COMMUNICATION MESSAGES: OUT

· Identify who will need to be informed of incident (e.g. pupils, parents, governors etc)

· Determine the information that needs to be provided about the incident  

· Determine how the information is to be provided (e.g. letter to parents, parent call, website, pupil/staff briefings etc.)

· Decide who is responsible for delivering what message to what persons

· Ensure that messages are authorized before they are delivered

· Keep under review information and messages as incident progresses   
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