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INTRODUCTION:
About Us

The Poway Unified School District (PUSD) Communications Department
supports the District’s mission of “inspiring passion and preparing every student
to thrive in college, career, and life” by facilitating communication with internal
and external audiences and building and maintaining relationships to continue
the high level of community support and engagement throughout PUSD and
its schools. The Communications Department is key to the District’s
accountability to its stakeholders by demonstrating that PUSD is fulfilling its
mission and meeting goals set forth by the Board of Education. Strong,
proactive communication is the foundation for a strong public school district
that is truly unified and supported by our stakeholders and community. Our
department serves 39 schools, approximately 4,500 PUSD staff members, and
36,500 students in the District.
We work collaboratively to ensure we are meeting our department mission:

To be the official source for complete, accurate,
unified and timely information about PUSD, and to
provide communications support and engagement
around PUSD’s vision and mission.
We embrace these key values in all of our work:

Collaboration

with other departments and team
members as well as external partners.

Respect

in honoring and reflecting
diverse perspectives.

Integrity and Ethics

in gathering and sharing
information.

Proactive transparency
Flexibility and responsiveness
in adapting our communications
to ever-changing situations.
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when presenting facts in an
understandable, relatable way.
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INTRODUCTION:
Our Team

Our Services
CHRISTINE PAIK

Chief Communications Officer
cpaik@powayusd.com
(858) 521-2707

Communications training
and counseling
Internal and external
communications
Media relations
Crisis communications
Stakeholder engagement

BRITTANIE ARNETT

Communications Specialist
barnett@powayusd.com
(858) 521-2705

Social Media
Photography and video
production
Publication production
and design
Marketing and branding
Website management
and support

DARL DANFORD

Legal Support Specialist
ddanford@powayusd.com
(858) 521-2706

Recognition programs
and events
Event planning
Student internship
Strategic planning
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DISTRICT
VISION, MISSION
& GOALS

The Poway Unified School District,
under the leadership of the Board of
Education and the Superintendent,
is guided by the following vision
and mission statements:

District Mission

District Vision

Inspiring passion and preparing every
student to thrive in college, career and
life by providing personalized, rich and
rigorous learning experiences.

To create culture and conditions to
empower world-class learners.

Board Goals
Furthermore, our Board of Education has set forth the following goals in its
Governance Handbook. The five trustees established these overarching goals to
ensure a common focus for all Team PUSD members:

Empower Student Success by
ensuring that all learning
environments are safe, inclusive,
innovative, and equitable.

Create Student-Centered
Learning Environments to
prepare our students to thrive in
college, career, and life.
Provide High Quality
Professional Learning for
Teachers and Staff to promote
the culture and conditions that
empower world-class learners.

Engage Parents, Business, and
Community Partners to foster
shared responsibility and
accountability in order to deliver
personalized, rich, and rigorous
learning experiences.
Invest in Facilities and
Infrastructure to enhance
environments that maximize
student and staff success.
Demonstrate Fiscal
Responsibility and Transparency
by aligning resources to meet the
diverse and dynamic needs of our
students, staff, and community.

All work and efforts conducted by the Communications Department shall be aligned with and in
support of the aforementioned vision, mission, and goals. While the day-to-day activities may vary,
our team will remain focused on the goals, objectives, and strategies detailed in this plan. This
Strategic Communications Plan will serve as a framework and working document for
communications staff, designed to be dynamic yet thorough. It will be reviewed, evaluated, and
revised (as necessary) annually.
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DEPARTMENT
BACKGROUND

POWAY UNIFIED SCHOOL DISTRICT

4

SUMMARY
Chief Communications Officer Christine Paik joined the Poway
Unified School District in January 2016. She was hired as the
Director of Communications and Community Engagement,
only the third person in the role since its inception in 1996. The
position reports directly to the Superintendent, and was the
only director-level position serving on the Superintendent’s
Cabinet. Ms. Paik was promoted to Chief Communications
Officer in August 2019 due to her increasing roles and
responsibilities as a District leader. Under Ms. Paik, PUSD’s
communications program has grown into a multifaceted,
multimedia program, implementing award-winning strategic
communications.
The department of one has since expanded to include Brittanie
Arnett, Communications Specialist, and Darl Danford, Legal
Support Specialist. Each team member brings a level of
expertise and professionalism to the department.
The Communications Department is located within the
Superintendent’s Office at the district office, ensuring direct
access to district leadership, cohesive communications across
departments, and ensuring that the perspective and
consideration of communications is considered in all District
decisions or initiatives.

Organization Chart

Office of the Superintendent and Communications
MARIAN KIM PHELPS, Ed.D.
Superintendent

CHRISTINE PAIK

MARGARET GODMAN

AMANDA MARSHALL

Chief Communications
Officer

Executive Assistant II

Executive Assistant I

BRITTANIE ARNETT

DARL DANFORD

Communications Specialist

Legal Support Specialist
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STAFF
RESPONSIBILITIES
STAFF MEMBER

GENERAL
RESPONSIBILITIES

Christine Paik,
Chief Communications Officer

Strategic communications planning,
media relations, crisis
communications, Superintendent &
District messaging, stakeholder
liaison, internship, Superintendent's
Student Advisory Council

Brittanie Arnett,
Communications Specialist

Special events and recognition,
school visits and events, social
media, press releases, marketing
materials, Peachjar Flyer approval

Darl Danford,
Legal Support Specialist

Public Records Act requests,
subpoenas, board policies, legal
counsel, fraud hotline investigations

Millie Swain,
Web Developer

District and school site websites,
training and support for staff

Margaret Godman,
Executive Assistant

Superintendent scheduling and
appearances, Cabinet meetings and
communications, Board Journal

Amanda Marshall,
Executive Assistant

Board meetings (agenda items,
speaker requests, special guests),
board policies, District office meeting
room reservations
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RESEARCH
Every year, the Communications Department reviews our Strategic
Communications Plan and the District’s priorities to help refine and
align our goals and objectives.
Our District focus areas for 2021-2024 include:
Full on-campus learning (following the pandemic) and
expansion of learning opportunities (new Connect Academy);
broadening foreign language and career technical education
pathways TK-12; inclusive practices for students receiving special
education services; racial equity; social-emotional and mental
health; trustee area redistricting; and a potential bond measure
Our Local Control Accountability Plan (LCAP) prioritizes:
“Increasing student and parent engagement in learning through
enhanced community involvement, two-way communication,
and partnerships with the community and businesses.”

Methods
Our team continually reviews data, metrics, survey results, and public
comments and questions to inform our strategies, tactics, and
messaging. Additionally, each July, our team meets for a strategic
planning retreat to create our plans for the upcoming year. Research
used to shape our ongoing communications are as follows:
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RESEARCH METHODS
SWOT Analysis
We conduct a situational analysis of strengths, weaknesses, opportunities, and
threats facing the District and our department.
Climate Surveys of Parents and Staff
Every two years, PUSD administers the California Healthy Kids Survey to
students, parents/guardians, and staff. These surveys provide valuable
information on stakeholder engagement. Some relevant questions include
“school actively seeks the input of parents before making important decisions;
school promptly responds to my phone calls, messages, or emails; school keeps
me well-informed about school activities.”
Community telephone surveys
Prior to the 2020 ballot measure, PUSD partnered with True North Research to
conduct scientifically valid telephone surveys of voters in the community. These
surveys provided insight into residents’ priorities, their level of support for the
district, and perceptions on the District’s performance. Among the findings:
77% of voters surveyed rated
the quality of education
provided by the District as
excellent or good.

Voter support for a proposed $480
million bond measure in the District
ranged between 54% and 57% yes, and
9-13% unsure/undecided.

When asked to rate the importance of ten issues, improving the quality of
education in local public schools received the highest percentage of
respondents indicating that the issue was either extremely or very important
(87%) followed by maintaining local streets and roads (82%) and improving
public safety (79%).
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Annual parent, student, and staff LCAP
survey
Every year, PUSD administers a
Thoughtexchange survey to inform our
Local Control Accountability Plan. On
average, over 10,000 parents, students,
and staff share thoughts and ideas on
how to improve our schools and
District, providing valuable qualitative
data for us to consider. Comments
specific to communications and
engagement are reviewed in depth
annually.
Mass communications tracking
We track each “All PUSD”
communication to staff and families, and
ensure each one contains elements of
our key messaging identified in this plan.
Monthly communications scorecard
We create a monthly Communications
Scorecard (see Appendix) for the team
and Cabinet to regularly monitor the
effectiveness of our communication
tools, including what messages are
most important to PUSD’s audiences.
The scorecard includes social media
insights, e-newsletter metrics, website
statistics, app downloads, and top
stories/posts for each channel.
Secondary research

Communications plan outcomes
We monitor the progress and
outcomes of previous strategic
communications plans. We also
track the number of smaller plans
we complete with other
departments and schools as a
measure of the strategic
communications support we
provide.
Media coverage tracking
Each week, we monitor news
coverage of our District, schools,
and staff across TV, radio, print, and
online media, and determine
whether the stories are positive,
neutral, or negative in tone. We
also look for our key messaging
embedded within the stories.
Communications support and
training
We track the number of
communications we assist with,
including crisis communications, as
well as the number of trainings we
conduct for employees and
volunteers. We also strive to ensure
balanced coverage of each school
in our social media and newsletter
platforms.

We review research related to communication issues and effective communication,
including Blackboard/Project Tomorrow’s “Speak Up” survey on the most effective
ways to communicate with parents. We also consult with colleagues in the California
School Public Relations Association and National School Public Relations Association
and attend professional development sessions to glean best practices.
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KEY AUDIENCES
Listed below are the key stakeholders identified as critical to our
communication goals.

Internal Audiences

External Audiences

Board members
Administrators
Certificated Staff
Classified Staff

Taxpayers
Senior citizens, retirees
News Media
Community leaders
Civic groups
Real estate agents
Business partners
Government officials
Law enforcement/ first responders
Prospective new families
Private and parochial school families
Neighboring school districts

Extended Internal Audiences:
Parents/Guardians
Students
Parent organizations
School site councils
Student organizations
Volunteers
Alumni
PUSD Foundation

POWAY UNIFIED SCHOOL DISTRICT
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Key Messages
In general, messages relayed in PUSD’s
communications channels will demonstrate
how students, staff, and administrators are
living out PUSD’s vision of “creating culture
and conditions to empower world-class
learners” and mission of “inspiring passion
and preparing every student to thrive in
college, career, and life.”

Our messages will also
emphasize the following
characteristics about the
Poway Unified School
District:
Rich, rigorous personalized learning experiences
for each and every student
Encouraging innovation, achievement, and
exploration
Valuing diversity and inclusion
Respectful and caring students and staff
A strong sense of pride and community
High-achieving students, staff, and District
Team PUSD pursuing excellence in all that we do

POWAY UNIFIED SCHOOL DISTRICT
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AVAILABLE
COMMUNICATION
PLATFORMS

Communications needs are diverse in an organization
and community as large as ours. Stakeholders want and
need different information, available at different times,
delivered through an array of communication tools and
platforms. Clear, consistent messages are provided to
key internal and external audiences through a variety of
platforms year-round. These communication channels
and relevant links can be found in the table below.

Items marked with an asterisk (*) are not managed by the PUSD Communications Department.

CATEGORY

CHANNEL

AUDIENCE

FREQUENCY

Electronic

District website
www.powayusd.com

Parents, students,
staff, new families,
community

Daily to weekly
updates

Electronic

District intranet

Staff

Daily to weekly
updates

Electronic

*School site websites
(assistance and
training provided as
needed)

Parents, students,
staff, new families

As determined
by school site

Electronic

Team PUSD
Newsletter

Parents, staff,
media/community/
business
subscribers

Monthly
(except July)

Electronic

Peachjar e-flyers

Parents

Weekly

Electronic

Blackboard Connect
mass notifications

Parents

As needed

Electronic

Direct email

Staff, BOE

As needed

Electronic

District app

Parents, students,
staff, community

Daily to weekly
updates

Electronic

Board Briefs

Staff, community

Monthly
following Board
meetings
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CATEGORY

CHANNEL

AUDIENCE

FREQUENCY

Electronic

Board Journal

Cabinet, BOE

Weekly

Electronic

Adobe Spark stories

Parents, staff,
community

As needed

Social Media

District Facebook
page

Parents, staff,
alumni, new
families,
community, media

Daily

Social Media

District Instagram
account

Parents, students,
staff, alumni,
community, media

Daily

Social Media

District Twitter
account

Parents, staff,
alumni, community,
media, educators,
legislators, and
other leaders in
region/nation

Daily

Social Media

District YouTube
account (News
Minute, Studio 701,
etc.)

Parents, students,
staff, alumni,
community
members

Weekly to
Monthly

Social Media

*School Site and
Department social
media accounts
(assistance and
training provided as
needed)

Parents, students,
staff, alumni,
community

As determined
by school site

Print

District Annual
Report

Parents, staff,
community,
business

Annually

Print

District brochures/
Recruitment
materials

New families,
prospective
employees

As needed
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CATEGORY

CHANNEL

AUDIENCE

FREQUENCY

Print

Monthly Pomerado
News Column

Parents, alumni,
retirees,
community

Monthly
(except July)

Print

District mailers (i.e.
annual report card,
bond measure
information)

Parents, alumni,
retirees,
community,
business partners

As needed

Print

District banners and
posters

Parents, students,
staff, community

As needed

Engagement

Community forums
on District issues (i.e.
budget, facilities,
safety, etc.)

Parents, staff, BOE

As needed

Engagement

Back to School kick
off

Parents, students,
staff, media

Annually

Engagement

LCAP survey

Parents, students,
staff, community

Annually

Engagement

Board meetings

BOE, parents,
students, staff,
community, media

Monthly
(except July)

Engagement

State of the District
Event

Parents, staff,
administrators,
BOE, community,
business, media

Annually

Engagement

Cabinet, Extended
Cabinet, Principal
meetings

Administrators

Weekly to
Monthly

Engagement

District committee
meetings (DAC,
DELAC, CAC)

Parents

Monthly
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CATEGORY

CHANNEL

AUDIENCE

FREQUENCY

Engagement

SHOK (Seniors
Helping Our Kids)

Retirees

Ongoing
throughout the
year

Engagement

Palomar PTA Council

Parents, volunteers,
BOE

Every Other
Month

Engagement

Foundation Summits

Parents, volunteers

Twice a Year

Engagement

Community groups
(Chamber, Kiwanis,
Rotary, Realtors, etc.)

Business partners,
community

Monthly

Engagement

PUSD Foundation
Meetings

Parents, volunteers,
business partners,
community

Every Other
Month

Engagement

Partners in Education

Business partners,
community

Every Other
Month

Engagement

Studio 701 Internship

Students

Weekly

Engagement

Superintendent’s
Student Advisory
Council

Students

Monthly

Engagement

CTE Expo

Parents, students,
staff, BOE, business
partners,
community

Annually

Engagement

PUSD Golf Fundraiser

Administrators,
business partners,
community

Annually

Recognition

Board meeting
recognition

Students, staff, BOE

Monthly
(except July)
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CATEGORY

CHANNEL

AUDIENCE

FREQUENCY

Recognition

PUSD Recognition
Dinner

Parents, staff,
administrators,
BOE, volunteers

Annually

Recognition

COY, TOY, VOY

Certificated and
classified staff,
parents/volunteers

Annually

Recognition

Everyday Heroes,
Team PUSD

Classified staff

Twice a Year

Recognition

External Awards (CA
Distinguished School,
National Blue Ribbon)

Staff,
Administrators,
BOE, Parents,
Community

Annually

Recognition

4th of July Parade
and Poway Days
Parade

Staff, BOE,
community

Annually

Recognition

*External recognition
events (Salute to
Teachers, Honoring
Our Own)

Staff,
Administrators,
BOE

Annually

External
Media

TV, Radio,
Print/Online
publications

Parents, staff,
students,
community

Weekly
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GOALS & OBJECTIVES
Department Strategy
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GOALS
The four main goals for our 2021-24 Strategic
Communications Plan are as follows:

GOAL 1:
Provide communications support and training to
achieve effective and coordinated communications,
both internally and externally at all times and at all
levels.

GOAL 2:
Elevate PUSD’s image, brand, and reputation with
positive stories, events, and programs across all
available communication channels.

GOAL 3:
Cultivate relationships and partnerships through
engagement opportunities and two-way
communications with stakeholders.

GOAL 4:
Provide excellent customer service in all requests
for information and assistance.

POWAY UNIFIED SCHOOL DISTRICT
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GOAL 1:

Provide communications support and training to achieve
effective and coordinated communications, both
internally and externally, at all times and at all levels.

Objectives
Objective 1: Increase number of communications-related training sessions
offered to staff and administrators by 100%, from 6 per year to 12 per year.
Objective 2: Increase CHKS survey data by 3%, from 92% to 95% of parents
who say they agree or strongly agree that their school keeps them well
informed
Objective 3: Increase CHKS survey data by 2%, from 93% to 95% of staff who
say they agree or strongly agree that their school keeps staff well informed

Strategies & Tactics
Strategic communications planning
use the RPIE (research, planning,
implementation, evaluation)
approach for smaller
communications plans when
assisting other administrators’ and
their departments and school sites.
Crisis communications - provide
timely support and communications
in the event of an emergency or
crisis in the District or at a school
site; refresh crisis communications
plan, talking points, and templates.
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Communications training - train
District and site employees and
administrators in communications,
including media relations, crisis
communications, social media,
stakeholder engagement, and
customer service.
Consistent District-level messaging
relay news and information to all
District leadership first, then to All
PUSD, then to all families/
community via available platforms
Intranet utilize Intranet for staffspecific updates and training videos
and materials for easy reference
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GOAL 2:

Elevate PUSD’s image, brand, and reputation with positive
stories, events, and programs across all available
communication channels.

Objectives
Objective 1: Increase number of
followers, views, and engagement
across all channels, as measured in our
Communications Scorecard, by 25%
annually.
Objective 2: Increase telephone survey
data by 3%, from 77% to 80%, of voters
surveyed who rate the quality of
education provided by the District as
excellent or good; increase CHKS survey
data by 4%, from 88% to 92%, of parents
who agree or strongly agree that their
school provides high quality instruction.

Objective 3: Grow student enrollment for the
2021-22 school year by 3,700 students (to regain
the 1,000 students who left PUSD due to
pandemic and approximately 2,700 graduating
seniors); and continue PUSD’s pre-pandemic
1% growth annually for years following.
Objective 4: Return to pre-pandemic District,
school site, staff, and student recognitions and
awards, both internally (such as board
meetings, VOY, COY, TOY, Recognition Dinner,
Team PUSD, Everyday Hero) and externally
(such as ACSA, Golden Bell, Niche.com, U.S.
News and World Report, California
Distinguished School, and Blue Ribbon).

Strategies & Tactics
Social Media: manage the District’s Facebook, Twitter, Instagram, and YouTube accounts and
create engaging, relevant content for our followers (including social media “events” such as
#PUSDBacktoSchool and videos such as “News Minute”); provide support and guidance for
school, department, and staff accounts.
Website: ensure the website is kept updated with current content and continue efforts to make
it ADA (Americans with Disabilities Act) compliant; create a NewsHub or Newscenter page to
provide more in-depth coverage of news and events.
App: relaunch PUSD’s mobile app and send download reminders, especially to students who
want to receive school and District notifications, but are unable to through Blackboard Connect.
Publications: return to monthly publication of the #TeamPUSD newsletter; update newsletter
design and customize separate staff and family/community versions; solicit submissions and
expand number of external subscribers; continue Superintendent’s monthly newspaper column
to address key topics affecting education; create annual District mailers to send to community
School Site Visits: work with school site staff to do weekly check-ins to ensure attendance and
coverage of newsworthy school events.
Brand Management: create District style guide (see Appendix), enforce graphic standards, and
monitor use of District and school site logos.
Marketing support: assist Foundation, departments, and school sites in designing flyers,
brochures, posters, banners, and other marketing materials consistent with our standards to
attract students and their families as well as high-quality employees.
Media Relations: maintain professional relationships with all reporters who regularly cover
PUSD, working with them to proactively coordinate coverage of the District and our schools;
create regular press releases and photo/video opportunities to keep media informed and
provide a constant source for positive stories.
Awards and Recognition: continue highlighting and applying for District, school, staff, volunteer,
and student recognition through various internal and external platforms; revive programs such
as Volunteer of the Year and Everyday Heroes/Team PUSD Awards.

POWAY UNIFIED SCHOOL DISTRICT
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GOAL 3:

Cultivate relationships and partnerships through
engagement opportunities and two-way
communications with stakeholders

Objectives
Objective 1: Increase LCAP survey participation by 10% annually across all stakeholder
groups and continue pandemic-level of increased number of District stakeholder
meetings/forums conducted (both virtual and in person).
Objective 2: Increase CHKS survey data by 4%, from 76% to 80% of parents who agree or
strongly agree that their school “actively seeks input before making important decisions,
and increase CHKS survey data by 3%, from 87% to 90% of parent who agree or strongly
agree that their school “encourages me to be an active partner in educating my child.”
Objective 3: Increase CHKS survey data by 2%, from 83% to 85% of staff who agree or
strongly agree that their school “promotes personnel participation in decision-making”
and increase 2%, from 90% to 92% of staff who say “adults who work at this school feel a
responsibility to improve this school.”

Strategy & Tactics
Parent Engagement - train and work with
other District departments and schools sites
to administer surveys (such as
Thoughtexchange), focus groups, meetings,
feedback forms, and other opportunities to
recruit volunteers and bring parents into the
decision-making process; attend meetings
and facilitate ongoing connections with
parent organizations, such as Palomar PTA
Council and Concerned Parents Alliance

Community Relations - ensure
representation of the District in
community organizations such as local
chambers of commerce and civic
groups; ensure follow up on public
comments at Board meetings

Staff Engagement - explore opportunities
with the human resources department to
create an employee communications hub
via the PUSD intranet to keep staff better
informed of relevant news and information
(such as updated health/mask guidance, free
exercise classes, health fair, etc.)

Elections - provide information and
conduct presentations for the
community when the Board of
Education places a bond measure on the
ballot

Student Engagement - continue
Superintendent’s Student Advisory
Committee and Studio 701 internship; invite
student submissions from high school and
middle school photo classes
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PUSD Foundation - continue to serve on
PUSD Foundation Board and
Communications Committee; assist in
planning of bi-annual Foundation
Summits

Event Planning - plan special events
such as groundbreakings, ribbon
cuttings, State of the District, and District
Recognition Dinner. We also assist the
human resources department and the
PUSD foundation with their events (i.e.
golf tournament, College and Career fair,
CTE Expo, retirement celebration)
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GOAL 4:

Provide excellent customer
service in all requests for
information and assistance.

Objectives
Objective 1: Meet 100% of response deadlines and
document production dates for Public Record Act
requests
Objective 2: Increase CHKS survey data by 4%, from
86% to 90% of parents who agree or strongly agree
that their school “promptly responds to my phone
calls, messages, or emails”
Objective 3: Respond to 100% of complaints or
concerns received via the PUSD Listens Portal

Strategy & Tactics
PRA Management - provide annual training in Public
Records Act (PRA) law and procedures for District
leadership and school site administrators
Legal Counsel - provide ongoing legal guidance and
expertise; keep District leadership abreast of changes
in education law, cases, or trends
Customer Service Training - provide annual training
in media relations and customer service for District
leadership and school site office staff and
administrators
PUSD Listens Portal - create and promote new “PUSD
Listens” comment portal, which allows for members
of the public to provide compliments, complaints,
suggestions, or any other type of feedback to the
District and receive a follow up response from staff

POWAY UNIFIED SCHOOL DISTRICT
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EVALUATION
Changing our stakeholders’ perceptions does not
happen overnight. It requires a long-term commitment
of repeatedly doing a good job (or making significant
improvements), exceeding expectations, demonstrating
caring and earning trust to build, maintain and grow
relationships with our school community.
After the implementation of our annual communication
plan, communications staff will provide an annual
evaluation and report to the Board of Education, which
will include data showing that PUSD’s long-standing,
continual comprehensive, strategic communications
program is meeting its goals related to building and
maintaining relationships with our school community,
preserving and enhancing the District’s high level of
community support and engagement, and facilitating
effective communication to and from internal and
external audiences.

POWAY UNIFIED SCHOOL DISTRICT
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CONTACT US
PUSD Office of Communications

15250 Avenue of Science
San Diego, California 92128

(858) 521-2707

cpaik@powayusd.com

CONNECT WITH POWAY UNIFIED
@PowayUnified

Poway Unified
School District

@PowayUnified

www.powayusd.com

@powayunified

Poway Unified
School District

POWAY UNIFIED SCHOOL DISTRICT
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Poway Unified School District

COMMUNICATION SCORECARD
STATISTICS FOR MAY 2021
Facebook

Best Post:

est. Jan. 2014
Total Page Followers: 10,914
Net Growth: +16

Nay Flinn's Helpful Honda
Award
Reach: ~5.5K

# of Posts: 46

Best Video:

# of Videos: 4

Smore e-Newsletters
#TeamPUSD
Newsletters Produced: 1 (Employee Appreciation)
Total Views: 6,097
Total Likes: 0

News Minute (May 28)

Avg. Post Reach: ~2.4K

Reach: ~1.5K

Total Reach: 19,251

PUSD Website
www.powayusd.com
# of Monthly Pageviews (April - June):
Average of 555,562 total Pageviews per month

Twitter
est. Nov. 2013

Best Tweet:

Total Followers: 6,160

#AAPI Leaders in Ed:
Katie Wu Spotlight

Net Growth: +5
# of Tweets: 57

Impressions: ~3.6K

Daily Impressions: ~2.4K
Total Impressions: ~74.0K

Most visited pages (April - June):
1. home
2. DNHS home
3. WVHS home
4. RBHS home
5. 2021-22 enrollment page
6. PHS home
7. Continuing registration page
8. MCHS home
9. Calendars
10. Career Technical Education page

Instagram

Best Post:

PUSD App

est. Feb. 2016

Gus Zane Eagle
Project (SHES)

(2016)

Total Followers: 7,897

Impressions: 5,827

Net Growth: +8
# of Posts: 44
Avg. Post Reach: 2,420
Total Post Reach: 106,513

YouTube
est. Feb. 2016
Total Subscribers: 1.82K
Net Growth: +8
Views: 3.9K
Watch Hours: 85.3

Total iOS Downloads:
iOS Growth:

Best Video:
News minute (May 14)

Total Android Downloads:
Android Growth:

Views: 781

Top Video:
Superintendent Message
- Employee Appreciation
Views: 929
Average View Duration:
00:59 (40.4%)

# of Videos: 2
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Poway Unified School District

COMMUNICATION TIP SHEET
For administrators, teachers, and staff

1.

Student Media Releases

During enrollment and registration, Poway Unified families are
asked to fill out a Media Release Form for their student(s). They
must give or deny permission for their child(ren)'s name(s) and
photograph/video to be published by PUSD, the school site, or news
media for the purpose of news coverage and publicity. Any child
whose parent or guardian has denied permission cannot be
included in any publicity-related materials, under any circumstance
(newsletters, social media, website, etc.) Please familiarize yourself
with the students in your class(es) who have a media exclusion.
The school office can assist you with identifying these students.

2. Crisis or Emergency

In the event of a crisis or emergency at your school or work site, do
not email or post unconfirmed information. This could jeopardize
law enforcement investigations or lead to panic from false rumors.
Please allow official school or District accounts to share confirmed
information in partnership with the Communications Department.

3. Story Ideas, Recognition & Events

Have an engaging story that involves students and/or staff? An
exciting school/classroom event that is unique or different? Let
Communications know so we can share it with the community! For
planned events, be sure to share it with us a week or two in advance
so we may give notice to news media if appropriate.
The PUSD Board of Education is also committed to recognizing
students, staff and school sites for their accomplishments at the
regional, state and national levels. If you have a nomination for
Board recognition, please share it with the Communications
Department via email.

6. Advertising (flyer or banner)

Our District allows approved 501(c)(3) non-profit community
partners, groups and organizations to distribute e-flyers through
Peachjar to families. More information on the approval process
and correlating Board policies can be found here. Contact Olivia
Schouten with additional questions
(oschouten@powayusd.com).

7. Public Records Act Requests

PUSD's Communications Department handles all Public Records
Act (PRA) requests. Any PRA request should be emailed to Darl
Danford, Legal Support Specialist (ddanford@powayusd.com).
There are strict deadlines established by law, so do not delay in
sending. All emails sent and received in your powayusd.com
account are subject to PRA requests. A good rule of thumb: if you
do not want to see it in a newspaper, don't write it.

How to be an effective communicator
LEAD WITH COMPASSION: Do what you can to really listen and
understand the other person. As much as possible, show genuine
curiosity about what led them to their opinion or situation. Almost
all conflicts have a basis in an underlying need not being met
(such as respect, acknowledgement, acceptance, fairness).
USE YOUR MANNERS: Treat others as you would want to be
treated. Remember - we are in the business of customer service.
Be polite, even when the other person is not.
OVER-COMMUNICATE: Communicate with your staff or supervisor
and families proactively, letting them know early and often about
important issues and events. Remember that in the absence of
official information, people make up their own facts.

Contact Us: Christine Paik (cpaik@powayusd.com) and Olivia
Schouten (oschouten@powayusd.com).

BE AN AMBASSADOR: Embrace that you are an ambassador for
your school and the District, and people in the community trust
and look up to you (but it has to be earned!) What you say and
how you act impacts how your school and the District are
perceived.

4. Social Media (Questions & Training)

BE RESPONSIVE: Follow up on promises and be prompt in
responses. Even just acknowledging that you received their
inquiry and are looking into it is better than ignoring it and not
responding.

Social media is a powerful tool that can be used to tell stories in an
engaging and fun way. It is important to remember that it should
be used in a manner that preserves the professional boundaries
between staff, administrators, students, families and the
community. The Communications Department is available to host
social media training for school sites and staff groups upon request.
To schedule a training, please contact Communications Specialist
Olivia Schouten (oschouten@powayusd.com).

5. News Media

If you are contacted by a member of the news media about any
story related to Poway Unified or your school site, please notify your
principal or supervisor and refer the media to Chief
Communications Officer Christine Paik (cpaik@powayusd.com;
858-603-5262) Remember they are on deadline, so let us know
ASAP!

THINK BEFORE YOU SEND/POST: Take time before you write
something, and avoid responding when you are emotional or
angry. Remember that all emails are subject to Public Records
Act requests and there is no such thing as a private social media
post or text. Anything can be a potential viral screen shot.

Online Training Library

BLACKBOARD CONNECT
MASS NOTIFICATIONS

CANVA TUTORIAL

PEACHJAR FLYERS

SMORE
NEWSLETTERS

SOCIAL MEDIA
TRAINING

THOUGHTEXCHANGE
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POWAY UNIFIED SCHOOL DISTRICT
Creating Culture and Conditions to Empower World-Class Learners
www.powayusd.com

Welcome!
We are a national leader in K-12 public education. The Poway Unified School District is located in northern San Diego
County, California. PUSD operates 25 elementary schools (K-5), one elementary & middle school combination (TK-8th), six
middle schools (6-8), one continuation high school, five comprehensive high schools (9-12), and one adult school. Twenty
six (26) schools are located in the city of San Diego; 12 schools in the city of Poway. PUSD is the third largest school district
in the county.

District Mission

District Vision

Inspiring passion and preparing every student to
thrive in college, career and life by providing
personalized, rich and rigorous learning
experiences.

To create culture and conditions to empower
world-class learners.

PUSD AT-A-GLANCE

Established

Geographical Size

General Fund Budget

1962

100 sq. mi.

$440.6 million (2021-22)

Students

Employees

Languages

35,183 (2021-22)

5,000 (2021-22)

90

SCHOOLS
Elementary (TK-5)
Adobe Bluffs
Canyon View
Chaparral
Creekside
Deer Canyon
Del Sur
Garden Road
Highland Ranch
Los Peñasquitos
Midland
Monterey Ridge
Morning Creek
Painted Rock

Park Village
Pomerado
Rolling Hills
Shoal Creek
Stone Ranch
Sundance
Sunset Hills
Tierra Bonita
Turtleback
Valley
Westwood
Willow Grove

Middle (6-8)

High (9-12)

Bernardo Heights
Black Mountain
Meadowbrook
Mesa Verde
Oak Valley
Twin Peaks

Del Norte
Mt. Carmel
Poway
Rancho Bernardo
Westview
Poway Virtual Courses

K-8
Design39 Campus
Connect Academy

District Office

15250 Avenue of Science
San Diego, CA 92128
(858) 521-2800

Twin Peaks Center
13626 Twin Peaks Road
Poway, CA 92064
(858) 748-0010

Nutrition Office

12225 Kirkham Road, Ste. 100
Poway, CA 92064
(858) 668-2570

Alt. Programs
Social Media

Homeschool (TK-8)
Independent Study
Poway Adult School

@PowayUnified

BOARD OF EDUCATION (2021-22)
President

Vice President

Ginger Couvrette
Area B

T.J Zane
Area C

Clerk

Trustee

Trustee

Dr. Darshana Patel Michelle O'Connor-Ratcliff Dr. Cindy Sytsma
Area A
Area D
Area E

Student Member
Winnie Xu
Westview HS

POWAY UNIFIED SCHOOL DISTRICT

STYLE GUIDE &
BRAND STANDARDS

Updated: July 2021

INTRODUCTION
This style guide is intended to provide direction and clarification for various
visual and stylistic elements concerning the Poway Unified School District.

REFERENCE

(THE SCHOOL DISTRICT, SCHOOLS AND SCHOOL BOARD)
Knowing how to properly reference our school district will convey professionalism and avoid
inconsistency and ambiguity. The same is true when referring to an area, division, department, or
school.

THE DISTRICT

THE SCHOOLS

THE SITES

When referencing the
Poway Unified School
District, use the full title
on the first mention. After
the first reference, you
may use PUSD or District
with the 'D' capitalized.

When referencing schools, it is
necessary to use the complete
official name of the school in
the first mention. Subsequent
references of schools can be
modified by using the first part
of the name followed by the
level (ES, MS, or HS)

References to area service
centers, performance zones,
divisions, and departments
must include the full name of
the location on the first
reference in all formal
correspondence. After the
first reference, you may use
the appropriate abbreviation
(ex. LSS).

THE SUPERINTENDENT
When referencing the Superintendent, use her name and full title. Acceptable versions include:
Dr. Marian Kim Phelps, Superintendent OR Superintendent Marian Kim Phelps, Ed.D.
After the first reference, you may use "Superintendent Phelps" or "Dr. Phelps." There is no hyphen.

THE SCHOOL BOARD
The Poway Unified School District Board of Trustees is an elected group of community members
who serve overlapping four-year terms. The Poway Unified School District Board of Trustees is an
entity elected to serve the community. Collectively the Trustees make up the District Board of
Education.
The first reference of this collective group is to be written as the Poway Unified School District
Board of Trustees.
Subsequent references in the same document can be made as the Board, the School Board,
the Trustees, or the Board of Trustees. Regardless of the term you choose, be sure to capitalize
the subsequent reference when using the substitute as a proper noun.
·When referencing Trustees without their position titles, list their names in alphabetical order
according to their last names. When using the trustee names and titles, list their names in
proper hierarchy (President, Vice President, Clerk, and Member(s)).
When referring to a single trustee, include their full name and position on the Board (ex.
President Ginger Couvrette). Subsequent references to individual trustees in the same
document are written with the appropriate title and last name (ex. President Couvrette).

PUSD STYLE GUIDE & BRAND STANDARDS
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LETTERHEAD

Official Poway Unified School District letterhead is printed by the
Publications Department. Orders for school and department specific
letterhead may be placed online via the print shop portal. If electronic
letter head is needed, school sites and departments should send a
request to David Fisher, (dafisher@powayusd.com). In order to maintain
security and accuracy, it is important not to attempt to create your own
letterhead. This could create liability issues for the District.

LANGUAGE

It is encouraged to use gender-inclusive language when possible. For
example:
"When a student wants to change their registration, they should see a
counselor," OR "A student who wants to change registration should see
a counselor."

DISTRICT LOGOS
PRIMARY LOGO

ALTERNATE LOGOS

COLOR PALETTE
PRIMARY COLORS

SECONDARY COLORS

PUSD GOLD

PUSD BLUE

PUSD NAVY

PUSD Alt 1

PUSD Alt 2

PUSD Alt 3

(#f0ad4e)

(#54c8eb)

(#003366)

(#dce0ef)

(#a5afd6)

(#3a57a8)

243, 173, 78

84, 200, 235

0, 51, 102

220, 224, 239

165, 175, 214

58, 87, 168
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CANVA TYPOGRAPHY
PRIMARY FONT

SECONDARY FONT

League Spartan

MONTSERRAT

ABCDEFGHIJKLMNOPQRSTUVWXYZ
1234567890

ABCDEFGHIJKLMNOPQRSTUVWXYZ
1234567890

FONT
GUIDELINES

Heading, 20pt, League Spartan
Subheading, 12pt, Montserrat classic (CAPS ok)
Body, 10pt, Montserrat (No Caps)

FONTS (EMAILS, WEBSITE, ETC.)
FONTS

For District letters, emails, and correspondence choose an easy-to-read,
dark colored font (Arial, Calibri, or Times New Roman) in black or blue
color is recommended.
When editing the District website, use the pre-defined styles which are
found in the editing toolbar.

For example, the “paragraph” option found in the Styles dropdown menu (see image below) is
great for body content. It will give you a uniform look and feel that is consistent with other
portions of the District website. Choosing the “Heading” option is helpful when indicating and
organizing your content structure. Headings not only provide your website readers with easy to
distinguish sections, they are vital for complying with website accessibility standards. Screen
reader users can use heading structure to navigate content. If we use headings correctly and
strategically, the content of the District website will be well-organized and easily interpreted by all
users. Please contact PUSD Web Developer Millie Swain (mswain@powayusd.com) if you have
questions about editing the District website.

PUSD STYLE GUIDE & BRAND STANDARDS
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ACRONYMS
THE DISTRICT

PUSD (Poway Unified School District)

SCHOOL SITES

ES
MS
HS

Elementary School
Middle School
High School

ABES
AHS
BHMS
BMMS
CHES
CSES
CVES
D39C
DCES
DNHS
DSES
GRES
HRES
LPES
MBMS
MCES
MCHS
MDES
MRES
MVMS
PMES
PRES
PVES
OVMS
PAS
PHS
RBHS
RHES
SCES
SDES
SHES
TBES
TBKES
TPMS
VES
WGES
WVHS
WWES

Adobe Bluffs Elementary School
Abraxas High School
Bernardo Heights Middle School
Black Mountain Middle School
Chaparral Elementary School
Creekside Elementary School
Canyon View Elementary School
Design39 Campus
Deer Canyon Elementary School
Del Norte High School
Del Sur Elementary School
Garden Road Elementary School
Highland Ranch Elementary School
Los Peñasquitos Elementary School
Meadowbrook Middle School
Morning Creek Elementary School
Mt. Carmel High School
Midland Elementary School
Monterey Ridge Elementary School
Mesa Verde Middle School
Pomerado Elementary School
Painted Rock Elementary School
Park Village Elementary School
Oak Valley Middle School
Poway Adult School
Poway High School
Rancho Bernardo High School
Rolling Hills Elementary School
Shoal Creek Elementary School
Sundance Elementary School
Sunset Hills Elementary School
Tierra Bonita Elementary School
'Turtleback Elementary School
Twin Peaks Middle School
Valley Elementary School
Willow Grove Elementary School
Westview High School
Westwood Elementary School

PUSD STYLE GUIDE & BRAND STANDARDS
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OTHER ACRONYMS
ACT
ADA
AP
ASB
ASES
AVID
BSS
CAHSEE
CAASPP
CDE
CFD
CHKS
CLC
CTAE
CTE
DAC
DACA
DECA
DELAC
EL
ELA
ELD
ESS
FERPA
FFA
FTE
GATE
GED
GPA
IDEA
IEP
IT
LCAP
LCFF
LEA
LOTE
LSS
MOU
NGSS
PE
PFT
PLTW

American College Testing
Average Daily Attendance
Advanced Placement
Associated Student Body
After School Education and Safety Program
Advancement VIA Individual Determination
Business Support Services
California High School Exit Exam
California Assessment of Student Performance and Progress
California Department of Education
Community Facilities District
California Healthy Kids Survey
Classified Learning Cooperative
Career Technical and Adult Education
Career Technical Education
District Advisory Committee
Deferred Action for Childhood Arrivals
Distributive Educational Clubs of America
District English Learner Advisory Committee
English Learner
English Language Arts
English Language Development
Extended Student Services
Family Educational Right and Privacy Act
Future Farmers of America
Full Time Equivalent
Gifted and Talented Education
General Educational Development Test
Grade Point Average
Individuals with Disabilities Education Act
Individualized Educational Program
Information Technology
Local Control and Accountability Plan
Local Control Funding Formula
Local Educational Agency
Language Other Than English
Learning Support Services
Memorandum of Understanding
Next Generation Science Standards
Physical Education
Poway Federation of Teachers
Project Lead The Way
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OTHER ACRONYMS
PPAP
PSAT
PSEA
PSS
PTA
RFP
ROTC
RTII
SARC
SAT
SBA
SELPA
SPSA
SSC
SSAC
STEAM
STEM
TLC
TPLES
VAPA
WASC

Poway Professional Assistance Program
Preliminary Scholastic Achievement Test
Poway School Employees Association
Personnel Support Services
Parent Teacher Association
Request for Proposals
Reserve Officers' Training Corps
Response to Intervention and Instruction
School Accountability Report Cards
Scholastic Achievement Test
Smarter Balanced Assessments
Special Education Local Plan Area
Single Plan for Student Achievement
School Site Council
Superintendent's Student Advisory Council
Science, Technology, Engineering, Arts, Math
Science, Technology, Engineering, Math
Teaching and Learning Cooperative
Teacher Professional Learning and Effectiveness System
Visual and Performing Arts
Western Association of Schools and Colleges

PUSD STYLE GUIDE & BRAND STANDARDS
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SCHOOL LOGOS (ELEMENTARY)
SCHOOL

MASCOT

Adobe Bluffs

Aztecs

Canyon View

Coyotes

Los
Peñasquitos

Chaparral

Hawks

Midland

Creekside

Geckos

Monterey
Ridge

Monarchs

White Tails

Morning
Creek

Colts

Deer Canyon

Del Sur

IMAGE

SCHOOL

Highland
Ranch

Explorers

Design39
Campus

Garden Road

Eagles
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MASCOT

IMAGE

Stallions

Rattlers

Painted Rock

Panthers

Park Village

Penguins

Pomerado

Wildcats
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SCHOOL LOGOS (ELEMENTARY)
SCHOOL

MASCOT

Rolling Hills

Pumas

Shoal Creek

Otters

Stone Ranch

Trailblazers

Sundance

Wildcats

Sunset Hills

Seagulls

Tierra Bonita

Cheetahs

Turtleback

Valley

IMAGE

SCHOOL

Westwood

Willow Grove

MASCOT

IMAGE

Roadrunners

Grizzlies

Terrapins

Tigers
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SCHOOL LOGOS (MIDDLE, HIGH)
SCHOOL

MASCOT

IMAGE

SCHOOL

MASCOT

Eagles

Bernardo
Heights MS

Bobcats

Abraxas HS

Black
Mountain MS

Raiders

Del Norte HS

Meadowbrook
MS

Nighthawks

Mustangs

Mt. Carmel
HS

Sundevils

Mesa Verde
MS

Eagles

Poway HS

Titans

Oak Valley
MS

Falcons

Rancho
Bernardo HS

Broncos

Twin Peaks
MS

Rams

Westview HS

Wolverines
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SAMPLE DISTRICT NEWSLETTER

SAMPLE DISTRICT NEWSLETTER

SAMPLE MARKETING MATERIALS

SAMPLE MARKETING MATERIALS

SAMPLE SOCIAL MEDIA POSTS

SAMPLE SOCIAL MEDIA POSTS

SAMPLE SOCIAL MEDIA POSTS

Poway Unified School District

CRISIS COMMUNICATION PLAN
MISSION (GOAL):
Communication is a critical part of incident management. A crisis communication plan provides
procedures for the coordination of communications within the District, and between the District,
the media and the public in the event of an emergency or controversial issue (police
investigations, protests or other situations that demand a public response). The purpose of this
Crisis Communication Plan is to facilitate the management of communications before, during
and after a crisis, in accordance with PUSD Board Policy which states: “During a disturbance or
crisis situation, the first priority of school staff is to assure the safety of students and staff.”
However, the Board recognizes the need to provide timely and accurate information to
parents/guardians and the community during a crisis. The Board also recognizes that the media
have an important role to play in relaying this information to the public. In order to help ensure
that the media and District work together effectively, “the Superintendent or designee shall
develop strategies for working with the media to provide timely and accurate information to
students, parents/guardians, and the community during a crisis or natural disaster.” (BP 1112)

OBJECTIVES
Before a Crisis:
1. Ensure we are prepared with a
Communications Strategy for various crisis
scenarios.
a. Review current policies and procedures
and update annually and following a crisis.
2. Ensure procedures and resources are in place
to provide timely, accurate, clear, and effective
internal and external communication
between the District and Faculty, Staff,
Parents, Students, Media, Board Members,
and the Community.
3. Prepare District and school staff to effectively
and quickly manage crisis communications.
a. Include communications in emergency
drills
b. Review with students the responsible use
of cell phones
c. Review the role of the
spokesperson/comment requests from
media
d. Update contact numbers in the "Blue
Book" and Communications Protocols
4. Prepare Key Messages, Message Templates,
and Talking Points

Prepared by the Communications Department

During a Crisis:
1. Manage the distribution of critical, often
sensitive, information to the media, PUSD
faculty/staff, and the public.
a. Assignments and responsibilities
b. Crisis Communication Team
c. Crisis Chain of Communication
d. Spokesperson protocols, objectives and
procedures
e. Key Messages and Talking Points

After a Crisis:
1. Provide detailed and accurate
documentation to aid in the recovery
process.
a. Internal debriefing within seven (7)
days of the incident
b. Questions to ask/evaluate:
i. What did we do wrong/right?
ii. What can we do better?
iii. What didn't we do?
c. Update procedures

1

Poway Unified School District

CRISIS COMMUNICATION PLAN

BEFORE A CRISIS SITUATION
1. Ensure we are prepared with a Communications Strategy for various crisis scenarios.*
a. Create "Ready-to-Edit" District communications templates for a variety of likely scenarios:
Fire, police activity in the area, vandalism, threats, school lockdown, etc.
i. *See templates
2. Review Policies and Procedures - Update District policies and emergency procedures
annually and following a crisis situation.
a. Know PUSD's Official Disaster Plan (Emergency Preparedness Plan) and our District's role
with other agencies in a regional disaster
b. Review policy regarding media on camp and interactions with staff and students
c. Know/understand the role student use of cell phones during emergency situations
3. Prepare District and school staff to effectively and quickly manage crisis communications.
a. Include communications in emergency drills - Ensure faculty and staff not only know
what to do, but with whom they should communicate, how they should communicate,
and when they should communicate
b. Acknowledge student cell phone use and review with students the responsible use of cell
phones. Following an emergency drill, teachers should take a moment to discuss with
students the importance of using their mobile devices and all electronic communication
responsibly to distribute facts that are helpful during an emergency situation. It is
imperative to take time to help students understand that in an emergency situation all
resources should be focused on the persons who need assistance. If they send alarming,
and potentially inaccurate, information electronically, it can make an emergency situation
even worse. Encourage students to be part of the solution.
c. Review the role of the spokesperson and how faculty/staff should handle "requests for
comments" from media. Official District policy, e.g., "Faculty/staff are encouraged to refer
media requests to the District's spokesperson (for that particular incident) (Chief
Communications Officer, Superintendent, Principal) - to ensure accurate information is
provided."
4. Prepare Key Messages and Talking Points and Ensure District Blue Books are up-to-date,
available to predetermined personnel, and include easy-to-follow protocols.
a. Know that once a crisis is "activated," a staff member needs to be identified to begin
reaching out to the contact/call list to ensure everyone on the Emergency Response
Team/Crisis Communications Team is in the loop and receives the same, consistent
message.
b. Inside the District's Blue Book should be emergency contact numbers for local agencies.
c. Message Templates - Develop templates in advance that can be quickly tailored for a crisis.
Templates should be short and factual using key messages and/or talking points for
consistency.
d. Prepare parents in regard to procedures during a crisis
i. Sample Communication for Back to School night announcements, school and District
newsletters, etc.

Sample Messaging/ Talking Points
"Poway Unified School District’s top priority is ensuring the safety and well-being of
students and staff. We are contacting you… (complete with basic facts). You will receive
text message, email, and push notification updates via Blackboard Connect. Updates
will also be posted online via the District’s social media channels."

Prepared by the Communications Department
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Poway Unified School District

Dear Poway Unified Parents,
The Poway Unified School District’s top priority is ensuring the safety and
well-being of students and staff. We take a number of precautions to help
ensure that our campuses remain safe, secure, and provide a positive
learning environment.
However, we all know that unfortunate and unplanned events can occur. In
case of an emergency, we are prepared to provide to our students, staff,
parents and school community timely, accurate and honest information.
However, please know that the first priority of school staff will always be to
assure the safety of students and staff.
As you know, information – and rumors – spread quickly. One inaccurate
email or text message can spark rumors, create unnecessary panic, or make a
real emergency even worse.
In case of an emergency, we ask that you remember to look for accurate
information from District or School Leadership. We deliver messages via
EMAIL, TEXT, APP PUSH NOTIFICATIONS, SOCIAL MEDIA and through LOCAL
MEDIA.
Some terminology to be familiar with:
Secure campus:
Lockdown:
In an emergency, we ask that you do not contact the school’s main line. For
the sake of student safety, we must keep these lines open for use by local
safety officials.
To help ensure campus safety and security, we have Emergency
Preparedness and Communications Plans working with other agencies.
You have a role too: Please make sure that we have the best phone number,
cell number, and email address to reach you, and that you have returned the
mass notification opt-in form. Please also remember to turn to our official
sources of information on situations, so we do not complicate an emergency
with inaccurate information and rumors. Thank you.
Respectfully,
Your Principal

Prepared by the Communications Department
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DURING A CRISIS SITUATION
Manage the distribution of critical, and often sensitive, information to the media, PUSD
faculty/staff, and the public.
a. Assignments and Responsibilities - Key audiences: In the event of a crisis, PUSD will
communicate to the following key audiences
i. Board of Education
ii. Directors/Principals
iii. Faculty/Staff
1. Students
iv. Parents and Guardians
v. Front Office Staff (those answering phones)
1. District Office AND School Site Offices
vi. Media

TARGET AUDIENCE

WHO CONTACTS

MODE OF CONTACT

Parents/Guardians

Principal/Christine

Phone/Email/Text/App

Board of Education

Margaret/Amanda

Email

Cabinet/Other Principals

Carol/LSS Exec. Dir.

Email

Media

Christine

Phone/Email/Text

External Community

Olivia

Social Media

Deliver the initial message as quickly as possible. Speed is crucial. A few facts
early on will reduce the potential impact of misinformation or a negative
response from the community. Our credibility in the first minutes of a crisis is
imperative if we want the media and the public to believe we are responding
with knowledge, truth and sincerity.

Crisis Communication Team
The Crisis Communication Team of Poway Unified School District includes:
Superintendent
Superintendent’s staff
Chief Communications Officer
Communications Specialist
Any Associate Superintendents and/or Executive Directors overseeing affected sites or
departments
Associate Superintendent’s / Executive Director’s staff

Prepared by the Communications Department
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Poway Unified School District

Crisis Situation Chain of Communication:
1. Person on-site identifying incident (student, staff) notifies school site leadership (principal,
faculty, or staff)
2. Principal notifies Law Enforcement / Emergency Personnel
3. Principal notifies LSS Supervisor and Superintendent’s Office at District. [Whomever receives
call, shares with others]:
Front desk reception
Superintendent’s office
Communications Office
LSS Office / Associate Superintendent
4. Crisis Communication Team is assembled
District Office (Communications, LSS Supervisors)
If necessary, Communications Office staff travels to school site
5. On-site team confers with Principal and Law Enforcement / Emergency Personnel
6. On-site team communicates regularly to District team so as to keep District-to-Site
communications to a minimum.
Spokesperson and Media Protocols
Confirm the Incident Commander/Lead/Point of Contact who is responsible for ensuring
all tasks are completed (most likely the Superintendent or Associate Superintendent).
Confirm the Crisis Communication Spokesperson who will answer all media and other
inquiries (most likely the Chief Communications Officer).

"The timely release of information by schools and the news media makes their responsibilities
entirely compatible. Working with the news media in a manner which helps both understand
the other's needs and expectations before and during a crisis is a major element in the
successful planning and handling of an emergency situation."
- California School Boards Association (CSBA)

Spokesperson/Communication Objectives:
Provide timely, accurate, clear, and effective internal and external communication
between the District and Faculty, Staff, Parents, Students, Media, Board Members, and the
Community
Communicate the ...
Nature of the crisis
Status of the crisis
Steps that have been taken
Steps that are being planned
The results of those steps
Future plans for matters related to the crisis

Prepared by the Communications Department
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CRISIS COMMUNICATION PLAN

During a crisis Situation, know your needs and understand the media's needs.
SCHOOL NEEDS:

MEDIA NEEDS:

Ensure the safety of students and staff
Implement the school's Emergency Plan
to either safely evacuate students and
staff from the school to a predetermined
gathering location or initiate a School
Lockdown/Shelter in Place
Have a spokesperson available and
informed
Provide accurate information on the
situation
Maintain student/staff confidentiality, as
required by law
Notify parents
Cooperate and coordinate with law
enforcement/emergency personnel

To report as much information as quickly
as possible
To receive a constant flow of information
to accurately report the story
To depend on school officials, law
enforcement representatives,
eyewitnesses and others directly involved
to furnish as much confirmed information
as possible
Provide an updated layout of
school/campus
Provide background information on the
school site - student numbers, etc.

"Emergency Information One-Sheets" for Media Personnel
(Make available on our website under Communications, Media. Also available to email
and/or distribute hard copies)
District Information One-Sheet
Site Information One-Sheet
Step-by-step Communication Procedures
Person reporting incident

Principal

Emergency Personnel
District

When an incident occurs at a site, the Principal/Designee should immediately notify appropriate
emergency personnel (fire, police, sheriff, ambulance) and then their LSS Supervisor at the
District. The LSS Supervisor will loop in Communications as needed. The call to the District should
indicate:
The nature of the incident
If 911 was contacted
The impact on students, staff, facility, and surrounding community
If emergency services are on site
If media is on site
Immediately following the reporting of the incident, the Superintendent/Designee will decide
whether or not they belong at the site of the incident. During life-threatening situations, the
District’s lead authority should get to the site. Site-leads should keep the District apprised of onsite specifics, e.g., Where the incident took place, Location of Command Center, Location of
Media Center, Location of Parent-Student Reunion (if applicable), which emergency services are
on-site (police, sheriff, FBI, fire, paramedics, etc.) In the event of an extended incident and/or the
Emergency Operations Center (EOC) is activated, these additional roles will apply:
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CRISIS COMMUNICATION PLAN

TASK

STAFF

EOC PIO
Activate recorded message
Communicate to sites
Update PIOs in other Districts and other gov't agencies
Establish media staging area: coordinate media inquiries &
press briefings
Monitor media/social media coverage in real time

Christine
Front Office Reception
Margaret/Amanda
Olivia
Olivia
Olivia

AFTER A CRISIS SITUATION
Post Incident Debrief
Following an emergency situation, take time to meet with your staff to review what worked
well and where you can improve. These experiences are essential to help keep your
organization prepared and confident in an emergency.
It may be advisable to consult your legal counsel before this meeting, as many emergencies
and incidents create a risk of claims or lawsuits against the school district.
Keep this meeting positive to solicit optimal and candid information.
Determine timeline and persons responsible for follow-up action.
The after-action review is not an employee evaluation report. It should not be to grade success
or failure of employees. There are always areas that can be improved and always opportunities
to learn when examining the process.
Questions to Consider
1. What did we intend to do?
2. Did we accomplish it?
3. What went well? Why?

4. What can be improved? How?
5. Do we need to modify policies/administrative regulations?
6. Was communication successful? Why/why not?

Be sure to reach out to parents and communicate the:
Nature of the crisis
Status of the crisis
Steps that were taken
The results of those steps
Future plans for matters related to the crisis
Last Point
Remember, offering thanks to those who helped manage the crisis situation is always
appreciated.
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RESPONSES & TEMPLATES
If asked to speak with those involved for a quote (if they are unavailable):
"They are not available at this time, as we are respecting 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."
If asked for additional detail about a criminal incident:
"During this time, we will need to refer you to the [insert government agency here] for that
information."
If asked a question to which you do not know the answer:
"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."
If asked about blame:
"All of our efforts are focused 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."
If called and the statement is not yet prepared:
"We are in the process of preparing a statement on that incident right now. If you provide me
your email, we will send it to you once finalized."

Statement Templates Can be Found Here for a Variety of Scenarios
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