
Assembling a School Crisis Response Team 
 
A working Crisis Response Team (CRT) is imperative for implementing a comprehensive 
response to a crisis. An effective Crisis Response Team will make decisions as a team and 
have various roles/responsibilities assigned to individual team members. Team members 
should be identified prior to a crisis. In addition, team members should know where the 
Crisis Response Manual is located, and should receive training as a Crisis Response Team 
Member. 
 
The size of a CRT will depend on several factors including the number of students, staff 
configuration and the type of crisis. The Crisis Response Team will be composed of at least 
four to six people chosen for their skills, credentials, and ability to work compassionately 
and effectively under pressure—ideally a combination of administrators, counselors, social 
workers, psychologists, nurses, school resource officers and/or school’s information 
technology or computer lab staff (See Roles and Responsibilities Planning Worksheet pg.12) 
 
The Crisis Response Team will meet at least annually to review roles and responsibilities of 
team members and conduct Table Top exercises to review MCPS protocols.  
 
Team roles and responsibilities: 
 
Team Leader Roles and Responsibilities: 

• Convenes CRT when a crisis occurs; 
• Coordinates efforts with emergency services if they have been called; 
• Orchestrates the site’s response 
• Ensures that all team members fulfill their responsibilities; 
• Arranges for staff coverage as needed; 
• Plans CRT meetings regularly during the crisis to report on response of students 

and staff and actions taken; 
• Completes necessary reports and documentation; 
• Spearheads evaluation of the site response and oversees any necessary changes to 

improve site response in the future. 
• Ensures that the crisis response plan is updated each time revisions are received 

from the Operations and Maintenance Supervisor. 
 
Media Coordinator Responsibilities: 

• Serves as point person if the crisis attracts media attention; 
• Alerts the Superintendent and Regional Directors  of the crisis and potential for 

media interest; 
• Notifies school to avoid media interviews, stressing the use of “discretion.” Staff 

should refer all media calls to the site media contact person. 
 
Safety Coordinator Responsibilities: 

• Secures building if crisis warrants; 



• Arranges change in bus schedule, if necessary; 
• Arranges bell schedule change, if necessary 
• Call on school resource officers or operation and maintenance supervisor for the 

district to assist parents and others who may show up at the school and to keep 
media off of school grounds.  

 
Community Liaison Coordinator: 

• Represents the site with families of any student(s) directly involved in the crisis (e.g. 
rape, suicide, injury, death);  

• Responds to telephone calls from parents/caregivers; 
• Prepares letter and attachment(s) for parents/caregivers; 
• Arranges for distribution of materials to go home; 
• Arranges parent/caregiver meeting, if crisis warrants; 
• Arranges for availability of translators to respond to parents/caregivers telephone 

calls. 
 
Team Crisis Coordinator’s Responsibilities  

• Monitor activities throughout school, making sure teachers, staff, and Crisis 
Response Team members have adequate support and resources; 

• Assesses impact of crisis and debriefing need of students and staff; 
• Prepares and distributes classroom debriefing materials; 
• Arranges for additional classroom debriefing facilitators, if needed; 
• Arranges for individual and/or small group counseling, if necessary; 
• Prepares a schedule of counseling staff or outside counselors available for grief/loss 

counseling; 
• Informs staff of counseling plans; 
• Schedules space for small group counseling; 
• Arranges for CRT debriefing sessions throughout the crisis. 

 

Social Media Coordinator Responsibilities 
• Oversee school’s use of social media as part of the crisis response.  

 


