Communication Tree - Death of Current Student

School :
Administration

Main touch point with family
Manage support for school and
teacher

Share communication from
Comms Dept.

¢ Notify next tier

Regional (school based) R TNV

Cabinet (dept. based)

administration and school
¢ |dentify main contact

Office

Manager

\'/*EVERETT
PUBLIC

N\ SCHOOLS

/ Assumptions
e Death has been confirmed

e Initial communication is to the principal. If
someone else is told first, they
communicate to the top of the chart.

e There is a designated point person in each
department, assume the director

e This communication tree covers 95% of
situations and is presented as a high-level

~

not presented here.

Qrocess. There are details and exceptiy

e Check scheduled or

automated messages and
mailings

Superintendent

H

Communications

¢ Implement communication
tragedy response
¢ Notify next tier

Deputy Student Support

Superintendent

¢ Arrange for counseling

support

e Coordinate with HR for staff

support

Food & Nutrition

e Deactivate student in

Horizon

e (Clear out food account fees

¢ Disable AD account

e Manage eSchools process

e Coordinate with district
approved communication
product

¢ Ensure technology
fines/fees are cleared out

¢ Communicate with other
fees/fines with Finance

¢ Deactivate LMS account

e Coordinate communication
plan to families to notify
them of ability to get access
to student work if
requested

e Deactivate in IEP system if
appropriate

TRANSPORTATION

¢ Deactivate student in
system
e Inform bus driver
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Administration /
Supervisor

Main touch point with family
Manage support for school/dept
Share communication from
Comms Dept.

Collect badge, keys, phone, etc

Regional (school based)

Cabinet (dept. based)

e Directly support
administration and school

Notify Business Services
Idenfify main contact
Benefits and payroll
Automatic deposits
Staff support

Human
Resources

(Death has been confirmed

SCHOOLS

~

Initial communication is to the Admin or
Supervisor (could be HR, if so, HR inform
Admin or supervisor

There is a designated point person in each
department, assume the director

This communication tree covers 95% of
situations and is presented as a high-level
process. There are details and exceptions
not presented here.

Assumptions

Superintendent

H

Deputy Student Support Communications
Superintendent

¢ Arrange for counseling
support if contacted by HR

tragedy response

¢ Notify next tier

e Social media accounts

e Determine timing on
deactivating webpage if
applicable

e Determine timing on
removal from staff
directory

LITS

Account access and
management - role
dependent

Outlook - email and
calendar invites
Gradebook and Canvas
Product renewals
ParentSquare
BusinessPlus

Other

¢ Implement communication

Business

Services

e BusinessPlus




