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The Chinese have a symbol for crisis comprised of two characters: “Wei” meaning
danger and “Ji” meaning opportunity. Clearly there is danger in a crisis not only
for the harm it causes, but also from the potential negative impact it has on the 
 District’s reputation. But there is also an opportunity in this critical situation to
demonstrate leadership, and build credibility and support for our schools. A crisis
is also a test of the strength and effectiveness of our current communication
procedures, techniques and strategies.

It is important to watch for signs of an impending crisis and prepare for
unavoidable circumstances. Build trust with you key audiences and create a
culture of open and honest communication. Positive two-way communication is
critical prior to a crisis. Review and practice the District's Comprehensive Safety
Plan and be familiar with the correct terminology for the District's six Emergency
Response Procedures. Familiarize yourself with the Crisis Communication Plan
and understand its role in handling a crisis. 

A CRISIS IS A TEST
Whether it’s facing a menial or severe,
natural or man-made disaster, how our
team handles the situation will affect our
District's reputation for years to come.
Floods, fires, death, impropriety, misuse of
authority, sexual misconduct/assault,
financial misconduct, campus threats,
and other events are all examples of a
crisis.

INTRODUCTION



The crisis communication plan addresses media relations, the communication
team role, communications strategies, and provides tools and templates for
responding to situations quickly and effectively. Conditions that require
communications can potentially be controversial. Controversial topics may
include police investigations, protests, or other situations that demand a public
response. Incidents that require communications may consist of mundane things
like pranks, budget cuts, or personnel termination/investigation. Emergencies
that will require communication can range from minor incidents to the
unimaginable - fires, bomb threats, natural disasters, active shooters, or major
crimes. This guide is not intended to change the way emergencies are initially
reported. If warranted, emergencies on school campuses should be reported
immediately to local police departments, and the appropriate emergency
procedures followed. 

The following pages review the emergency response procedures. After
implementing your site’s emergency response procedure (if applicable) and
contacting necessary emergency personnel, contact the Superintendent's office.
The Superintendent will act as the incident commander, and activate the Incident
Command System. The Public Information Officer, part of the Incident Command
System, will manage the Crisis Communication Team. The primary job of the
Crisis Communication Team is to make emergency information available to the
public and the organization's employees as soon as possible. 

IF POSSIBLE - when it does not create an unnecessary delay that may further
endanger students or school safety or conflict with our district policies or
procedures - an effort should be made to contact the Superintendent and
activate the Crisis Communication Team before enacting emergency response
procedures and/or requests for emergency services. This allows the Crisis
Communication Team to prepare a message before the inevitable flood of
inquiries that follow any of our emergency response procedures or emergency
calls. 

IF POSSIBLE - when it does not create an unnecessary delay that may further
endanger students or school safety on conflict with our district policies or
procedures - an effort should be made during crisis to restrict student access to
their cell phones to prevent the spread of misinformation and panic. 

THE ROLE OF CRISIS COMMUNICATION



CRISIS MANAGEMENT (Comprehensive District Safety Plan, School Emergency
Response Procedures and Guidelines, etc)
CRISIS COMMUNICATIONS

There are two equally important aspects to any crisis and your role as a school
leader is to make sure that each element is performed well.

Crisis management is covered in the Comprehensive District Safety Plan, and the
School Emergency Response Procedures (red folders). The Crisis
Communications Plan is not intended to change the way emergencies are
initially reported or the way emergencies are responded to. It deals primarily with
how to communicate the details of an incident with key stakeholders during and
after the incident. However, understanding how our District's Emergency
Response Procedures work and the impacts various crisis could have is a key
component of crisis communication preparation. 

Furthermore, a critical aspect of emergency response and communication is
understanding and using a common language. Weather events, fire, accidents,
intruders, and other threats to student, staff, and visitor safety are scenarios that
should all be planned for and drilled. Our emergency response procedures, part
of our Comprehensive District Safety Plan, cover six responses. In the event of an
emergency, the action and the corresponding directive is announced.  When it is
safe to resume normal school activity, an ALL CLEAR notification will be
announced. The emergency response procedures and the six associated actions
are listed on the following pages for your review. 

EMERGENCY RESPONSE PROCEDURES



For all emergencies contact the site administrator (or designee) first. They will
call 911 or contact emergency responders as needed.
If there is an immediate medical emergency, you may first call 911 but notify
the campus administrator or site manager immediately after.
Request assistance from others on campus or at your worksite who are
trained in CPR and First Aid, if assistance for medical emergencies is needed.
Contact the campus administrator to request assistance.
Assess the situation and identify immediate actions to stop the hazard and
prevent further harm
Seal off high-risk areas
The most qualified person in the area should take charge of the incident as
the Incident Commander. If/when a more qualified individual arrives then
transfer the incident command to that person and share the following
information:

What has happened so far (cause, damage, victims)
Who is already responding to the incident and who else is on the way
What are the next planned action steps for response
Find out what you can do to continue to assist the new Incident
Commander
Activate the School Incident Response Team
Preserve evidence and keep detailed notes of the incident
Refer all news media (and other requests for information) to the Public
Information Officer

After a threat has passed and the campus is safe to return to normal
operations, an “All Clear” announcement should be delivered with the same
communications method used for the initial emergency alert. During the
announcement be sure to provide any pertinent information or special
instructions (i.e. return to normal operations or progress to parent/family
reunification area, etc.).

RESPONSE ACTIONS FOR ANY EMERGENCY

ALL CLEAR

EMERGENCY RESPONSE PROCEDURES



LOCKS, LIGHTS, OUT OF SIGHT.
The LOCKDOWN protocol is implemented when there is a
active or immediate threat in the schools building(s) or on
school grounds. This protocol requires locking classroom
doors, turning off lights, remaining silent and out of sight.
Examples: Life safety threat on or near campus like a hostile
person, gunfire, or direct threat. 
Message: "Your attention please: Lock down. Implement
lock down procedures. Lock all classroom and/or office
doors and keep everyone inside until further notice. Do not
open the door until notified by law enforcement. If outside,
proceed to the nearest building and lock down." 

DROP, COVER, AND HOLD ON.
The DUCK AND COVER protocol is implemented when
protection is needed from flying or falling debris.
Examples: earthquakes 
Message: "Your attention please: Drop, cover, and hold on.
Drop, cover, and hold on. Additional information and
instructions will follow."

DUCK & COVER

GET INSIDE. LOCK OUTSIDE DOORS.
The SECURE SCHOOL protocol is implemented when there is a
potential threat or hazard outside of the school buildings or
grounds. It requires increased situational awareness, but
allows educational process to continue with little classroom
interruption. 
Examples: Suspicious person; criminal/ dangerous activity in
neighborhood surrounding campus; animal on campus. 
Message: "Your attention please: Secure School. Implement
secure school procedures. Close and lock all doors and
windows immediately. If outside, proceed to the nearest
building and secure school." 

SECURE SCHOOL

LOCKDOWN



MOVE FROM INDOORS TO OUTDOORS
The EVACUATE protocol is announced to move students and
staff from one location to another, usually when the decision
is made that is unsafe to remain in a building. 
Examples: Fire or bomb threat. When conditions outside
buildings or off campus are safer than inside campus.
Message: "Your attention please: Evacuate all buildings.
Evacuate all buildings. Everyone must leave and go to the
designated assembly area. Lock doors when exiting and
evacuate  all buildings."

SHELTER IN PLACE
RESTRICT OUTSIDE AIR
The SHELTER IN PLACE protocol is implemented when there is a
need to isolate students and staff from the outside
environment and airborne contaminants. This procedure is
similar to a lockdown but also includes shutting down all air
conditioning and heating units in order to keep outside air out.
Students and staff may also move around indoors.
Examples: hazmat, excessive smoke
Message: "Your attention please: Shelter in place. Shelter in
place. Everyone is to remain inside the building away from
outside air. Turn off all air conditioners or heaters and close
all doors and windows. Anyone outside should immediately
move indoors. Additional information and instruction will
follow."

EVACUATE (ON CAMPUS)

EVACUATE (OFF CAMPUS)
RELOCATE OFF CAMPUS
When the on-campus evacuation assembly area or shelter is
no longer safe or students and staff need to be taken to an
alternate location for parents or family reunification.
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SAFETY OFFICER
CAROLYN VISS
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INCIDENT COMMAND SYSTEM



The purpose of the Incident Command Team is to manage the overall impacts of
a crisis. A part of managing a crisis is Public Information, which is managed by
the Public Information Officer - part of the Incident Command Team. The Crisis
Communication Team works with affected the sites, outside agencies, and other
departments to ensure consistency in communications throughout an event.
Specifically, the Crisis Communication Team manages information flow during a
crisis among the organization, employees, media, government agencies, law
enforcement, and the public. The  team tackles what messages to communicate,
the methods used to share information, and who receives the communication. 

During an incident, information about the details of the crisis will flow from the
Operations Manager (site principal), Safety Officer (Carolyn Viss), Liaison (Toney
Henry), and the Incident Commander (Jose Aldaco) to the Public Information
Officer (Amanda Wilson). The Public Information Officer will gather details and
prepare messages and message points to be disseminated to the public. The
Bilingual Support person (Carmen Padilla) will assist the Public Information
Officer in translating messages when necessary. 

All messages about an incident will be approved by the Superintendent or
designee before being released. 

When an incident is limited to a single site, the Confidential Secretary for that site
will send a message provided by the Public Information Officer to families via
Infinite Campus email and/or text messaging systems. When an incident affects
multiple sites, the Public Information Officer will send the Infinite Campus
message(s). 

The Public Information Officer will draft a page of message points for reference
for personnel who will be answering phones and addressing calls/messages
from families. When a single site is affected, the message points will be provided
to the district and site secretaries. When multiple sites are affected, the Public
Information Officer will send the message points to the District Secretary to share
with school sites. 

CRISIS COMMUNICATION TEAM



PUBLIC INFO OFFICER
AMANDA WILSON

SITE INFORMATION
DISTRICT SECRETARY(s)

BILINGUAL SUPPORT
CARMEN PADILLA

PARENT  MESSAGE 
SECRETARYS

INCIDENT COMMANDER
JOSE M. ALDACO

- Relay information to the Public Information
Officer
- Approve public messages
- Approve distribution platforms
- Meet with students & families that are
directly impacted

- Receive updates and official statements
from the Incident Commander
- View incidents from an outsider's
perspective, anticipate reactions, and
suggest strategies
- Suggest communication platforms
- Draft message points, phone scripts, news
releases, letters, etc.
- Give message points to site
secretary/district secretary
- Monitor news and social media, and correct
any misinformation
- Maintain a log of PIO actions
- Assign bilingual support

- Share message points to site secretaries
- Take messages on behalf of incident team

- Work with PIO to translate public/parent
messages to Spanish

- When incidents are isolated to a single
campus, send parent direct messages
- Answer parent inquiries using the message
points and take contact information of
parents requesting a follow up
- Assist with managing media 

SAFETY OFFICER
CAROLYN VISS

OPERATIONS
SITE PRINCIPAL

LIAISON
TONEY HENRY



 Contact the Superintendent or designee and the Public Information Officer.
 Assemble the Crisis Communication Team and temporarily assign someone
to handle phone calls.
 Gather all relevant facts to understand the circumstances and define the
problems. 
 Inform appropriate team members (transportation, those who answer the
phones & site administration) that all communication should be deferred to
the Crisis Communication Team until further notice. 
 Determine who needs to know the information. In some cases, isolating an
incident to a specific group of affected individuals can mitigate further
complications from the incident itself or potential legal challenges. 
 Depending on who needs to know, determine the type of responses and
communication channels. (Press release, press conference, news media,
social media, site families only, etc.)
 Prepare a statement in response, receive approval from the Superintendent
or Incident Commander, then translate.
 Send the message to stakeholders.

Immediate Response (0-60 Minutes)

The first 60 minutes is a critical window for crisis communication. Leaders and
administrators must rally their crisis team and assemble plans to respond quickly
and effectively. What is done in the first 60 minutes of a crisis will determine
people's perceptions of the situation and the organization's ability to handle the
problem. Use this time-window of opportunity to build trust and credibility and to
establish authority over an incident. Establishing authority is vital to addressing
the issues, helping first responders, and keeping people safe.

 0-30 minutes:  

1.
2.

3.

4.

5.

6.

7.

8.

RESPONSE PHASE



 Create a fact sheet and send it to appropriate team members (those who
answer the phones & site administration).
 Monitor, in real-time, what is said on social and traditional media.  If
necessary, set the record straight regarding misinformation and redirect
people to the organization's site for correct information. 
 BREATHE. Step back and assess the current situation. 
 Look for the next steps. Convene the Crisis Communications Team for a
discussion.

Are there visuals you should be sharing to ensure that you control the
picture journalists and other audiences may be seeing in traditional and
social media? 
Is a short video of some kind warranted—the Superintendent or other
Cabinet member speaking to the issue, apologizing (if appropriate), and
outlining the next steps?
Are you missing anything up to this point?
What does the consumer need to be doing or need to know right now? In
four hours? Tomorrow?
Do we need additional counselors on site for students?

 Update the statement with new information. Remain transparent.
No new information? The community is still waiting for an update so let
them know that there is no further information.

 Brief the media (T.V., newspaper, and radio) if necessary. 

 30-60 Minutes:

1.

2.

3.
4.

5.

6.

The message that will be shared with staff, parents and students will be the same
message that is shared with the media. Do not communicate information to your
staff that you do not intend to be shared with students and their parents. Crises
raise speculation, so sharing your speculation with others will increase the
amount of misinformation that is shared with others. People will ask for
confirmation or denial of rumors. Again, this is speculation. You can still be
reassuring to your students and staff without sharing speculations—the problem
with speculations is that the misinformation can potentially prolong the healing
process. 

Keep your written (email or hard copy) and verbal message consistent. Again, do
not speculate. The best response is, “The matter is being reviewed at this time,
and more information will be shared when we are finished reviewing the
incident.”



Facts only – share what you KNOW with those who need to know
No Personal Identifiable Information (PII) is included
The message meets the character limits of different platforms

DIRECT MESSAGE - INFINITE CAMPUS
Direct email and phone messages are the best way to inform parents of a crisis.
A email and/or phone message should be sent within 30 minutes of an incident,
with regular follow up messages thereafter. Sites should be prepared to receive
phone inquiries as soon as a message is sent. 

WEBSITE & APP
The "School Safety" page on the District website has an area for providing
updates during severe crises. Direct messages sent to parents can also be
displayed here. Social media posts and text messages can link to this page for
letters and longer messages. 
Thrillshare can be used to "push" live feed notifications to those who have the
District's app installed on their phone. All messages that are sent through Infinite
Campus should also be "pushed" out through the live feed section of the District
App.

SOCIAL MEDIA
Facebook, Instagram, and other social media accounts can help organizations
get the word out to many people quickly. DO NOT use social media when dealing
with an incident that involves intruders or any person that does not belong on-
site. They may have access to messages sent out on social media. 
To ensure consistency and credibility, only approved Crisis Communication Team
members will use the organization's social media accounts to update emergency
messages. 

All employees should use caution when using social media during an emergency
to communicate with the public and/or media. Communicating with the public
and/or media could have unintended consequences and/or liability, which could
interfere with the Crisis Communication Teams ability to ensure accurate and
consistent information is shared.

Before posting any information, double-check for these items:

Social Media Misinformation Notice:
"It's come to our attention that some information being shared may not be
entirely accurate. Please visit (website link/official social media page) for the
most up-to-date information regarding this event."

COMMUNICATION PLATFORMS



TIMELINESS AND RESPONSIVENESS

LESS IS MORE

ELIMINATE UNNECESSARY DETAILS

PRIVACY

STICK TO POLICY

BE UNDERSTANDING

SHOW LEADERSHIP

REINFORCE EXPECTATIONS

BE AVAILABLE 

CONSISTENCY

After a crisis situation, communicate in a timely manner. Be proactive in order to
tell the facts before rumors gain ground.

Be succinct but provide clear, detailed facts, to the extent allowable by our
privacy policies. 

Stick to the facts. Keep language simple. Eliminate information or narrative that
may cloud the message.

Adhere to student and staff confidentiality guidelines. Do not use names,
masculine or feminine pronouns (she, he), or other details that might help to
identify a student or staff.

Avoid specific details on disciplinary measures to be taken (if any). Reference
only what is in Board-approved policy.

Offer reassurance. Acknowledge feelings of worry, concer, and fear. Show that
you care.

Be in charge. Reassure that you are taking appropriate action to address the
matter. Show that the situation is under control to the fullest extent possible. 

If policies or rules have been violated, remind parents/students that this behavior
or activity will not be tolerated, is unacceptable, or is prohibited or even illegal.
Appropriate action will be taken. 

Urge parents and students to communicate with you. Tell them your door is open.
Provide contact information. 

Say you will continue to keep them informed and then follow through. 

TIPS FOR WRITTEN COMMUNICATION



We will take immediate and appropriate action to bring the crisis under
control as quickly as possible, erring on the side of overreaction when in
doubt.

We will place the health and safety of anyone affected or potentially affected
by the crisis above all other considerations.

We will ensure high-level district officials are personally involved in managing
or communicating about any major crisis and in attending to any victims
and/or their families.

We will make crisis resolution our top priority throughout the crisis and make
this know publically through our actions as well as out words.

We will immediately signal our intent to communicate openly and fully, for as
long as it takes, to satisfy legitimate public demand for information about the
crisis.

We will immediately release information proactively upon verification of facts
and appropriate notification of authorities and other affected parties (if any).

We will demonstrate concern, compassion, care, and empathy, as
circumstances warrant, in our actions and our words. 

We will handle every crisis with a long-term perspective and the belief that
our future success depends on the character and integrity we exhibit under
intense public scrutiny.  

The following statements capture the values and expectations that will guide
Waterford USDs response to any crisis:

CRISIS RESPONSE FRAMEWORK



UNDISCLOSED INFORMATION

It is premature to discuss that.
We will share more detail when we can ensure the accuracy of our message
That is a hypothetical question I can't answer.
Our top priority right now is the safety of students - I would be happy to
schedule a time to talk to you later.
I haven't heard all the information yet - I will get back to you when I know
more.
I know you would like more information, but we are legally responsible to
protect the privacy of our staff and students.
This is what we know so far about what happened. For more information,
please visit our website where we will post regular updates. 

Information, both accurate and inaccurate, spreads rapidly - especially during a
crisis. It is much better for our stakeholders to hear information from us, even if it
is "bad news."  Our communication strategy is to communicate quickly, well, and
often. We never want to be viewed as withholding information, or trying to
diminish the severity of a situation. 

However, it's important to note that there is information we cannot and should
not share. Communicating a lack of information is just as important as
communicating details. 

Here are some ways we might acknowledge an information gap:

During an incident, parents may call requesting more information, or to
speak/meet with a higher authority (principal, superintendent, etc.). Depending
on the scope of the crisis, it may be hours or days before such a person is
available. The messages above can also be used to help communicate why a
certain person is not currently available or certain information cannot be shared
at this time. Site secretaries should create a list of concerned parents that the
principal/superintendent can call back at a later time. 



HANDLING THE MEDIA
NOTE: The Superintendent is designated as the primary spokesperson.
Members of the cabinet and other designated staff will be available to gather
information for interviews related to their specific areas. If employees are
contacted directly by the media, they will immediately inform the
Superintendent and designated point person. 

The news business is highly competitive. Controversy, conflicts and crises make
news and reporters will do everything they can to cover the story before their
competition does and from their own unique vantage point. Keep in mind,
reporters will get a story with or without our help. If they find the school district
personnel hard to work with or inaccessible, they will go elsewhere for their facts
and responses. 

Your job is also to protect your staff and student families from unwarranted
media intrusion in a crisis. At the same time, the news media can play an
essential role as a communication conduit to parents and the community during
the crisis. The news media will file a story about the crisis. Our job in school
communications is to make sure they file the right story.

Law enforcement will take the lead in communicating with the news media if the
school site has been declared a crime scene or disaster area. They will probably
issue statements every 30 minutes to the press. The Waterford USD Liaison will
communicate with law enforcement Communications Office. Periodic press
briefings by the school administration will be organized during the day at the site
if needed. 

You cannot limit access by reporters to students or their families if they are off
campus property, but you can impose restrictions if the students and parents are
still on campus. It is wise to limit access by the media to the interior of the
assembly area where parents are reunited with students and family members
following an evacuation.



Phony friendliness or support 
Unfair comparisons or hostile remarks 
Implied approval from higher-ups for you to comment 
Negatively phrased questions

WHEN REPORTERS CALL: 
Contact the Superintendent and the designated point person when contacted by
media. The designated point person will interpret the reporter's needs and
connect the reporter with the appropriate resource. Please wait for instructions
before providing information to a media representative. Document a media log
to keep track of the date, time, contact name, contact number, deadline, follow-
up actions, etc., for current and future reference.

BE AWARE:  
Below are common ways the media may entice an unsuspecting person to
immediately provide a response that is not always appropriate. These methods
are not media-exclusive but universal in the business world: 

If you receive a phone call from a media member, ask for the reporter's
name/title/news outlet (KCRA 3, KFBK, etc.) Ask about the reporter's deadline (3
pm today? next Tuesday?). Determine what the reporter wants to know and their
phone number. Repeat this information back to the reporter to ensure its
accuracy.

Handle subsequent calls as if they are "new." This includes calls from the same
reporter on a different matter or a different reporter inquiring about the same
topic. 

WHEN MEDIA SHOW UP UNANNOUNCED:
When a reporter arrives at your site, do not feel obligated to begin answering
questions or providing access. While news media representatives have certain
rights of access to public schools for legitimate news gathering purposes, school
officials have the authority to deny access if they believe the presence of media
on campus disrupts or interferes with school activities.
Contact the Superintendent, Public Information Officer, or Designee, and wait for
assistance. While waiting for assistance, remember that you are representing
Waterford USD, so please be courteous. Everything you say and do – including
body language, offhand jokes, and so on – may be observed, documented, and
reported by the media representative, who is merely looking for ways to do their
best job. 



Reporters believe they have blanket rights to come into schools under the
Constitution. Penal Code Sec. 627 allows us to ban outsiders from campus, but
specifically exempts reporters. However, the California Education Code lets
you exclude the media if they are "disrupting normal educational operations.”
Error on the side of excluding them from the scene during the initial stages of
a crisis because it is almost impossible to deny them access once you have
allowed them in.
Send the media to an area where you can control and contain their access.
Assign a staff member to monitor them and assist them. Set up one area that
is convenient but contained for TV cameras and reporters to be positioned.
Keep this separate from the staging area for parents and students.
Always escort reporters when on campus, help them get the story, give them
a knowledgeable contact, don’t leave them alone. Do not assume they will
honor your request to stay off campus grounds unless you watch them.
Photo releases aren’t needed for "news," but are needed for students with
disabilities. Students who are under the jurisdiction of the Juvenile Court
and/or supervision of the Probation Department;  cannot be interviewed,
photographed, or videotaped — even in ways that disclose identity — without
prior approval.
Issue "press badges" or passes at the front office/district office to ensure first
point of contact and to identify reporters. Know who is there covering your
story. A site secretary can then hold/escort press to the media area. 
Police agencies and the fire department have far more authority to exclude or
restrict access of the media at a crime scene or a natural disaster. Rely on
and encourage law enforcement to limit access. Find out if police can/will
declare your site a crime scene or natural disaster, as this allows greater
control over restrictions to media access.

TIPS ON HANDLING MEDIA REQUESTS FOR ACCESS TO SCHOOL FACILITIES 



We are aware and saddened by last night's event. This event is an ongoing
investigation, and we are not at liberty to identify the suspect. 

We can confirm the suspect is in custody and that no one was harmed
during the incident.

They are not available at this time. We must respect the privacy of those
involved as they recover from this traumatic experience. If you leave me your
contact information, I will let you know if they become available.

We will need to refer you to the (insert agency) for that information during
this time.

I am uncertain about that detail (or – I am not the appropriate person to
respond to that question). If I may take your name and number, we will get
back to you.  

Right now, we are focusing our efforts on everyone's safety, well-being and
bringing the situation under control. At this time, I will not speculate on the
cause of the incident. 

We are in the process of preparing a statement on that right now. If you
provide me your email, we will send it to you once finalized.

STATEMENTS FOR INQUIRIES 

If asked for information regarding a suspect 

Or

If asked to speak with those involved for a quote and unavailable

If asked for additional detail about a criminal incident 

If asked a question with no answer on a fact sheet 

If asked about blame

If called and the statement is not yet prepared



We are devastated.
We are in contact with the families and are doing everything we can to
support them.
We are looking into the incident and sharing information with authorities.
We are currently working with (name the appropriate local first responders) to
review what happened. (avoid using "investigate")
We are working with law enforcement to gather information.
We will be reviewing our procedures and making any improvements
necessary to help prevent a repetition of this type of incident. 
We will immediately put in place any recommendations.
We pride ourselves on our excellent safety record, and this is the first time
anything like this has happened in our history. 
The safety of our students and staff is our top priority.
We are saddened by the loss of life/injuries and are doing everything we can
to help those involved.
Our thoughts are with him/her/them and his/her/their family(ies).
What we know so far is (provide facts only). 
It is our practice to provide information and assist the media to the fullest
extent. However, at this time, we are unable to grant media access to the
area.
We will continue to provide additional information as it becomes available.

HOLDING STATEMENTS FOR THE MEDIA 

In case of an accident, crisis, natural or human, or technical, the public has the
right to know what happened. A holding statement has to provide the media with
an initial report that sets forth the basic facts about the incident and lets people
know that you are actively dealing with the situation.

Holding statements should include:



SAMPLE #1 - MEDIA HOLDING STATEMENT

The (school/site/district) can confirm that at (insert time) today at (insert
location) (details, e.g., A fire broke out… / Charges were filed against… / a bomb
threat was called into…).

At this time, we are still gathering information. We are working with the
appropriate agencies and (what is happening, e.g., An investigation is taking
place (or will take place) / The Superintendent has decided to... / We have
evacuated our headquarters. All staff have been sent home pending a search of
the building by the bomb squad.)

(School/site/district) would like to (assure our stakeholders/ strenuously deny the
allegations/ express our sincerest condolences to the victims and their families)
and assure the public that we are taking this matter very seriously. We are doing
everything we can to establish the details quickly.

We understand our duty to inform the public, and it is our practice to work with
the media to disseminate accurate information. We will provide more details as
we gather and confirm it.

SAMPLE #2 - MEDIA HOLDING STATEMENT

(School/site/district) confirms receiving a report of (nature of the event). 

According to the information received, the incident occurred at (time and
location). 

We understand that (any confirmed information on the event) occurred and that
measures have been activated to protect our students and staff. 

(School/site/district) is coordinating its activities with responders now at the
scene and other involved agencies (specify as appropriate). We will be providing
further information as soon as it becomes available. (Provide details on the
timing of any updates or briefings). 

We understand our duty to inform the public, and it is our practice to work with
the media to disseminate accurate information. We will provide more details as
we gather and confirm it.



RECOVERY PHASE

Review media outlets and coverage.
Review school and community social media pages.
Conduct regular searches through Internet search sites for keywords, such as
the school's name, the incident, people involved, etc. 

What is the main focus for the media or other agencies?
Is the focus changing?
Are there patterns that indicate messages the organization should focus on or
respond to?

What are the significant issues the media or other agencies are addressing?
What are the public's questions or concerns?
Identify and incorporate lessons learned into a crisis plan.

MONITOR, DEBRIEF, AND PROVIDE FEEDBACK

After an event has occurred and is initially resolved, it is important to debrief with
the significant internal parties involved. It is also critical to monitor and assess
information shared by ongoing media coverage. Waterford USDs Crisis
Communication Team's responsibility is to control the organization's story and
any threats to its reputation. 
The Public Information Officer or designee should attend all pertinent external
agency debriefings. Debrief meetings for the Communications Team are the best
way to collect thoughts, exchange ideas, and ensure things go even smoother
next time. This is a time to grow with the team and not a time to point fingers.
Debriefing will strengthen the team and make them more efficient. Lessons
learned (e.g., what types of messages are needed, what approach the media
takes to a certain kind of story, what the media, public, and shareholders are
asking, etc.) should be noted to assist in planning and to respond to future
situations.

Review crisis coverage

Identify story trends

Identify public and critical stakeholder issues



INCIDENT STATEMENTS
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