
 

 

AACA CRISIS COMMUNICATION PLAN 
 
 

 
I.  PURPOSE 
 
The safety and security of AACA students, faculty, staff, and families is of paramount concern to 
AACA, and any threat to safety and security is taken seriously. Effective communication is a 
critical part of managing a Crisis, and effective communication will help ensure public safety, 
information integrity, and trust. The AACA Crisis Communication Plan (“Crisis Communication 
Plan”) outlines AACA’s communication procedure in the event of a Crisis and supports AACA’s 
goal to provide complete, timely, concise, and effective communication with AACA faculty, staff, 
parents, guardians, and students (as necessary and age-appropriate) (the “AACA Community”), 
and with responders, including police or fire department personnel (“Responders”), as needed. 
 
 
II.  SCOPE 
 
The AACA Crisis Communication Plan outlines the steps to be taken to communicate information 
to the AACA Community before, during, and after a Crisis. The type of incident which falls under  
the Crisis Communication Plan includes any situation that requires immediate action due to an 
issue which involves, or may involve: (i) the safety and security of students, faculty, staff, 
administrators, or other individuals on campus; (ii) the safety and security of the AACA building 
or other part of the campus; (iii) anything which disrupts, or may disrupt, the normal operation of 
AACA (a “Crisis”).  
 
 
III.  IMPLEMENTATION 
 
The Principal, with the advice and assistance of other members of the Crisis Communication 
Team, shall implement the Crisis Communication Plan.  
 
The Crisis Communication Team shall include: 
 

• Principal  

• Pastor  

• Assistant Principal  

• Director of Advancement  

• School Advisory Board Faculty Representative 
 
Based on the exigency of the situation, the Principal shall, when possible, consult with the 
Instructional Leadership Team, Counselors, and the President of the School Advisory Board 
regarding Crisis Communications. 
 
The Principal and Crisis Communication Team shall involve other faculty and staff members in 
carrying out the Crisis Communication Plan as needed. 
 
 
 
 



 

 

IV. TRAINING  
 
The Principal will ensure that administrators, faculty, staff, and the Crisis Communication Team 
will be trained on the Crisis Communication Plan.  
 
 
V.  COMMUNICATION BEFORE, DURING AND AFTER A CRISIS 
 

A. Before a Crisis  
 
Communicating with the AACA Community begins before a Crisis occurs. In the event of a Crisis, 
the AACA Community and Responders will require complete, timely, concise, and effective 
communication about the Crisis, how it is being addressed, the impact on school operations, and 
the safety of students, faculty, and staff. The Crisis Communication Plan will be made available 
to AACA parents, guardians, faculty, and staff to ensure that they know how information will be 
communicated during and after a Crisis. 
 
 

B. During a Crisis 
 

1. Internal Communications 
 
The Principal, with the assistance of the Crisis Communication Team, and/or other designated 
individual, will timely notify faculty and staff about a Crisis, provide updates as additional 
information becomes available, and provide information about plans for management of a Crisis. 
The Principal, Crisis Communication Team, and/or other designated individual will communicate 
with faculty and staff during a Crisis by: 
 

• Public Address System Announcement: If necessary, a coded announcement will be 
made over the Public Address System to alert faculty and staff to a Crisis. 

• Automated Telephone Call, Text Message, and/or Email: An automated telephone call will 
be made, text message sent, and/or email sent to faculty and staff. The goal is to provide 
effective and immediate communication about what is known about the Crisis; the safety 
and security of individuals, the building, and the campus; the impact on school operations; 
and other instructions or announcements. Therefore, all three forms of communication 
may be used. 

• Faculty Meeting: As appropriate, updated information about an incident will be presented 
during a morning or end-of-day faculty meeting. Any new procedures will also be reviewed 
at this time. Faculty and staff will have the opportunity to ask questions and address any 
misinformation. 

 
2. External Communications 

 
The Principal, with the assistance of the Crisis Communication Team, and/or other designated 
individual, will timely notify parents and guardians about a Crisis, provide updates as additional 
information becomes available, and provide information about plans for management of a Crisis. 
The Principal, Crisis Communication Team, and/or other designated individual will communicate 
with parents and guardians during a Crisis by: 
 



 

 

• Automated Telephone Call, Text Message, and/or Email: An automated telephone call will 
be made, text message sent, and/or email sent to parents and guardians. The goal is to 
provide effective and immediate communication about what is known about the Crisis; the 
safety and security of individuals, the building, and the campus; the impact on school 
operations; and other instructions or announcements. Therefore, all three forms of 
communication may be used. 

• In Person Communication: Depending on the nature and timing of the Crisis, one or more 
individuals will be designated to manage communication with parents or guardians who 
arrive at school during a Crisis. 

• Telephone Calls: Depending on the nature and timing of the Crisis, one or more individuals 
will be designated to manage communication with parents or guardians who call the 
school during a Crisis.  

 
3. Content of Communication 

 
The content of communication with the AACA Community will include as much factual information 
as may be shared. The content of such communication may include, but is not limited to:  
 

• Summary: A description of the Crisis which provides as much accurate and complete 
information as possible while not disclosing information which might be confidential or 
impede a police or other investigation.  

• Response: A description of what AACA, the Archdiocese, and/or other entities, such as 
Responders, are doing to respond to the Crisis.  

• Assessment: A description of the assessment of Responders regarding the safety and 
security of individuals, the school, and/or the campus, if applicable.  

• Impact on Operation: A description of how the Crisis is impacting the regular operation of 
the school. For instance, whether the school will be opened, closed, opened with police 
presence, dismissed early, or have another modified schedule.  

• Updates: A description of how and when additional information will be provided, including 
updated information about the Crisis and operation of the school.  

• Services: A description of services which may be available to students, such as counseling 
services, related to the Crisis.  

 
AACA will communicate age-appropriate information about the Crisis to students, as necessary, 
in consultation with AACA’s counselors, and will inform parents and guardians about the type of 
information communicated to students. 
 

4. Information Integrity 
 
AACA acknowledges that the most effective strategy to combat misinformation is to provide facts 
as soon as possible. Therefore, the Principal, with the assistance of the Crisis Communication 
Team and/or other designated individual, will: 
 

• Provide timely information and updates to the AACA Community regarding the Crisis. 

• Hold faculty and staff meetings to communicate information and respond to questions. 

• Designate individual(s) to answer calls and field questions.  

• Brief individuals who are likely to receive questions about the Crisis. These individuals 
may include, but are not limited to: school office personnel, Counselors, the Instructional 
Leadership Team, and School Advisory Board. 
  



 

 

C. After a Crisis 
 
After the safety and security of students, faculty, and staff have been assured, and emergency 
conditions have abated following a Crisis, the school’s regular operations will be restored. 
 
After a Crisis, the Principal, with the assistance of the Crisis Communication Team and/or other 
designated individual, will: 
 

• Schedule and attend an open question-and-answer meeting for parents and guardians as 
soon as possible. The meeting is designed to provide the opportunity for people to ask 
questions and receive accurate information. 

• Determine any impact on school operations, facilities or instruction as a result of the Crisis. 

• Determine any support or counseling to be made available to students as a result of the 
Crisis. 

• Work with faculty, staff, and the School Advisory Board to conduct a comprehensive 
assessment of the Crisis, AACA’s response to the Crisis, and communication about the 
Crisis to determine areas of strength, growth, and future action to be taken.  

• Provide written updates, as often as needed, to the AACA Community about the Crisis, 
response, assessment, impact, follow-up actions, support offered, information shared with 
students, and other information to close the Crisis. 

 
 
 
Dated: August 2019 


