PUBLIC RELATIONS SUB-COMMITTEE MEETING

Regular Meeting

Griswold Middle School

Library Media Center THURSDAY
211 Slater Avenue March 14", 2024
Griswold. CT 06351 5:15PM

Agenda
1. Call to Order
2. Approval of the Minutes — October 16, 2023
3. Approval of the Minutes—January 11%, 2024
4. Review, Discussion, and Possible Action on District Communications Plan

5. Griswold High School: Tuition Town Partner Meetings, Tuition Town Partner
Involvement & Presentations

6. Updates from Kayla Hedman
7. Anything Else That May Properly Come Before the Committee
8. Next Meeting: May 9, 2024, 5:15 pm, GMS LMC

9. Adjourn



PUBLIC RELATIONS SUB-COMMITTEE MEETING MONDAY,
GRISWOLD BOARD OF EDUCATION October 16, 2023

DRAFT

1. A regular meeting of the Griswold Board of Education’s Public Relations Subcommittee took place on Monday,

October 16, 2023, at Griswold Middle School in the Library Media Center/Learning Commons, located at 211 Slater

Avenue, Griswold, Connecticut. The Public Relations Subcommittee meeting was called to order at 5:47 PM by
Jaimee O’Neill-Eaton, Chair of the Public Relations Subcommittee.

PRESENT Jaimee O’Neill-Eaton, Public Relations Subcommittee Chair; Mary Beth Malin and Joyce Rice,
Public Relations Subcommittee Members.

ALSO PRESENT Sean P. McKenna, GPS Superintendent of Schools; Kayla Hedman, GPS Community Relations
& Special Projects Coordinator; and Erin Palonen, GHS Principal.

ABSENT

2. Approval of the Minutes — May 16", 2023

MOTION By Joyce Rice
Seconded by Mary Beth Malin
To approve the meeting minutes of May 16", 2023, as presented.
Motion unanimously carried.

3. Griswold Engage Site — The Superintendent reviewed the Griswold Engage website, which is located on our
home page.

4. Griswold High School Recruiting Efforts — GHS Principal, Erin Palonen, reviewed the recruiting efforts that
are underway at Griswold High School.

5. Updates from Kayla Hedman — GPS Community Relations & Special Projects Coordinator, Kayla Hedman,
provided and update to the committee on the district website and on the press release.

6. Anything Else That May Properly Come Before the Committee — Public Relations subcommittee chair,
Jaimee O’Neill-Eaton, asked about researching an athletic climate survey.

7. Next Meeting: January 11% 2024, 5:00 pm, GMS LMC

8. Adjourn

MOTION By Mary Beth Malin
Seconded by Joyce Rice
To adjourn the Public Relations subcommittee meeting at 6:35 PM.
Motion unanimously carried.

Minutes prepared by: Sean P. McKenna/Robin Drobiak

PUBLIC RELATIONS SUBCOMMITTEE MEETING i
OCTOBER 16™, 2023



PUBLIC RELATIONS SUB-COMMITTEE MEETING THURSDAY,
GRISWOLD BOARD OF EDUCATION January 11, 2024

DRAFT

1. A regular meeting of the Griswold Board of Education’s Public Relations Subcommittee took place on Thursday,

January 11™, 2024, at Griswold Middle School in the Library Media Center/Learning Commons, located at 211 Slater

Avenue, Griswold, Connecticut. The Public Relations Subcommittee meeting was called to order at 5:16 PM by Sean
McKenna, GPS Superintendent of Schools.

PRESENT Jaimee O’Neill-Eaton, Jennifer Norman, and Cathy Waselik, Public Relations Subcommittee
Members.

ALSO PRESENT Sean P. McKenna, GPS Superintendent of Schools; and Kayla Hedman, GPS Community
Relations & Special Projects Coordinator.

ABSENT
2. Nominations for the Chair of the Public Relations Subcommittee

MOTION By Cathy Waselik
Seconded by Jennifer Norman
To nominate and Jaimee O’Neill-Eaton as Chair of the Public Relations
subcommittee.
Motion unanimously carried.

3. Approval of the Minutes — October 16™, 2023 — The Public Relations subcommittee tabled approval of minutes and
will address this at their next meeting.

4. Review, Discussion, and Possible Action on District Communications Plan — The Public Relations
subcommittee reviewed the draft plan for the District Communications Plan and no action was taken at this
point and time.

5. Griswold High School Recruiting Efforts: Registrar Mailing — GPS Community Relations & Special

Projects Coordinator, Kayla Hedman reviewed the recruiting efforts and the registrar mailing that occurred
for Griswold High School.

6. Updates from Kayla Hedman — GPS Community Relations & Special Projects Coordinator, Kayla Hedman,
provided and update to the committee with some of her ongoing projects.

7. Anything Else That May Properly Come Before the Committee — The Public Relations subcommittee
discussed the importance of marketing our school district.

8. Next Meeting: March 14%, 2024, 5:15 pm, GMS LMC/Learning Commons.

9. Adjourn
MOTION By Jennifer Norman

Seconded by Cathy Waselik
To adjourn the Public Relations subcommittee meeting at 6:13 PM.
Motion unanimously carried.
Minutes prepared by: Sean P. McKenna/Robin Drobiak

PUBLIC RELATIONS SUBCOMMITTEE MEETING
JANUARY 117", 2024
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GRISWOLD PUBLIC SCHOOLS

District Vision, Mission and Goals

Vision: Graduates of Griswold Public Schools journey into the future as engaged
citizens, effective communicators, critical thinkers, and resilient problem solvers.

Mission: Griswold Public Schools educates for excellence by ensuring our students
are connected, by nurturing individual student talents, and by fostering a
future-focused mindset.

District Goals:

1. Griswold Public Schools will commit to the advancement of social and
emotional competencies in inclusive and equitable learning environments so
that all of our students can grow and thrive.

2. Griswold Public Schools will focus on promoting the implementation and
expansion of Blended and Personalized Learning in all PreK (Early Childhood
Program)-12 learning environments.

3. Griswold Public Schools will explore and implement research-based
instruction to improve outcomes for all Griswold students.

Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Griswold Public Schools Administration, 2023-2024
Griswold Board of Education:

- Mary Beth Malin*, Chairperson - Martin Osga
- Jennifer Norman* - Yvonne Palasky
- Stuart Norman, Jr. - Cathy Waselik

Jamie O'Neill-Eaton*
*PR Subcommittee, 2023-2024

Central Office
- Sean P. McKenna, Superintendent of Schools
- Glenn LaBossiere, Assistant Superintendent & Director of TLI
- Christopher Champlin, Director of Student Services & Griswold Soule Street
Academy
- Deborah Martin, Director of Fiscal and Personnel Services
- Kyle Gunderman, Director of Technology
- Stephen Cravinho, Director of Campus-wide Athletics & Activities
- Thomas Verville, Director of Facilities
- Thomas O'Connor, Director of Food Services
- James Collins, Director Safety and Security

Teaching, Learning & Innovation (TLI)
Patricia Feeney, Coordinator
Jessica Gillespie, Coordinator

-

Griswold High School Administration
- Erin Palonen, Principal - Arthur Howe, Associate Principal

Griswold Middle School Administration
- Louis Zubek, Principal - Jeffrey Parkinson, Assistant Principal

Griswold Elementary School Administration

- Joseph Bordeau, Principal - Jaqueline Love, Assistant Principal
Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Communications Plan Goals

Our communications plan was developed to assure all communications
support Griswold Forward and our district goals. We know that in this
hyperconnected age, a communications plan must take into consideration an
assortment of audience perspectives, visual content and layout, and the
different means of access. The communications plan establishes the
following goals:

1. Define and streamline official communications channels

a. Identify and maintain a centralized list of official communication
channels, including traditional (e.g., newsletters, flyers) and
digital (e.g., website, social media).

b. Ensure consistency in branding and messaging across all
channels.

¢. Continuously assess and update communication channels to
adapt to evolving needs.

2. Tell the Griswold story to cultivate and strengthen relationships
within the community

a. Develop and maintain a compelling narrative that showcases
the district's vision, values, and successes.

b. Use various platforms to share stories of student achievements,
faculty excellence, and district initiatives.

c. Target external audiences such as potential employment
candidates.

d. Target prospective and current families to recruit and retain
Griswold High School students.

3. Enhance family and community engagement
a. Keep stakeholders informed about school district events, news,
and changes in state or national policies that affect the

community.
Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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b. Foster transparency by sharing district news promptly, and
sharing how statewide or national news affects our
stakeholders.

c. Encourage participation in district activities and meetings.

4. Establish communications access points
a. Create clear and accessible communications pathways for
external audiences to reach GPS.
b. Ensure that appropriate, accurate information is readily
available upon request.
c. Respond to inquiries and feedback promptly and professionally.

The communications plan is also intended to:
- Align to the emergency management plan and determine internal and
external media responsibilities.
- Reinforce usage of the GPS brand standards, defined in December 2021,
and support stakeholders in their communications efforts.
- Support GPS's appropriate use of Artificial Intelligence (Al) for teaching and

learning.
Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Target Audiences

Our communications plan addresses different audiences with various information
needs. There are two broad categories, under which there are stakeholder groups
representing different information access needs.

e Internal Audiences

o]

o

(o]

Faculty & Staff
Students
Town of Griswold Board of Education

e External Audiences, including but not limited to:

0

Parents/Families

o Community Members (Taxpayers)

o Town and district legislators

o Business and Organization Partners

o Media

o Alumni

o Prospective employees

o Realtors & prospective homebuyers/commercial real estate

developers

o Neighboring Elementary and Middle Schools

o Tuition Town Partners & Families

o College, Career and Military recruiters

o Connecticut State Department of Education
Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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District Communications Special Team

The Communications Plan will be implemented by a dedicated Communications
Special Team composed of district staff and community representatives. This team
will work in collaboration with other district departments, ensuring seamless
communication efforts. This team will meet as needed and depending on the
communications warranted at a given time. Additionally, the team will refer to any
applicable Board of Education policies; many of the BOE policies addressing
communications can be located in the 7000--Community Relations series in the BOE
policy manual.

The team includes, but is not limited to:

Superintendent

The Superintendent of Schools is the authorized individual to provide members of
the public, and, by extension, members of the press information which is a matter
of record and public information. To that end, the superintendent may designate
an administrator (the Assistant Superintendent, for example) to assist with
communication. The superintendent:

e Writes official memos about district, state, and national news that impacts
our community.

e Engages with Board Council, as deemed necessary

e Assists the Griswold Board of Education with scheduling their meetings and
hearings.

e Approves all District External Communications (public relations, etc.)

e Approves communications from district partners (other non-profit
organizations that provide resources to our families; join DPAC meetings; can
share resources home to our families, etc.)

e Leads Future Focused Think Tank group that reviews modern Al tools for
teaching, learning, and communicating.

Community Relations & Special Projects Coordinator
The Community Relations & Special Projects Coordinator (CR&SPC) is responsible
for external communications and grant-writing. The CR&SPC is also responsible for

Griswold Public Schools | @griswoldschools

211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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advice and consent on brand standards and marketing, and provides
communications support to administrators, staff, and GPS-affiliated organizations.
The CR&SPC acts as the webmaster for griswoldpublicschools.org, maintaining
content on the website and affiliated channels such as Facebook and Instagram.
The CR&SPC also maintains content on the district's digital signage and public
access television channel 22. The CR&SPC works with other members of the
communications special team to plan and produce content to inform all
stakeholders about school news and initiatives.

The CR&SPC provides data on the district website and social media traffic and
engagement, as well as media success stories to the team and Board of Education.
This role also compiles training resources, content archives, media directories, and
lists of GPS-related media contributors.

Contact the CR&SPC with social media post content (can also tag @griswoldschools
in posts on GPS-related pages for main account to share), website additions and
edits, specific monthly newsletter content, ideas for press releases, on-campus
photo and video opportunities.

You can also contact the CR&SPC to ask media- or brand-related questions.

Director of Technology

The Director of Technology (DoT) determines what communications tools/software
are utilized across the district, who has access to them, and serves as the point
person for technical assistance with these platforms.

The DoT also manages the help desk when tools/software, including student
Chromebooks, are not in working order.

Contact the GPS Technology team at
griswoldtechnology@griswoldpublicschools.org or call the Help Desk at (860)
376-7662 (Monday through Friday 10:00 a.m. to 2:00 p.m.) for help with student
Chromebooks or internal technical support.

Building Administrators
Building administrators serve as the monitors for individual school web pages; in
short, the building administrators review, approve, and revise these pages.

Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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The Building administrators also dictate which messages are sent home via
traditional and digital medias to families of students in their building, and which are
showcased in the school building (posters, showcases and bulletin boards, TV
monitors around the school, etc.).

Public Relations Subcommittee/Board of Education

For topics/matters that warrant review and approval, the Superintendent will bring
such topics/matters before the Public Relations subcommittee and the Board of
Education for review and approval.

The Communications team incorporates other members of district
administration, faculty and staff for each scenario or need. Individuals meet
as needed.

Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Communications Channels

The strategies outlined below include traditional and digital marketing and
communications tools to help meet our goals.

Griswold Public Schools strives to build long-term relationships with our intended
audiences, and will maximize inbound marketing* to enhance engagement with
students, families, faculties and staff, and community with timely information
shares, outreach opportunities, accomplishment highlights, and more.

Our dynamic digital content incorporates graphics, videos, and links that enhance
engagement by catering to diverse audiences and fosters a more immersive and
accessible experience for students, families, and the community. We consistently
adapt to modern communications strategies to appeal to our broadening
audiences in the digital age.

* inbound marketing = creating valuable content that aligns with the needs of your
target audience and inspires long-term customer relationships; reach, retain, and
inform of district news & strengths

Traditional & Multimedia Communications:
e Meetings and Presentations
o In-person board meetings (agendas, meeting notes and recordings are
posted https://www.griswold.k12.ct.us/board-of-ed/meeting-agendas,
and meetings are streamed live on GPS Facebook page)
o District Partnership Advisory Council Meetings (virtual)
o School Readiness Meetings (hybrid)
o GPS-affiliated organization meetings
m Parent Teacher Organization
m Griswold Booster Club
m Project Safe Graduation
Internal student/staff meetings and assemblies
o And More
e Public Relations
o Send Press Releases and pitching stories to local newspapers, radio
stations, tv stations, and more

O

Griswold Public Schools @griswoldschools
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o Be called upon to contribute to appropriate local stories as “experts” in
education field
o Speaking opportunities
o Photo gallery opportunities
o Calendar Listings
e Digital Sign on Slater Avenue
e Print pieces
o Flyers
o Posters, and Banners
o Brochures
o Direct Mail & Letters
o Utilize QR Codes to link to website
e Channel 22 - Public Access Television
e FEvents

Digital Communications:

e GPS Website: https://www.griswold.k12.ct.us/ functions as the hub of all
district information. It is designed to meet the informational needs of all of
our internal and external audiences.

o Static Information
m Points of contact
m Information sharing
o News section: Short-term & Long-term news information sharing
o Links to external sites, including social media channels
o Hyperlinked PDFs
o Forms and Resources

e Google Sites: Google Sites are free tools for GPS faculty and staff to use to tell
their individual stories, share news and resources, and provide timely
updates about what is happening in their classroom, learning commons, etc.
Some are used to inform internal audiences only (other staff, students) and
only accessible to GPS email domains, and some are public and open to the
greater-Griswold community.

e Infinite Campus

Griswold Public Schools @griswoldschools
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o Automated text/call/email
e Social Media (official GPS channels)

o Facebook https://www.facebook.com/griswoldpublicschools

o Instagram https://www.instagram.com/griswoldschools/

o YouTube https://www.youtube.com/@griswoldpublicschools5958

e Monthly Updates

o Podcast: A new podcast series will be developed to supplement other
forms of communication, and will be published anywhere you listen to
Podcasts, as well as the GPS website.,

o Digital Newsletter: The Griswold Times has been published at
https://www.griswold.k12.ct.us/district/monthly-newsletter. This
newsletter covers district-wide news, upcoming events, job listings,
news compiled from each school, athletics news, before & after school
program news, an alumni profile, and a feature from the GPS archives.
The layout remains relatively consistent, but is customized each month
to curate the top highlights.

o Vlog: Public videos related to Griswold Forward are uploaded to GPS's
YouTube channel in the appropriate collection, linked at
https://www.griswold.k12.ct.us/district/monthly-newsletter, and
shared on GPS's social media channels.

o Email newsletters from Griswold High School Registrar to prospective
students from Griswold Middle School and sending towns

e School administrator memos

o GHS weekly Google Doc

o GES digital Wednesday Folders PDF on GPS website

o GMS Now Google Site & Monthly Newsletter (linked via Canva)

e Live-steam videos: GSPN, BOE Meetings, as well as other events on Facebook
and YouTube

e Google Classrooms

e Frontline Job Portal

e Morning Announcements: internal or accessible to live-stream from GPS

website
e Email
Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Optional advertising channels:
e Social Media advertising
e Out of Home (OOH) advertising on local bus stops, buses, billboards, etc.
e Local Media Ad Opportunities (paid newspaper ad, radio, etc.)
e Paid calendar listings

Utilization of Artificial Intelligence (Al) for Communications

In our commitment to fostering effective and efficient communication within the
Griswold Public Schools district, we have embraced the transformative capabilities
of Artificial Intelligence (Al) to enhance our outreach efforts. School faculty and staff
are utilizing Al to assist in brainstorming and copywriting, which allows our teams to
focus on more strategic and impactful initiatives.

Griswold Public Schools will move towards incorporating automated systems to
provide personalized and timely updates, as well as streamline routine
communications such as event reminders, school updates, and important
announcements. This integration of Al into our communications plan will help meet
our communications plans goals to provide timely updates and foster stronger
connections and collaboration among all members of our educational community.

Additionally, Griswold Public Schools embraces the use of Artificial Intelligence for
teaching and learning. Whether it's a language-generative tool or an image
generative tool, Al can augment and optimize teaching and learning experiences for
teachers and students. It's important to note that the use of appropriate Al tools
for teaching and learning can easily align with the district goal of “blended and
personalized learning.” When working with students and using Al tools, teachers
are directed to use tools that are pre-approved and do not compromise student
data privacy. Moreover, teachers are encouraged to use Al tools in responsible,
appropriate ways that augment student learning and growth.

Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Communications Strategies

1.

Centralized Communication Hub:

Griswold Public Schools (GPS) utilizes the griswoldpublicschools.org website
as a centralized communication hub. There, stakeholders can access all
relevant information and links to various communication channels.

Content Calendar:

The District Communications Special Team works together to develop a
content calendar to plan and schedule communications throughout the year,
ensuring a consistent flow of information.

This thematic content calendar is supplemented by timely updates of what is
happening across the school district.

Regular Updates:

GPS maintains a regular schedule for meetings, newsletters, and more to
keep stakeholders informed about district news.

Community Outreach:

The Town of Griswold Board of Education hosts meetings twice per month to
give members of the community opportunities for Public Comment. Schools
within the district also host family events (open houses, art shows, concerts,
trainings, and more) to build relationships and foster two-way
communication between district and community.

Crisis Communication Protocol:

The Town of Griswold Board of Education has established communications
policies and a clear protocol for handling communication during
emergencies. The Superintendent of Schools is the designated spokesperson
for GPS.

Training and Resources:

The District Communications Special Team works to provide training to staff
members and stakeholders on various communications technology topics.
The school website provides GPS Brand Standards resources. The
Superintendent of Schools hosts a monthly “Future Focused Think Tank”
meeting, open to all staff members, to discuss responsible Al usage in
teaching and learning.

Griswold Public Schools @griswoldschools
211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Communications Matrix

Type of WEBSITE EMAIL AUTOMATED TEXT SOCIAL OTHER
Information PHONE CALL MESSAGE | MEDIA
General X X District
information Newsletter
Emergency X (pop-up) | X X X
Early X X X X X
Dismissal
Delayed X X X X X CT TV News
Opening Ticker; TV
(weather SMS
related)
School X X X X X CT TV News
Closures Ticker; TV
(weather SMS
related)
Calendar X District
Events Newsletter,
GMS Now
Forms X GES
Wednesday
Folders
Athletics X X - Griswold Griéwold
Information Sports Sports App;
Twitter & ECC
FB; Website;
GSPN FamilylD
YouTube; registration
Griswold
Boosters
FB, IG
Lunch X X
Menus

Note: the above matrix is a guide. Every effort will be made to adhere to this guide. Circumstances may

dictate deviations.

Griswold Public Schools
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Communications Access Points

Communication Starting Points

Griswold Public Schools values timely, consistent communication with all
stakeholders. When a stakeholder has a need to communicate, it is always helpful
to provide the stakeholder with a starting point, so that the communication need is
addressed fairly quickly. Families are always encouraged to communicate with the
district via a staff member closest to the area of need. For example, if a
parent/guardian would like clarification about something that occurred in their
child's/student’s classroom, we recommend that the parent communicate with the
student's teacher first before contacting administrators. This is by no means
prohibitive; rather, our best recommendation is that when a communication need
surfaces for any stakeholder, it is best to start with the district point person closest
and most familiar with the need.

Standard Communication Sequences

The standard communication sequences below provide additional guidance for
stakeholders and how best to have their communication needs met. Once again,
while we encourage open communication, we also want stakeholders to know that
when communication needs surface, those needs are best addressed by starting
with the district individual/individuals closest to the need. When the
communication starting point involves individuals NOT FAMILIAR with the need,
then the following sequences may be activated so that we can best address the
need:n

e Parents/Guardians -> Teacher/Coach/Nurse

e Parents/Guardians -> School Main Office -> Individual or Administrators

e Parents/Guardians -> Tech Help Desk, (860) 376-7662 (Monday through
Friday 10:00 a.m. to 2:00 p.m.) for help with student Chromebooks

e Parents/Guardians to alert of student absence, late, or early dismissal or
change to a student's bus transportation needs -> School Main Office

o GES: Email Gesattendance®@griswoldpublicschools.org or call the GES
Main Office at 860-376-7610.

Griswold Public Schools @griswoldschools
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o GMS: Email Gmsattendance@griswoldpublicschools.org or call the
GMS Main Office at 860-376-7630.
o GHS: Email Ghsattendance@griswoldpublicschools.org, or call the GHS
Main Office at 860-376-7640 and follow the prompts.
e Nurse -> Parent/Legal Guardian/Pre-approved Emergency List
e BOE -> Superintendent
e Superintendent -> Administrator
e Administrator -> Teacher/Staff/Coach
e Media -> Community Relations & Special Projects Coordinator -> relevant
individual(s)

Communication Times & Appropriate Responses

Parents/guardians are encouraged to communicate with the school and its
personnel during standard business hours. While school staff value timely
responses, please be aware that emails or phone calls made outside of regular
hours, on weekends, during vacations, or when school is not in session may not
receive an immediate reply. In emergency situations or potential emergencies
during these times, it is advisable to contact the police or an appropriate agency for
prompt assistance.

In an emergency, call 9-1-1.
For additional community resources, call 2-1-1.

Parents/Guardians: Update Your Contact Information

So Griswold Public Schools can best contact you, please refer to Infinite Campus as
needed to update your contact information.

HOW TO UPDATE CONTACT INFO / EMERGENCY CONTACTS AND
COMMUNICATIONS PREFERENCES IN INFINITE CAMPUS

Griswold Public Schools @griswoldschools

211 Slater Avenue, Griswold, CT 06351 griswoldpublicschools.org
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Crisis Management

The Emergency Operations Manual

Griswold Public Schools (GPS) remain committed to the safety and security of
students, faculty, staff, visitors, and contracts in our schools and on our grounds. In
order to support that commitment, the school system developed an Emergency
Operations Manual, consistent with the State of Connecticut Department of
Emergency and Public Protection & Division of Emergency Management and
Homeland Security. The Manual delineates Emergency Response and Crisis
Management Plans by addressing various responses, procedures and protocols,
including but not limited to, interfacing with the news media and guidance on
public relations in the event that the district must invoke the use of the manual for
whatever reasons.

The list below provides an overview of how the district determines a crisis and the
means by which, if appropriate, that crisis warrants communication with others,
and to a larger extent, the public.

e Crisis Incidents & Decision Crisis Protocol Overview:
o Incident occurs
m Define crisis
o Notification
m Notify Central Office
m Activate school crisis team
m Assess external communication needs
e faculty/staff
e students
e parents/families
e media
e community
o Set Chain of Command
m Establish Chain of Command
m Establish District Command
m Establish, Review, and Enact Emergency Needs and Steps

Griswold Public Schools @griswoldschools
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m Notify and enlist Internal crisis contacts (administrators,
Director of Safety & Security James Collins, school nurses, etc.)
m Notify and enlist crisis contacts (first responders)
m Activate, as needed, crisis communications
e Internal communications (email, announcements)
e Emergency Notification System: Infinite Campus
automated SMS Texts, Emails, Calls
e Social Media posts and updates
e Website Popup or News Posts
e Signage will be displayed in buildings and on grounds
e Qutreach to local media
e Emergency Drills
o All buildings will conduct a series of emergency drills
m Principal/building administration will coordinate with faculty and
staff
m Regular practice drills are not shared with parents/families

o Code Red - A CODE RED alert indicates a potential or immediate threat
within the building or on the campus and is the signal for a full scale
lockdown of all classrooms. All students and all staff remain in or
enter the nearest space and all classroom doors are locked. Parents
will be alerted to CODE RED situations; however, in all cases of CODE
RED, access to the campus will be restricted by the responding
officials.

o Code Yellow - A CODE YELLOW alert signifies no immediate danger
within the building or on the campus but a situation has arisen
requiring all students and staff to stay in the classrooms. An example
of a code yellow may include a medical emergency in the building. In
some cases, during a code yellow, movement between the classes may
be allowed. However, no students or staff will be allowed outside of
the building.

o Code Green--A CODE GREEN alert indicates a situation in the building
or on the campus that requires students and staff to move outdoors,
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move to a new location, or to evacuate the building. Examples may
include a gas leak or a threat to the building structure.

o Fire Alarm - The Fire Alarm, when there is no planned drill, will sound
when there is a presence of fire or smoke, and all students and staff
must evacuate the building in an orderly fashion. A fire alarm will only
be shared with families if there was a real emergency and it impacts
school or activity schedules.

e Weather-related school delays and cancellations

o Weather-related school delays, early dismissals and cancellations will
be overseen by the Superintendent and/or designee.

m  Communications to families will occur via the Infinite Campus
automated communication system (call, email, text)

m Public notice will be posted on griswoldpublicschools.org, GPS
social media channels, and the district’s digital sign in a timely
manner

m Local medias (news channels) will be notified to include GPS on
their school delays and closings list on television ticker, website,
apps, and SMS text and Push notifications

e Additional emergency information is present on the
griswoldpublicschools.org website (Parent Resources, etc.)

e See the Communications Access Points (Communications Tree) section for
emergency contacts
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Evaluation

The effectiveness of this plan will be assessed through regular feedback from
stakeholders, monitoring communication analytics, and conducting annual reviews
to ensure that the goals are met and the plan remains aligned with the evolving
needs of Griswold Public Schools.

There are several ways we will determine what our strategies are and that they
meet the needs of our audiences. These include:
e School profiles: update demographic information of student body and
families
e Surveys
e Focus Groups
e Staff Feedback

We will evaluate our individual strategies (performance of communications tools) to
make sure they are working towards meeting our goals. These evaluations will
include:

e Google Analytics: web usage, page views, etc.

e UTM shortcodes and QR Codes: click-through rate

e Social Media Insights: followers, reach, engagement

e Media hits (public relations)

e New communications initiatives

The Community Relations & Special Projects Coordinator, together with the
Superintendent of Schools and other administrators, will present these evaluations
to the Board of Education and Public Relations Subcommittee on an annual basis.
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Conclusion

The Griswold Public Schools Griswold Forward Communications Plan will be utilized
as a tool to ensure that all communications align with the district’s mission, vision,
and goals.

It will serve as a roadmap for achieving our communications goals: defining and
streamlining channels, cultivating and strengthening relationships with the
community, enhancing family and community engagement, and establishing
communication access points.

The plan will be continually evaluated and updated as needed.
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