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Communication Templates
Guidelines for Every Message
· Send early and often. A short early message is better than a complete late one.
· Use plain language and short sentences.
· State what you know, what you do not know, and when the next update will come.
· Send to every channel at once: text, email, app, website, and phone tree.
· Do not speculate about causes, damage, or timing.
· Pre-approve these templates with leadership so that they can be sent in minutes.
· Test your tools and review your contact lists on a set schedule: [Frequency].
Who Send the Messages
	Audience
	Message type
	Sender
	Backup sender
	Channel

	Families
	Closure, delay, shelter, reunification, updates
	[Name, role]
	[Name, role]
	[Channels]

	Staff
	Internal alerts and instructions
	[Name, role]
	[Name, role]
	[Channels]

	District, network, or school office
	Status reports
	[Name, role]
	[Name, role]
	[Channels]

	Bus and transportation provider
	Route changes and holds
	[Name, role]
	[Name, role]
	[Channels]

	Media and community (if needed)
	Public statements
	[Name, role]
	[Name, role]
	[Channels]



Template 1: Preparedness Message to Families (send in October)
Subject: Getting ready for the rainy season
Dear [School name] families,
Forecasters expect a stronger than usual El Niño this winter, which can change local weather in [your region]. [Describe the expected local conditions and timeframe, based on your National Weather Service forecast.] [School name] is updating its severe-weather plans now. Here is how you can prepare:
· Check that your contact information is current with the school office by [Date].
· Sign up for local alerts through [County alert system].
· Make a family plan and a basic supply kit, including medications, water, a flashlight, and a phone charger.
· Know our pickup process and who is listed to pick up your child: [Link or location].
· Look for updates from us at [Channels].
If severe weather affects school, we will message you by [Time] on the day of the event. If something happens during the school day, please do not drive to campus. Wait for reunification instructions from us.
Thank you,
[Name, role]
Template 2: Closure
[School name] is closed today, [Date], because of [weather conditions]. All classes and after-school activities are canceled. [Remote learning information, if applicable.] We will send our next update by [Time]. Please stay off flooded roads.
Template 3: Delayed start
[School name] will start [Number] hours late today, [Date], because of [weather conditions]. School begins at [Time]. Buses will run [Describe schedule or changes]. Supervision is available from [Time] at [Location]. We will send our next update by [Time]. If roads near you are unsafe, please keep your child home and contact [Phone or email].
Template 4: Weather alert during the school day (shelter or hold)
[School name] is holding students on campus because of [Flash Flood Warning or other condition]. All students are safe and supervised. Please do not come to campus to pick up your child. Roads near the school are unsafe, and arriving cars can slow emergency response. We will send our next update by [Time]. If we need to release students, we will tell you the exact process and location.
Template 5: Reunification
[School name] is starting student reunification at [Time]. Pick up location: [Location]. Enter from [Street or gate]. Bring a photo ID. Only people on your child's authorized pickup list can take your child. Please do not call the school phone line unless it is urgent, so that we can keep lines open. Our next update will be sent by [Time].
Template 6: Power or communications outage
[School name] has lost power and [phones or internet]. All students are safe and supervised. We are using [Backup channel] to send updates. The utility estimates [Timeframe or "has not given an estimate"]. We will update families by [Time]. If you need to reach us, call [Alternate number] or [Method].
Template 7: Facility damage (first message after the event)
[Number] classrooms at [School name] were damaged by [water or wind]. No students or staff were injured. [Or describe confirmed status.] The building is closed to students until at least [Date or "further notice"]. Here is what we know: [Facts]. Here is what we do not know yet: [Open questions]. Teaching will continue through [Remote learning plan or alternate site] starting [Date]. If your family has been affected by flooding and needs help, please contact [Name, role] at [Phone or email]. We will update you by [Time].
Template 8: All clear and reopening
[School name] will reopen on [Date] at [Time]. Campus has been inspected and cleared by [Name or agency]. [Describe any areas that remain closed.] Bus schedules are [Normal or changed]. Counselors are available for students and staff at [Location and times]. Thank you for your patience.
Template 9: Staff alert
Staff alert, [Date and time]: [Condition]. Action required: [Specific action, for example "Move classes to upper floors and hold students until further notice."]. Do not use [Hazard area]. Report issues to [Name, role] at [Phone or radio channel]. Next staff update at [Time].
Template 10: Staff who cannot reach campus
If roads are unsafe where you live, do not attempt to travel. Notify [Name, role] by [Time] at [Phone or method] with your status and whether you can work remotely. Coverage will be arranged by [Name, role].
Two-sentence family message (practice format)
Sentence one states the decision and the reason. Sentence two states what families should do and when the next update is coming.
Example: "[School name] will start two hours late today because of flooded roads near campus. Please keep your child home if your route is unsafe, and watch for our next update by 6:30 a.m."
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