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Media Coverage: Press Releases/Media Advisories 

Communications curates the stories in our District to showcase the great work happening in our 
schools and programs. The team creates and distributes press releases and media advisories to 
local news media to communicate District and school-level news and events. Requests for 
media coverage should be made five days in advance of the event/program. 

• Requests for media coverage should be made five days in advance of the 
event/program.  

• Content must be provided by the requester and sent to Communications for 
approval.  

• Once approved, Communications develops press releases/media advisory.  
• Media advisories are typically sent two days in advance of the event.  
• A member of the team will be at the event for media support, as needed.  

 

Media Inquiries 
Communications must approve any media request to visit a school building/facility and/or 
interview employees.  

• If staff members are contacted by the media, please contact the Communications 
Department right away.  

• Request will be approved or denied. 
• Messaging will be developed as appropriate for the interview.  
• For the media: It is a long-standing protocol: all media inquiries must be directed to 

the Communications Department.  This applies to all media coverage involving 
students, staff, and/or schools.  If the media wishes to speak with District staff, these 
requests must be routed through the Communications Department for review and 
approval.  Staff members directly contacted by the media are required to inform the 
Communications Department.  They should not speak to the media unless authorized 
by the Chief of Communications or their designee.    

 

Press Conferences 
Communications organizes press conferences at the District and school levels.  

• If time allows, Communications notifies the news media two days in advance of the 
press conference. 

• Communications works with the building-level Principal to select a venue at the 
school site. 

• Communications supports and/or leverages building-level support for audio/visual 
and other logistical needs (chairs, podium, sound system, easels, creation of flyers, 
posters, etc.). 

• Building level support may be required for large-scale press conferences, such as 
ribbon cuttings and/or special events (logistics contacting various dignitaries, sending 
invitations, coordination of food/beverages, etc.). 
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Weather-Related Emergencies 
Communications prepares, translates, records, and distributes Districtwide communication 
(email, robocalls, texts, website posts, and social media) in the event of a weather-related 
emergency.  

• Communications executes robocalls, texts, and emails to families and staff.  
• Communications posts on-screen alert and banner on the website.  
• Communications shares on social media (Facebook, Twitter, and Instagram) and 

creates an automated response via Facebook related to school closings.  

• The Chief of Communications notifies local media per each outlet’s individual 
reporting procedures. 
 

School Emergencies 
In the event of a Districtwide or building-level emergency, Communications will coordinate 
appropriate release of information to students, families, staff, the community, and the media 
when applicable. 
Please see the Emergency Communications Guidelines, Appendix A, for detailed 
information. 
 

Family Communications 
Communications prepares, translates, and records mass communication (letters, emails, 
robocall, and/or text) both Districtwide and to specific groups (grade levels, schools, etc.).  

• Requester provides content to Communications for a Districtwide communication at 
least five days in advance to ensure translation in the top five languages.  

• Content must be vetted through the appropriate Executive Cabinet member(s) and 
department head(s).  

• Additional time may be required to prepare a custom student/employee call group.  
• Communications drafts scripts for emails, letters, and robocalls and submits them to 

requester for approval.  
• Communications executes robocalls, emails, and texts to families.  
• Robocalls may be recorded by the requester if they choose, or the message will be 

recorded by a member of the Communications team.  
• It takes approximately 60 minutes to complete a robocall to the entire District in the 

top five languages.  
 

All Staff Communications 
Communications prepares and distributes emails, texts, and robocalls to staff when it is 
necessary to send Districtwide communications.  

• Requester provides content to Communications for a Districtwide communication at 
least three days in advance. Content must be vetted through the appropriate 
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Executive Cabinet member(s) and department head(s).  
• Communications drafts scripts for emails and robocalls and submits them to 

requesters for approval.  
• Communications sends all staff emails and robocalls. Texting will be utilized as 

appropriate.  
• Robocalls may be recorded by the requester if they choose, or the message will be 

recorded by a member of the Communications team.  
 

Staff Announcements for Executive Cabinet, Principals, and Executive Directors 
Communications prepares and distributes a District Brief to all staff and prepares a news release 
announcement when appropriate.  

• Employee biography and headshot provided by Human Capital at least one week in 
advance of the announcement. (Please see Photography Request-Headshots.)  

• Communications creates announcements for email and social media.  
• Communications schedules announcements to go out on a designated date with 

social media posts following.  
 

Translations 
Communications translators process Arabic, Somali, and Spanish translation requests for the 
Superintendent, Central Office departments, and some non-curriculum school-based 
communications to families. Document translation requests can be submitted via 
CommsTranslations@rcsdk12.org. Interpretation services can be requested via 
www.RCSDK12.org/BEWL.    
 
Documents with less than 500 words 3-5 days, 500-1,000 words 5-7 days, 1,001- 3,000 
words 7-10 days, 3,001-5,000 words 10-15 days. Projects over 5,000 words require 
approval by the Chief of Communications. Please refer to Translation Guidelines - 
Appendix B. 
 
 

 
 
 
District Branding 
Communications creates and upholds the branding for districtwide departments, programs, and 
initiatives. All general branding must be created internally by the Communications team and 
cannot be outsourced without prior authorization.  Branding changes must be vetted through 
the appropriate Executive Cabinet member and department head and approved by the Chief of 
Communications prior to any changes being made.  
 
Also, see Website Development and Social Media sections for more details. 
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Brand Hierarchy 
The RCSD brand architecture balances districtwide visual unity with the distinct identities of 
individual schools, internal departments, and affiliated groups. All communications must respect 
visual hierarchy to maintain institutional clarity across every channel:   

• Departmental & Affiliated Group Materials: The official District logo must always take 
primary visual placement and precedence on all materials. Any department- or program-
specific logos or text elements remain secondary in visual weight. 

• School Events & Site-Based Activities: The individual school’s logo takes primary visual 
placement to highlight school identity. In these cases, the District logo serves as a 
secondary logo and should be positioned in a supporting location (e.g., lower footer). 

 
Program & Department Logos 
Communications creates all official logos for non-school programs and departments. Requests 
must be vetted through the appropriate Executive Cabinet member and department head, and 
approved by the Chief of Communications prior to design work starting. Upon approval, 
Communications will consult with the requester, generate design concepts, and complete 
revisions (graphic creation may take up to three weeks).   
 
School Branding & Logo Guidelines 
Schools adhere to their own brand guidelines while maintaining alignment with overall district 
standards.   

• AI-Generated Designs: Schools are permitted to create AI-generated promotional 
designs and graphics (e.g., event flyers, digital graphics) as long as the visual style aligns 
with their school branding and fully complies with all rules in the “AI in Design” section 
(page 7).  

• Official School Logos: Schools are strictly prohibited from adopting AI-generated logos 
as official school branding. AI image generators cannot reliably reproduce vector files or 
maintain brand integrity. While schools are encouraged to generate AI mockups for 
concept brainstorming and visual ideas, these mockups cannot serve as an official logo. 

• Process for Logo Adjustments or New Logos: To make any adjustments to an existing 
approved logo or to request a new logo, schools must follow a mandatory three-step 
workflow: 

1. School Chief Approval: The school must first present proposed logo 
adjustments to their School Chief for review and initial permission.  

2. Formal Design Request: Once approved by the School Chief, the school must 
formally request a design build from the District Senior Graphic Artist, or 
receive authorization to contract an outside designer. 

3. Chief of Communications Approval: After the designer develops the graphic, 
the finalized design must be submitted to the Chief of Communications for 
official review and final approval prior to adoption or use. 
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Districtwide Publications 
Communications prepares a design and layout suitable for printing and online posting; content 
must be provided by the department requesting the flyer. All Districtwide family communication 
must be translated into the top four languages.  

• Finalized content, including full text for the flyer, is required at least two weeks in 
advance of the due date, ideally four weeks prior to the event to ensure translation in the 
top five languages.  

• Communications creates the flyer with design and content and sends to the requester 
based on a timeline determined at the time of the request. Timeline for completion varies 
due to the scope of work.  

• Requester reviews the flyer and approves or requests revisions.  
• Upon approval, final flyer is shared via appropriate channels.  
• Two weeks is required at minimum to advertise an event via robocalls, texts, emails, and 

social media.  
 
 
 
 

 

Core Guardrails (The "Non-Negotiables") 
Logo Integrity, Typography & Editing Limits 

• Never Prompt AI to Generate District or School Logos: AI tools cannot accurately 
reproduce official RCSD logos. Never attempt to generate logos via AI. Logos must 
always be placed manually onto graphics using official vector files (.png or .svg) provided 
by Communications.  

• Text in Graphics: AI image generators often distort letterforms and do not allow for post 
text edits once downloaded. Please keep this in mind when requesting translations as AI 
designs cannot be manually translated or edited. 

• Any revisions to graphics generated via AI are the sole responsbility of the original 
creator. The District graphic artist and/or translators will not be able to edit AI generated 
graphics manually.  

 
Adhere to Color & Style Protocols 
AI prompts should steer tools toward RCSD or school official branding. If you are generating 
RCSD wide graphics, we recommend loading this information into your AI software before 
beginning your design.  

• Primary Palette: RCSD Blue (#05509E), RCSD Yellow (#FFCB05), and Black (#231F20).  
• Secondary Palette (Sky Blue #0087C4, Coral #F05C55, Bright Orange #F58A27, Warm 

Gold #FCBB4B).  
• Visual Style: Request clean compositions, subtle textured backgrounds for visual depth, 

vibrant lighting, and modern layouts.  
• Minimal Design: AI programs tend to oversaturate images. Prompt the generator to keep 

the design minimal and not cluttered. 

USING AI IN GRAPHIC DESIGN 
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• Minimize Text: Less is more. Do not flood your design with overwhelming text as you will 
lose the reader’s attention. Highlight the most important aspects of your event when 
prompting new designs. 

Authenticity & Diversity Standards 
• Representation: RCSD serves a diverse community. Prompts must reflect authentic, 

inclusive, and realistic depictions of urban school settings, students, and educators.  
• Photography: No AI generated photographs should be created of students, staff, or 

buildings. The District has public use photos that can be accessed via our Flickr page on 
the website. 

• No Uncanny Artifacts: Inspect generated illustrated imagery for distorted hands, 
unnatural faces, or overly hyper-filtered visual styles. Imagery should look natural, 
authentic, and unfiltered.  

 Privacy, Data Security & Copyright Safeguards 
• Student Privacy & Data Security: Never upload real photos of students, staff, or 

confidential District documents into third-party AI generators as reference images or 
prompts. AI platforms may retain or process uploaded media, which poses a serious 
privacy risk. 

• Copyright & Intellectual Property Protection: Do not prompt AI tools to produce 
trademarked characters (e.g., Disney, Marvel, commercial mascots) or mimic the distinct 
style of living artists. 

• Originality & Intellectual Property: All generated visual assets must be original concepts 
that do not infringe on existing third-party copyrights or brand identities. 

 Workflow & Approval Process 
Self-Review Checklist: Before submitting or printing, ask: 

• Is the official logo unaltered and clearly legible against the background? 
• Are brand colors/fonts used correctly? 
• Does the imagery reflect our diverse and inclusive District community?  

Approval Path: Districtwide publications must be submitted to Communications at                       
least 2 weeks prior to publication and vetted through the appropriate Executive Cabinet 
member/department head as outlined in the primary SOP. 

Support & Prompting Assistance 
Need help crafting the right prompt, adjusting brand colors, or have questions about AI design 
tools? Reach out to: Isaias Nieves, Senior Graphic Artist, Email: isaias.nieves@rcsdk12.org. 

 

 

mailto:isaias.nieves@rcsdk12.org
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Website Development 
Communications works with staff to create websites/pages as requested for specific needs. 
Website build, initial content upload, and layout is done by Communications. Timeline for 
completion varies due to the scope of work.  

• Communications meets with department/team requester to discuss look, feel, and 
organization of the site/page.  

• Schools/programs/departments will manage all information and updates. 
Communications staff will provide the training.  

• Support and guidance with sites/pages can be solicited via a helpdesk ticket through 
RoConnect.  

 
 
 

 
 

Social Media 
Communications manages and posts content for the District’s Facebook, Twitter, Instagram, and 
LinkedIn pages. Information is to be provided at least one week in advance of the posting date. 

• Content, including full text and/or images for the post, is submitted to Communications 
for review and final determination.  

• Communications will determine what content is posted on the District’s primary 
accounts and/or posted from the school/program/department and shared by the 
District’s social media.  

• Communications manages the creation of new social media accounts for individual 
schools.  

• Timeline varies due to the scope of work.  
• Updates to existing sites with content provided can be made within one to two business 

days if they are not extensive.  
• Communications executes training to ensure the school/program/department can 

manage all information and updates going forward. Training opportunities for social 
media usually result in a one-hour meeting with follow-up as needed.  

• While Communications stays as an administrator on these pages, they do not manage the 
pages for schools/departments/programs. 

 
 
 
 
 

Video Production  
Communications works with schools and departments to help prepare concepts and 
scripting, provide guidance on imagery, and edit informational videos.  

• Full process may require several weeks, depending on the length of the video and the 

       WEBSITE 

       SOCIAL MEDIA 

      TECHNICAL SUPPORT 
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scope of filming/editing necessary.  
• Departments/schools/programs initiate a meeting with Communications to establish 

a completion timeline.  
• Production dates are scheduled to capture video footage.  
• Video is edited and provided to the requester for review and approval.  
• Requests must be vetted through the appropriate Executive Cabinet member and 

department head and approved by the Chief of Communications.  
 

School-Based Events  
Communications assists with audio-visual equipment needs for school-based events, as well 
as assists with scheduling, set-up, hosting, recording, and streaming to YouTube.  

• Initial meetings should occur at least one month prior to the event to establish 
technical support, assess equipment needs, participants, presentation,  supporting 
media, and robocall/email/social media/website promotion. Time must be allotted for 
equipment drop-off, set-up, and clean-up.  

• Secure storage locations must be provided, as needed.  
• Event support from school personnel is required.  
• If the schedule does not allow for the Communications team to provide direct 

support for a live event, best efforts will be made to ensure the requesting 
department/school is provided with the resources to host the event.  

 

Photography Requests: Events  
Communications takes photographs at school/department events by request. Due to the 
high number of requests, a photographer is not guaranteed.  

• Request for photographs at an event must be made at least two weeks prior to the 
event, based upon the availability of the Communications team photographer. 

• Communications provides photographs via Google Drive. Timeline varies due to the 
scope of work. 

 

Photography Requests: Headshots (Director level and above) 
Communications takes headshots of new and existing employees.  

• Human Capital coordinates with Communications to determine the date and time for 
new employee's headshots.  

• Headshots are scheduled with the District photographer and will be provided in 
digital format.  

• The headshot becomes the official District photo and will be used for all publications. 
Please note, no filters will be used.  
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School Messenger (robocall, email, text) Training 
Communications administers school-based training on the process of preparing, recording, 
and sending mass communications using School Messenger.  

• Training must be arranged with Communications staff for one-hour time slots, as 
needed.  

 

Website Training 
Communications provides initial training to ensure department and school websites are up 
and running. Departments and schools are also trained to manage the content on their 
websites.  

• Training is scheduled for approximately one hour.  
• The expectation is that each department and school have more than one person 

trained to manage and update their websites as needed. Communications may assist 
with additional resources and training, as needed.  

 
Social Media Training 
Communications provides training to departments, schools, and programs on the proper use 
of social media, which includes account setup, password maintenance, and assistance with 
questions.  

• Departments/schools/programs initiate a meeting with Communications, where the 
need for the tools is assessed. Communications schedules time to set up accounts and 
train staff.  

• The expectation is that staff from the departments/schools/programs will manage the 
accounts, and Communications must have access to them.  

 
 
 
 
 
 
 

The Chief of Communications is the District’s Records Access Officer. Communications 
receives and logs all FOIL requests and determines which department/party is responsible 
for providing the response data.  

• FOIL requests are processed as they are received. The law requires a five-day 
acknowledgment, with fulfillment due no later than 20 days from receipt, unless an 
extension is granted.  

 
Please refer to FOIL Guidelines, Appendix C. 
 
 

      TECHNICAL TRAININGS 

      FREEDOM OF INFORMATION LAW (FOIL) REQUESTS 



 

 
 

12 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 



 

 
 

13 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

14 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

15 

 
 
 
 
 

1. Call the District Office. When an emergency occurs at a school, the Principal or their 
designee should immediately inform the Safety and Security Office and School Chief. Stay in 
close communication throughout the emergency. Communications will work with the Safety 
and Security Office to put out an emergency message via robocall, on the District website, 
issue a media statement, and share on social media, as needed. 
 
2. Refer Media Calls to the Communications Department. This is District protocol for all 
media coverage of schools, not just emergency situations. The Communications Department 
will always request permission from the school Principal before scheduling a media visit to a 
school. Staff members should not speak to any member of the media unless requested to do 
so by the Chief of Communications or their designee. 
 
Depending on the emergency, School Principals may do the following as needed: 

• Communicate with Staff. Communicate key information with staff. Give regular 
updates to staff and students as appropriate. Hold a staff meeting immediately after 
school or as soon as feasible after the incident. In addition, other means to 
communicate with staff include sending a robocall and/or email. 

• Communicate with Families. Send a robocall to families as soon as possible. In cases 
where the Principal and/or secretary are busy managing the situation in the building, 
Communications may assist with the robocall. Mail or backpack a parent letter home 
the same day if appropriate and possible. Communications may help to write 
robocalls and letters, or you may write these using the samples provided by 
Communications. Robocalls and letters MUST be reviewed/approved by the 
Director of Security, School Chief, and Chief of Communications before being sent. 

• Communicate with Students. Students will often communicate with 
parents/guardians using cell phones and social media sites during emergencies. Since 
this is almost impossible to prevent, you may decide to reduce misinformation by 
proactively distributing a short message to students so they share the accurate 
message you would like to convey. 
 
 
 
 
 

For all school emergencies, and even in non-emergency situations, do not speak to any 
member of the media unless requested to do so by the Chief of Communications or their 
designee. 
1. Reporters do not have the right to be on your campus without permission. They can, 

however, broadcast from the sidewalk or across the street.  
2. Do not allow the media to interview your students or staff.  

      CHECKLIST FOR SCHOOL EMERGENCY COMMS. 

      COMMUNICATING WITH THE MEDIA 
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3. If approached by a member of the media, say, “A District spokesperson will be 
commenting on the situation.” 

4. Refer all media inquiries and requests to the Chief of Communications.  
5. The Communications Department will designate a spokesperson for the emergency who 

will give regular updates to the media. The spokesperson will release only information 
approved by the Rochester Police Department, in instances when they are involved.  

6. Remember that students have legal privacy rights and school staff should not discuss the 
concerns of a student with any unauthorized person.  

 
If you are asked by the Superintendent or Chief of Communications to speak to reporters during 
an emergency, the following guidelines may be helpful: 

• Identify and maintain the message you want to convey and be consistent throughout 
all communications.  

• Be direct and clear, but not simplistic. Use plain language.  
• Stay on topic and do not give out unnecessary information or speak of matters 

unfamiliar to you. Remember privacy laws.  
• Be calm and reassuring, but never underestimate the incident.  
• Do not speculate, blame, or admit fault. Do not say, “I’m sorry” or be argumentative.  
• Reiterate steps being taken to secure and contain the incident.  
• It is best to read from, or refer to, a prepared statement than to improvise.  
• Do not say, “No comment” to a reporter on any question you are not comfortable 

answering. Instead, depending on the situation, say: 
• “I don’t have that information, but I will look into it.” – OR – 
• “I cannot answer that question because it involves legal, contractual, or 

confidential  
• matters.”– OR – 
• “I don’t know the answer to that question, but you are welcome to contact the   
• Communications Department.” 

 
 
 
 
 
Sample Letter: Lockout for Threatening Situation Outside of the Building 
 
During an emergency at your school, providing accurate, effective, and timely 
communication will help reduce panic, decrease rumors, and promote confidence in your 
school’s ability to manage an emergency and work toward keeping students safe. If possible 
and appropriate, the letter should be sent home the same day as the event. The letter MUST 
be reviewed and approved by the Director of Security, School Chief, and Chief of 
Communications Officer sent. 
 
 

      SAMPLE COMMUNICATIONS 
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Sample Parent Letter (on school letterhead) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Considerations 

• Always use your school or District letterhead.  
• Briefly explain the emergency.  
• Explain school’s response to the emergency.  
• Tell parents what they can do to help their children after the emergency and where to 

call for more information.  
• Remember privacy laws and police investigation constraints.  
• Provide a closing that is comforting and positive.  
• Always sign the letter.  
• Include your name, title and contact phone number.  
• Send the letter to the Director of Security, School Chief, and Chief of 

Communications for review and approval before sending.  
• Translate into Spanish as appropriate.  
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Sample Robocall: Lockout for Threatening Situation Outside of the Building 
 
This is Principal (insert name) with a message for families of students at (insert school name).  
 
First, I want to let you know that all children are safe. However, because of police activity in the 
neighborhood, the school is in a lockout. This means that classes are taking place normally, but all 
children were brought inside the building and exterior doors are secured and being monitored.  
 
This is a precautionary measure to ensure the safety of your children. I will provide an update 
when the lockout is lifted. Thank you. 
 

 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
First, I want to let you know that all children are safe. However, because of police activity in the 
neighborhood, the school was in a brief lockout this morning/afternoon. Children remained 
inside of the building and classes took place normally. 
 
This was only a precautionary measure to ensure the safety of your children. The lockout lasted 
less than XX minutes while police ensured the neighborhood was safe. Thank you for your 
understanding. 
 
Sample Robocall: Lockdown for Threatening Situation Inside of the Building 
 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
I am calling to let you to know that our school is currently in lockdown because of a reported 
threat that the Rochester Police Department and District Safety and Security team are 
investigating. Students are safe and in their classrooms, and no one will be allowed to enter or 
exit the building. 
 
I will send another message when the lockdown is lifted and families can again enter the school 
building. Thank you for your understanding. 
 

 
This is Principal (insert name) with a follow-up message for families of students at (insert school 
name). 
 
The lockdown at (insert school name) has been lifted, and all children are safe. The reported 
threat has been fully investigated, and it turned out to be a false alarm. 
 
School activities are resuming normally and dismissal will take place at the usual time today. 
Thank you for your understanding. 
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Sample Robocall: Lockout for School Fighting 
 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
I am calling to let you know that there was an altercation at our school today involving several 
students. We chose to take precautionary measures and put the school in lockout. 
 
The District Safety and Security team was on hand, and the Rochester police were called. The 
lockout lasted less than (insert time), and appropriate disciplinary action is being taken. School 
activities resumed normally, and dismissal took place as usual today. 
 
Please use this opportunity to remind your children that aggressive behavior is never an 
acceptable way to resolve a conflict and will not be tolerated at school. The safety of your 
children is our first concern, so please do not hesitate to call me with any questions at (insert 
phone). Thank you. 
 
Sample Robocall: School Fighting 
 
This is Principal (insert name) with a message for families of students at (insert school name). I 
am calling about an incident that happened at school today. 
 
A confrontation between two students in a hallway escalated into a fight involving a group of 
students. Adults quickly intervened to stop the fighting. The students involved were isolated, and 
their families have been contacted. One student has been taken to the hospital with what 
appeared to be a possible concussion. 
 
Please use this opportunity to remind your children that aggressive behavior is never an 
acceptable way to resolve a conflict and will not be tolerated at school. The safety of your 
children is our first concern, so please do not hesitate to call me with any questions at (insert 
phone). Thank you. 
 
 
Sample Robocall: Lockout for Weapon 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
I am calling to let you know that our school was in a lockout this morning/afternoon because one 
of our students indicated they placed a weapon outside our school building. The lockout lasted 
less than xx minutes, and all students are safe. 
 
The lockout was a precautionary measure to ensure the safety of our students. We are working 
with the Rochester Police Department to investigate this matter. School activities resumed 
normally and dismissal took place as usual today. 
 
The safety of your children is our first concern, so please do not hesitate to call me with any 
questions at (insert phone). Thank you. 
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Sample Letter: Weapon at School (to be printed on school letterhead) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Considerations 

• Always use your school or District letterhead. 
• Briefly explain the emergency. 
• Explain school’s response to the emergency. 
• Tell parents what they can do to help their children after the emergency and where to 

call for more information. 
• Remember privacy laws and police investigation constraints. 
• Provide a closing that is comforting and positive. 
• Always sign the letter. 
• Include your name, title and contact phone number. 
• Send the letter to the Director of Security, School Chief, and Chief of 

Communications for review and approval before sending. 
• Translate into Spanish as appropriate. 
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Sample Letter: Weapon at School (to be printed on school letterhead) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Considerations 

• Always use your school or District letterhead. 
• Briefly explain the emergency. 
• Explain school’s response to the emergency. 
• Tell parents what they can do to help their children after the emergency and where to call 

for more information. 
• Remember privacy laws and police investigation constraints. 
• Provide a closing that is comforting and positive. 
• Always sign the letter. 
• Include your name, title and contact phone number. 
• Send the letter to the Director of Security, School Chief, and Chief of Communications 

for review and approval before sending. 
• Translate into Spanish as appropriate. 
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Sample Robocall: Lockout for Bomb Threat 
 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
I am calling to let you know that earlier this afternoon, we were made aware of a potential threat 
to the campus. The District Safety and Security team immediately began working with the 
Rochester Police Department’s canine units. 
 
Students were immediately brought outside, and out of an abundance of caution, we are 
dismissing students early today while police complete their investigation. Families may pick up 
students who do not ride the bus at the (insert location) parking lot. 
 
Any threats to our school community will always be taken seriously. Your cooperation and 
support will help improve the safety and security for our campus. If you see or hear anything that 
concerns you, say something – families can contact Principals directly, and students can always 
reach out to a trusted adult. Thank you for your patience and understanding. 
 

 
Good evening (insert school name) faculty and staff. This is Principal (insert name). 
 
Thank you for all the work you did today to keep our students safe and calm during the incident 
that occurred this afternoon. The Rochester Police Department and RCSD Safety and Security 
team conducted a thorough search of the building and the campus, and have given us the “all-
clear” to re- enter the building. Please feel free to come in and retrieve your belongs. 
 
I appreciate your cooperation, diligence, and swift action today. I am grateful that everyone is 
safe. Once again, thank you, and have a good evening. 
 
 

 
Good evening (insert school name) families. This is Principal (insert name) calling with an update 
on the potential threat to our campus earlier today. 
 
After receiving notification by the Rochester Police Department, we immediately evacuated the 
building and moved all students and staff to safety. A thorough search of our entire campus took 
place, and we have received clearance to re-enter the building. (Insert school name) will be open 
tomorrow as a regular school day for all students, faculty, and staff. 
 
The safety of your children is our first concern. If you or your child has questions about today’s 
events, please do not hesitate to call me at (insert phone). Thank you for your cooperation. 
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Sample Letter: Bus Incident (to be printed on school letterhead) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Considerations 

• Always use your school or District letterhead. 
• Briefly explain the emergency. 
• Explain school’s response to the emergency. 
• Tell parents what they can do to help their children after the emergency and where to 

call for more information. 
• Remember privacy laws and police investigation constraints. 
• Provide a closing that is comforting and positive. 
• Always sign the letter. 
• Include your name, title and contact phone number. 
• Send the letter to the Director of Security, School Chief, and Chief of 

Communications for review and approval before sending. 
• Translate into Spanish as appropriate. 
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Sample Letter: Student Death (to be printed on school letterhead) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Considerations 

• Always use your school or District letterhead. 
• Briefly explain the emergency. 
• Explain school’s response to the emergency. 
• Tell parents what they can do to help their children after the emergency and where to call 

for more information. 
• Remember privacy laws and police investigation constraints. 
• Provide a closing that is comforting and positive. 
• Always sign the letter. 
• Include your name, title and contact phone number. 
• Send the letter to the Director of Security, School Chief, and Chief of Communications 

for review and approval before sending. 
• Translate into Spanish as appropriate. 
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Sample Letter: Parent Confrontation (to be printed on school letterhead) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Considerations 

• Always use your school or District letterhead. 
• Briefly explain the emergency. 
• Explain school’s response to the emergency. 
• Tell parents what they can do to help their children after the emergency and where to 

call for more information. 
• Remember privacy laws and police investigation constraints. 
• Provide a closing that is comforting and positive. 
• Always sign the letter. 
• Include your name, title and contact phone number. 
• Send the letter to the Director of Security, School Chief, and Chief of 

Communications for review and approval before sending. 
• Translate into Spanish as appropriate. 
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Sample Letter: Social Media Use (to be printed on school letterhead) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Considerations 

• Always use your school or District letterhead. 
• Briefly explain the emergency. 
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• Explain school’s response to the emergency. 
• Tell parents what they can do to help their children after the emergency and where to call 

for more information. 
• Remember privacy laws and police investigation constraints. 
• Provide a closing that is comforting and positive. 
• Always sign the letter. 
• Include your name, title and contact phone number.  
• Send the letter to the Director of Security, School Chief, and Chief of Communications 

for review and approval before sending.  
• Translate into Spanish as appropriate.  

 
Sample Robocall: Special Situations 
 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
This afternoon we learned that several of our students were exposed to, and some ingested, 
brownies at school today, that appeared to be laced with a controlled substance. 
 
Two of the students became anxious and agitated after eating the brownies. Both of them have 
been sent to the hospital. As a further precaution, several other students were also taken to the 
hospital for examination. 
 
The families of all students that we know consumed the brownies have been contacted, but I 
wanted all of our (insert school name) families to be aware. The Rochester Police Department is 
investigating this incident. If you have any information or concern that your child may have 
consumed the brownies, please see medical advice immediately. 
 
The safety of your children is our first concern. If you or your child has questions about today’s 
events, please do not hesitate to call me at (insert phone). Thank you. 
 

 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
I am calling to let you know that we have increased security precautions at our school. The 
District is working with local law enforcement to investigate threats of violence between groups 
of students, some of whom attend (insert school name). 
 
I want to reassure you that we had a normal day of school today with no safety issues on campus. 
We are taking precautionary measures to maintain a safe learning environment for the vast 
majority of students who behave properly. We will take appropriate disciplinary action against 
the few who engage in disruptive behavior. 
 
I wanted you to know why you may be seeing an increased presence of Rochester police and 
school security staff, especially at arrival and dismissal time. 
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The safety of your children is our first concern. If you or your child has questions, please do not 
hesitate to call me at (insert phone). Thank you. 
 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
This morning, we briefly evacuated the building because of some smoke that developed in 
the cafeteria kitchen during meal preparation. No students were in the cafeteria at the time, 
and are likely to believe that this was a routine fire drill. 
 
The Rochester Fire Department responded quickly, and within xx minutes cleared the 
building for re-entry. All students are safe and back to their normal school schedule. 
 
The safety of your children is our first concern. If you or your child has questions about 
today’s events, please do not hesitate to call me at (insert phone). Thank you. 
 

 
This is Principal (insert name) with a message for families of students at (insert school name). 
 
All students are safe and classes are taking place normally today. However, during the 
demolition of two vacant houses across the street from our building, a gas line was struck. 
 
The Rochester Fire Department and Rochester Gas and Electric responded quickly and 
turned off the gas at the source. 
 
There was an aroma of gas in the lobby of our building, but the situation was resolved 
promptly, and students and faculty were never in danger. 
 
The safety of your children is our first concern. If you or your child has questions about 
today’s events, please do not hesitate to call me at (insert phone). Thank you. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

29 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

30 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

31 

Translation Services 
Communications translators process Arabic, Somali, and Spanish translation requests for the 
Superintendent, Central Office departments, and some non-curriculum school-based 
communications to families. Document translation requests can be submitted via 
CommsTranslations@rcsdk12.org. Interpretation services can be requested via 
www.RCSDK12.org/BEWL. 

• The accepted formats for submissions are Microsoft Word, Excel, PowerPoint, Google 
docs, and Publisher. No PDFs or images of text (including AI-generated images) will be 
accepted. 

• Requests will be translated according to priority (see priority schedule) and the order in 
which they are received. Please be advised that other priority projects may delay the 
completion of translations. 

• Documents must be submitted at least 3-5 working days in advance. Projects over 5000 
words require a minimum of two weeks’ notice. 

• Completion times for translation depend on several factors: the amount of text to be 
translated, technical vocabulary, the complexity of highly formatted files, and the team’s 
current workload. 

Priority Levels: Requests are processed in the order received, according to the following priority 
levels: 

• Level I: Emergency safety/health notices and Communications Dept. priorities. 
• Level II: Superintendent, Executive Cabinet, and Board of Education communications. 
• Level III: District Department notices (Math, Arts, etc.) and Principal-to-parent 

communications. 
• Level IV: Individual student notices, school events, and report card comments. 

Note: Same-day priority requests require approval from the Chief of Communications. 
 
 
 
 
 
 
 
 
 

• If revisions are needed for a previously translated document, those must be clearly 
marked on the original document. 

• Copyrighted materials should not be submitted for translation, unless accompanied by 
written permission from the publisher or author and cleared through the RCSD Legal 
Department. 

• Draft documents will not be accepted. 
• Same-day priority translations require approval by the Chief of Communications. 
• Translations usually take more space on a page. It is a good idea to fit the communications 

in both languages on one page (front and back). Arabic translations may require a change 
in the layout due to formatting. 

http://www.rcsdk12.org/BEWL
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Freedom of Information 
New York State’s Freedom of Information Law (Public Officers Law §87 et. seq., Rochester City 
School District Board of Education Policy 1120) allows members of the public to access records 
of governmental agencies. 
 
FOIL provides a process for the review and copying of an agency’s records. More information 
about the Freedom of Information Law can be found at https://www.ny.gov/open-foil-ny/open-
foil-ny-resource-center. 
 

Freedom of Information Law (FOIL) Requests 
FOIL requests are managed by the Rochester City School District's Communications 
Department and may be submitted in one of three ways: 

1. Online submission via JustFOIA Online Request Portal 
• The Rochester City School District uses a third-party service to facilitate timely 

requests for public records in compliance with District policy and regulation, as 
well as State and Federal law. 

• To initiate an online records request from the Rochester City School District, 
please make a new online records request using the Rochester City School 
District JustFOIA Request Portal.  

2. Via email: FOIL@rcsdk12.org 
3. Via mail: RCSD Communications Department 

131 West Broad Street 
Rochester, NY 14614 

 
To ensure efficient processing of your application, please provide the following information:  

• Requester’s name, address, telephone number, and email address. 
• A reasonable description of the records sought, containing specific information, 

which will allow the District to identify and locate the records.  
• The requester’s preference to inspect/review records, copy records, or both.  

 
The District’s Records Access Officer can either: 
Approve the request; 
Deny the request, stipulating the legal reasons for denial; 
Approve the request in part and deny the request in part (i.e., some of the requested 
materials are released and some are withheld, or certain information is deleted for privacy 
reasons or other legal reasons), specifying the legal reasons for the denied portions thereof; 
Give notice of an extension of time needed to fulfill the request. 
 
For a full subject matter list consisting of the categories of all records the District possesses, 
please consult the NYS Records Retention and Disposition Schedule. 
 
 
 

https://www.ny.gov/open-foil-ny/open-foil-ny-resource-center
https://www.ny.gov/open-foil-ny/open-foil-ny-resource-center
https://rcsdk12.justfoia.com/publicportal/home/newrequest
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Fee for Duplication of Records 
The Rochester City School District charges the statutorily permitted fee of $.25 per page for 
reproducing re- cords requested under FOIL, or the actual cost of reproducing the records 
(Public Officers Law §87[1][b] and [c]). Payment must be made to the Rochester City School 
District by check or money order. 
 
Appeal of a Denial 
Any person denied access to a record may appeal within 30 days in writing to: 
Superintendent of Schools  
Rochester City School District  
131 West Broad Street Rochester, NY 14614 


