secondary communication channels such as email, phone, social
media, and the school’'s website.

6. Message Development
 Develop templates for emergency messages. Ensure clarity, brevity, and accuracy.

7. Information Flow Chart



o Create a flow chart depicting how information will be disseminated among staff,
students, parents, and external bodies.

8. Training and Drills

« Schedule regular training sessions and drills for staff and students on emergency
communication procedures.

9. Regular Updates and Feedback

e Establish a system for regular updates during an emergency and a feedback
mechanism post-emergency to improve the plan.

10. Technology and Backup Systems

e Invest in reliable communication technology and establish backup systems (like
battery-powered radios) in case of power outages.

11. Special Considerations

» Address the needs of individuals with disabilities, language barriers, and other special
requirements.

12. Review and Revision

e Periodically review and update the communication plan to ensure its effectiveness.
13. Implementation Checklist

e Create a checklist to ensure all aspects of the plan are implemented correctly.

14. Documentation and Record-Keeping

e Keep records of all communications during an emergency for review and learning
purposes.

15. Community Collaboration

» Work with local community organizations and emergency services to coordinate efforts
and share resources.

16. Parent and Community Engagement



» Develop strategies to keep parents and the local community informed and engaged in
the school’'s emergency preparedness efforts



