
Regulation 3070: Communications Response Matrix 

The chart below indicates the intended timing, distribution channels and primary audiences for LCPS communications regarding common safety‐ and 

emergency‐related events. This table is intended as a guide; communications decisions regarding any particular incident are subject to the constraints, 

limitations and considerations described in Policy 3070. 

 

 
 

Event 

 
Email fr 

School 

 
Text fr 

School 

Automated 

Phone Call fr 

School 

 
In‐School 

Public Address 

LCPS.org 

Statement 

(CCO) 

LCPS 

Twitter 

(CCO) 

LCPS 

Facebook 

(CCO) 

 
Proactive Press 

Release (CCO) 

 
Reactive Media 

Statement (CCO) Primary Audience 

 
Intended Timing of 

Announcements 

 

A.M. Bus accident (minor 

event / no injuries / minimal 

delay arriving at school) 

X Parents / guardians on     After bus arrives 

route 

P.M. Bus accident (minor 

event / no injuries / minimal 

delays arriving home) 

X X X Parents / guardians on     While en route 

route 

Bus accident (student / staff 

injuries) 

X X X Opt'l Administrator calls As soon as possible 

impacted families; 

other parents / 

guardians on route 

receive electronic 

notices 

A.M. & P.M. Bus Delays 
 

Student‐caused Disruptions 

Communication managed by LCPS Transportation Dept. Parents on affected routes are notified of 

delays directly. 

At principal's 

discretion   based on 

nature and duration 

of disruption; 

Consult w/ CCO 

Parents / guardians on 

route 

Parents / guardians of 

affected students 

While en route 
 

As soon as useful, 
verified info. is 
available & 
coordinated 

School Lockdown/no schedule 

Impact 

X 
Consult 
w/ CCO 

Opt'l Opt'l Principal's 

Option 

Opt'l Opt'l Opt'l Parents / guardians 

of all school students 

As soon as useful, 

verified info. is 

available & 

coordinated 

School Closure (weather 

related) 

X X X  X X X Parents / guardians 

of all school students 
As soon as possible 

Non-instructional day 
(weekends, holidays, etc.) 

X X X  X X X Parents / guardians 

of all school students 
As soon as possible 
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related) 

 

Page 1 of 6 
 



Regulation 3070: Communications Response Matrix 

The chart below indicates the intended timing, distribution channels and primary audiences for LCPS communications regarding common safety‐ and 

emergency‐related events. This table is intended as a guide; communications decisions regarding any particular incident are subject to the constraints, 

limitations and considerations described in Policy 3070. 

Page 2 of 6 

 

 

 
 
 

Event 
 

School Lockdown/altered 

schedule 

X 
Consult 
w/ CCO 

X X Principal's 

Option 

Opt'l Opt'l Opt'l  Opt'l Parents / guardians 
of all school students 

As soon as useful, 
verified info. is 
available & 
coordinated; timed 
to inform about 
schedule impact. 

Secure the Building / no 

schedule impact 

X 
Consult 
w/ CCO 

Opt'l Opt'l Principal's 

Option 

Opt'l Opt'l Opt'l   Parents / guardians 
of all school students 

As soon as useful, 
verified info. is 
available & 
coordinated. 

Secure the Building / altered 

schedule 

X 
Consult 
w/ CCO 

X X Principal's 

Option 

Opt'l Opt'l Opt'l  Opt'l Parents / guardians 
of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated; timed 

to inform about 

schedule impact. 

Shelter in Place / no schedule 

impact 

X 
Consult 
w/ CCO 

Opt'l Opt'l Principal's 

Option 

Opt'l Opt'l Opt'l  Opt'l Parents / guardians 
of all school students 

As soon as useful, 

verified info. is 

available & 

coordinated. 

 Reactive  
 Auto Phone In‐School LCPS.org LCPS LCPS Proactive Media 

Email fr Text fr Call fr Public Statement Twitter Facebook Press Release Statement  Intended Timing of 
School School School Address (CCO) (CCO) (CCO) (CCO) (CCO) Primary Audience Announcements 
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  Automated LCPS.org LCPS LCPS  

Email fr Text fr    Phone Call fr In‐School Statement Twitter Facebook     Proactive Press Reactive Media  Intended Timing of 

Event School School School Public Address (CCO) (CCO) (CCO) Release (CCO) Statement (CCO) Primary Audience Announcements 
 
 

Shelter in place/altered 

schedule 

X 
Consult 
w/ CCO 

X X Principal's 

Option 

Opt'l Opt'l Opt'l  Opt'l Parents / guardians 
of all school students 

As soon as useful, 

verified info. is 

available & 

coordinated; timed 

to inform about 

schedule impact. 

Evacuate/no schedule impact X 
Consult 
w/ CCO 

Opt'l Opt'l Principal's 

Option 

     Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 
coordinated. 

Evacuate/altered schedule X 
Consult 
w/ CCO 

X X Principal's 

Option 

Opt'l Opt'l Opt'l  Opt'l Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated; timed 

to inform about 

schedule impact. 

Evacuate/relocate students to 
alternate venue 

X 
Consult 
w/ CCO 

X X Principal's 

Option 

Opt'l Opt'l Opt'l X Opt'l Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated; timed 

to inform about 

schedule impact. 
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Event 

 
Email fr 

School 

 
Text fr 

School 

Automated 

Phone Call fr 

School 

 
In‐School 

Public Address 

LCPS.org 

Statement 

(CCO) 

LCPS 

Twitter 

(CCO) 

LCPS 

Facebook 

(CCO) 

 
Proactive Press 

Release (CCO) 

 
Reactive Media 

Statement (CCO) Primary Audience 

 
Intended Timing of 

Announcements 

 

Fire/EMS on campus (not 

disruptive) 

 

Opt’l         Parents / guardians 

of all school 

students 

By 5 p.m. 

Fire/EMS on campus 

(disruptive/visible) 

X 
Consult 
w/ CCO 

Opt'l Opt'l      Opt'l Parents / guardians 

of  all school 

students 

As soon as 

useful, verified 

info. is 

available & 
coordinated; timed 
to inform about 
schedule impact. 

Law Enforcement on campus 

(not disruptive to academic 

day) 

 

Opt'l         Parents / guardians 
of all school 
students 

a 

As soon as 

useful, verified 

info. is available 

& coordinated. 

Law Enforcement on campus 

(disruptive/visible) 

X 
Consult 
w/ CCO 

Opt’l Opt’l      Opt'l Parents / guardians 
of all school 
students 

As soon as 

useful, verified 

info. is available 

& coordinated. 

Social Media Threats – Single 

Campus Identified 

X 
Consult 
w/ CCO 

Opt’l Opt’l       Parents / guardians 
of all school 
students 

As soon as 

useful, verified 

info. is available 

& coordinated. 
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  Automated LCPS.org LCPS LCPS  

Email fr Text fr    Phone Call fr In‐School Statement Twitter Facebook     Proactive Press Reactive Media  Intended Timing of 
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Social Media Threats – Multiple 
Campuses Identified 
(Credibility of threat and level 
of community awareness will 
be considered in deciding to 
communicate.) 

Msg. 
from 
CCO 

Msg. 
from 
CCO 

Opt’l  Opt'l Opt'l Opt'l Opt’l Opt'l All LCPS Parents / 
Guardians & Staff 

As soon as useful, 

verified info. is 

available & 

coordinated. 

Social Media Threats – No 
Specific Campuses Identified 
(Credibility of threat and level 
of community awareness will 
be considered in deciding to 
communicate.) 

Msg. 
from 
CCO 

Msg. 
from 
CCO 

Opt'l  Opt'l Opt'l Opt'l Opt’l Opt'l All LCPS Parents / 

Guardians & Staff 

As soon as useful, 

verified info. is 

available & 
coordinated. 

Weapon found on school 
grounds (not disruptive) 

      X 
Consult 
w/ CCO 

        Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated.  

Weapon found in school (not 
disruptive) 

      X 
Consult 
w/ CCO 

        Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated. 

Weapon found on school 
grounds (disruptive/visible) 

      X 
Consult 
w/ CCO 

       Opt’l Parents / guardians 

of disruptive school 

As soon as useful, 

verified info. is 

available & 

coordinated 

Assault (of any kind) on 
campus 

      X 
Consult 
w/ CCO 

        Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated; CCO 

will coordinate 

with LCSO/LPD. 
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Utility Outage Before School 
(Normal Schedule) 

X Opt’l        Parents / guardians 
of all school 
students 

As soon as useful, 

verified info. is 

available. 

Utility Outage (Altered 
schedule) 

X Opt’l Opt'l       Parents / guardians 

of all school 

students 

Timed to inform 
about schedule 
impact. 

Suspicious person approaching 
students coming to, or going 
home, from school. 

X 
Consult 
w/ CCO 

        Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated.  

Missing person (in coordination 
with LCSO/LPD). Messaging by 
CCO 

Opt’l     Opt’l Opt’l    Upon request of 

LCSO/LPD to CCO. 

School open as shelter because 
of neighborhood evacuation 

     Opt’l Opt’l X X  As soon as useful, 

verified info. is 

available & 

coordinated. 

Racial slur or hate speech 
language used on campus 

X 
Consult 
w/ CCO 

        Parents / guardians 

of all students who 

heard/saw the 

language 

As soon as useful, 

verified info. is 

available & 

coordinated. 

Racial slur or hate speech 
language used on social media 

X 
 Consult 
w/ CCO 

        Parents / guardians 

of all school 

students 

As soon as useful, 

verified info. is 

available & 

coordinated. 
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