
SOP: Communication Protocol with Local Authorities
and Parents During Emergencies
This SOP details the communication protocol with local authorities and parents during emergencies,
encompassing timely notification procedures, coordination with emergency responders, clear and accurate information
dissemination, designated communication channels, roles and responsibilities of staff, and continuous updates until the
resolution of the emergency. The objective is to ensure effective, transparent, and consistent communication to
safeguard the well-being of all individuals involved and maintain trust during critical situations.

1. Purpose

To outline standardized procedures for communicating with local authorities and parents during emergencies to ensure
safety, minimize confusion, and maintain public trust.

2. Scope

This protocol applies to all staff, administrators, and designated emergency coordinators during any emergency
impacting the facility/school.

3. Definitions

Emergency: Any unexpected situation posing an immediate risk to health, life, property, or environment (e.g.,
natural disasters, fire, lockdown, etc.).
Local Authorities: Police, fire department, emergency medical services, and other relevant government
bodies.
Parents: Legal guardians or caregivers of enrolled students/children.

4. Roles and Responsibilities

Role Responsibilities

Emergency Coordinator
Initiate communication protocol,
Serve as main point of contact with authorities,
Approve outgoing communications to parents.

Principal/Administrator
Oversee communication flow,
Liaise with staff and governing body,
Ensure timely status updates.

Communication Officer/Staff Draft and disseminate messages,
Maintain record of communications sent and received.

All Staff Report emergencies promptly,
Direct inquiries to designated communication channels.

5. Communication Protocol

1. Immediate Notification
Contact local authorities via emergency numbers (e.g., 911) immediately upon identification of an
emergency.
Notify Emergency Coordinator and Administrator.

2. Coordination with Authorities
Follow directives from emergency responders.
Maintain open, ongoing lines of communication until situation is resolved.

3. Parental Notification
Prepare brief, factual message stating:

Nature of the emergency (as appropriate)



Actions being taken
Current safety status
Instructions for parents (e.g., not to come to site unless instructed)

Send messages via pre-designated channels (see below).
4. Designated Communication Channels

Email blast
SMS/text messaging system
Official website/social media accounts
Phone calls (for critical updates or those without electronic access)

5. Continuous Updates
Provide status updates at regular intervals (every 30-60 minutes or as appropriate).
Update channels promptly as new information becomes available.

6. Resolution and Post-Emergency Communication
Notify stakeholders when emergency is resolved and provide follow-up instructions.
Offer support resources (counseling, contact points for questions).

6. Documentation

Maintain log of all communications sent and received, including time stamps and recipients.
File incident and communication reports with administration and relevant authorities post-incident.

7. Review and Training

Review this SOP annually or after each incident.
Conduct regular training sessions and drills for all staff regarding emergency communication procedures.

8. Contacts

List of emergency contacts for local authorities
Designated staff contact information
Helpline for parents/guardians
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