
HIGH MEDIUM LOW
RISK RISK

Director, w/input from other 
witnesses, documents incident

Director &/or BOD seek legal 
advice if needed

Director notifies parents                  
via Brightwheel 

CALL 911

Director notifies Board of 
Directors of incident via text 

and seeks their advice

Director &/or BOD 
communicate w/media              

as needed

Incident Response & Comunication Plan

Director assigns someone to 
notify all staff in center of basic 

info regarding incident

Director gathers information & 
evaluates severity of situation

Director assigns someone to 
ensure all doors are locked 

Notify lead teacher then 
director/assistant director        

of incident

Ensure immediate safety of children &/or staff by 
moving children &/or staff out of area

*Senior staff assume the role of director(s) if director(s) are not available


