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COMMUNICATIONS
Wednesday, July 31, 2024

GET STARTED
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TODAY’S

AGENDA
Introduction
Communications Protocols 
Work Order
Filming 
Website Updates
Branding Overview
Logos 
Social Media 
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MEET OUR COMMUNICATIONS TEAM

Andrew Keo Alondra SandovalAdan Miguel Chris “Ryan” Cano
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Irma Sanchez



WELCOME BACK TO THE 
2024-2025 SCHOOL YEAR!
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COMMUNICATION PLATFORMS
ELEM & MIDDLE SCHOOLS’ ESTABLISHED PLATFORMS:

BROADCASTING PLATFORMS

O M S D T V

SOCIAL MEDIA PLATFORMS

@ O F F I C I A L _ O M S D
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ICE BREAKER
INSTRUCTIONS
Step 1 - Think: Each site/department has 10 seconds
to think of an emoji that best represents your view/
approach to communications, social media, or
marketing.

Step 2 - Share & Guess: Each table (willing) to share
their emoji with the room. The room will try to guess
the reasoning behind the chosen emoji.

Step 3 - Explain: The site/department will then
explains why they selected the emoji, revealing if the
room’s guesses were correct or not.
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COMMUNICATIONS TEAM NOW ON:
CLASS DOJO/PARENT SQUARE

COMMUNICATIONS
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OMSD 
COMMUNICATIONS PLAN

What is it?
Why do we have it?
Creating a committee 
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PUBLIC RELATIONS TOOLKIT:
MEDIA RELATIONS GUIDE
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CRISIS ASSESSMENT AND
RESPONSE GUIDE 
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OMSD CRISIS
COMMUNICATION TOOLKIT

#WEAREOMSD
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INCIDENT REPORTING
“INCIDENT” EMAIL COMMUNICATION

Notify key personnel in critical situations, like when police or paramedics are on
campus.
Keep initial communications brief, focusing on collaborations.
Detailed follow-ups will be provided as necessary.
Incident Email (Distribution List): Includes 32 District staff from various
Departments such as Superintendent’s Office, Risk Management, and
Transportation.

INTENSIVE STUDENT SUPPORT COMMUNICATION
Email Cabinet, the appropriate Directors, and Superintendent’s
Office for incidents involving extreme sensitivity concerns.
Include situations occurring outside of school hours that involve our
students.

EXCLUDE STUDENT IDENTIFYING INFORMATION

AFTER-HOURS INCIDENTS
Local law enforcement will contract appropriate Administrators,
who then notify District Officials.
Facilities Related - Brooke Murray will handle immediate actions
and communications, including contacting site administrators and
sending out incident reports.
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SAM
PLE

OMSD OFFICIAL
LETTERHEAD
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HEADER:

FOOTER:

BRAND REPRESENTATION
A letterhead represents the organization,
often creating the first impression.

PROFESSIONALISM
High-quality design conveys credibility and
attention to detail.

EDUCATIONAL PARTNER PERCEPTION
Influences how Educational Partners view
and trust the organization.



The OMSD Board of Trustees is committed to support world-class education
experiences while enhancing community engagement District-wide.

WHO TO CONTACT 
Superintendent’s Office (Send invitations via email)

Irma Sanchez
Alondra Sandoval

WHAT TO INCLUDE
Event date & time
Event flyer (if available)
Important details about the event

Any dignitaries in attendance

 Expect a follow-up RSVP email from either Irma Sanchez or Alondra Sandoval 
to confirm Board Members attendance.

HOW TO INVITE THE  
BOARD OF TRUSTEES TO A SITE EVENT:
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Internal District
Mail (ONLY)

To the parent/guardian of:
Belinda Vazquez

950 West D Street
Ontario, CA 91762

External
Mail 

EXTERNAL MAIL
Your handling of communications reflects the
District's image. Always ensure professionalism
when contacting families & educational partners.

INTRA-DISTRICT MAIL
Clearly label “To/From” on one side only. 
Ensure all previous markings are crossed out.

OUTGOING EXPRESS MAIL
Use for daily service to nearby Districts & County
Offices.

Include full name, department, district, & specify
"Express" or "Jet Mail.”

PERSONAL MAIL
You should NOT send personal mail to the District’s
mail center.

U.S. Mail pick-up service is available at each
school every regular workday.
The District does not provided  postage for
personal mail.

US MAILING PROTOCOLS
#WEAREOMSD



TWO FORMS
AVAILABLE 

WORK ORDER PROCESS FOR
FILMING/SOCIAL MEDIA/COMMUNICATIONS 

QR Code for workorders/Multimedia Support Request
QR Code is how you get Communications Team Scheduled
New Process that gives you response from OMSD Communications Team Email
Please complete the entire form. We may utilize language on this document in the process
OMSD Communications Team should be an extension of your school site

#WEAREOMSD



Multi-Media Request Website/Communications Support

MULTI-MEDIA REQUEST 
& FILMING UPDATES/TIPS

What is your story & why is it
important?
Get your school/department/
community involved in telling
your story.
MULTI-MEDIA CONSENT RELEASE
FORMS UPDATED
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Multi-Media Request Website/Communications Support

MULTI-MEDIA REQUEST
& FILMING UPDATES/TIPS

#WEAREOMSD

Who is taking the lead on
project types from District?
Who is taking lead at
site/department?



#WEAREOMSD

WILTSEY MIDDLE SCHOOL 
NATIONAL HISTORY DAY 2024

WILTSEY MIDDLE SCHOOL 
NATIONAL HISTORY DAY 2024



MULTI-MEDIA REQUEST
& FILMING TIPS/UPDATES

#WEAREOMSD

PORTABLE A-FRAME
Will be ordered in English and Spanish to notify
families and educational partners on site of ongoing
filming.

RESERVED PARKING 
This will allow film crew to quickly access campus
and load/unload heavy equipment.

(1 to 2 spots)
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WEBSITE UPDATE
District Website Overhaul

District
Departments
School sites

New Tools coming



BRANDING OVERVIEW

IMPORTANCE OF UNIFORMED/PROFESSIONAL
COMMUNICATIONS

Consistency in District communications ensures a
professional and unified image.

CANVA
CANVA is our official District content creating
platform
Need training (Fill out Branding & Communication
Support Request Form)

BRANDING ASSET TOOLKIT
Branding Assets are coming for District & School
Sites

COPYRIGHT
Is the content you are using on your project
COPYRIGHTED?
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UPDATE ON WHERE WE ARE
How do you get a logo/colors/mascot/name
change?
Currently organizing a committee to create
the recommendations of a BP/AR for Cabinet
consideration before Board Approval
recommendation

CURRENT REQUESTS OUR RADAR
School Name change: Euclid & Vineyard 
Mascot change: Euclid & Mariposa
Logo updates: Vina Danks, Euclid, Kingsley,
Mariposa, Vineyard, Berlyn, Arroyo, Vineyard,
Montera, Mission & Vernon

#WEAREOMSD

LOGOS



Who is the designee/has access to post?
New Faces to tell your story
Comments on your platforms
Types of accounts that are available 

Facebook & Instagram
Official Account Verification
We are looking into subscription for tech support
Tags vs Hashtags
Collaborator (Accept OMSD Collaborator Request)

Open the Direct Messages screen

Click on View Request   

You’ll see a pop-up with Accept and Decline 

Click Accept

#WEAREOMSD

SOCIAL MEDIA



Virtually all of your writings are subject to public records requests
Would you be ok if your writing(s) ended up in the newspaper, digital publication,
deposition, courtroom?
“And keep in mind that while typing out a quick message can feel like speaking, a
digital record is created every time you communicate – one that can be preserved
indefinitely and shared with others, including a much broader audience than you
intended, due to the ease of forwarding and screenshotting messages. Pay
attention to the words you choose, and pay extra attention when writing about a
sensitive topic. Hesitate before writing anything flip, snarky, or sarcastic.” (p. 44,
“Writing on the Job”)

#WEAREOMSD

WHEN WRITING SOMETHING…



“Picture yourself in a deposition, listening to your message being read back to
you, and ask yourself if you still want to write it.” (p. 44, “Writing on the Job” )
“Finally, get your facts straight. One of the quickest ways to lose credibility with
your colleagues is to play fast and loose with the truth, or even just to be
sloppy.” (p. 57, “Writing on the Job”)
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WHEN WRITING SOMETHING…
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 2023-2024 8TH GRADE PROMOTION 
RECAP VIDEO
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THANK YOU!

Let us know how we
can help.

COMMUNICATIONS TEAM IS
HERE TO SUPPORT YOU.


