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CANoPS Communications Policy (revised 4/2025)

Career Academy Network of Public Schools is committed to fostering clear, consistent, and
respectful communication among all stakeholders, including students, parents/guardians, staff,
the Board of Directors, and the wider community. This policy outlines the procedures and
expectations for communication within the school network, ensuring compliance with Indiana
state law. Staff should continue to refer to the Crisis Manual for detailed information.

l. Guiding Principles:

Transparency: Information will be shared openly and honestly, within the bounds of
student and staff privacy and legal requirements.

Timely: Information will be shared in a timely manner to ensure consistent, respectful,
and effective communication.

Respect: All communication will be professional, courteous, and considerate of
individual perspectives.

Efficiency: Communication channels will be utilized effectively to ensure timely and
relevant information sharing.

Accuracy: All information disseminated will be factual and verified to the best of our
ability.

Confidentiality: Sensitive information will be handled with discretion and in accordance
with applicable privacy laws (e.g., FERPA, HIPAA).

Compliance: This policy adheres to all relevant Indiana state laws regarding
communication in public schools, including but not limited to IC 20-26-5 (Parental Access
to Records), IC 20-26-14 (School Safety), and IC 5-14-3 (Public Records Law).

Il. Communication Channels:

The Network will utilize a variety of communication channels to reach different audiences and
for different purposes. These may include, but are not limited to:

School Website: Official school announcements, policies, calendars, staff directory, and
general information.

Email/Teams: Formal communication between staff, parents/guardians, and
administrators. Staff will use their official school email addresses for school-related
communication.

Phone Calls: Direct communication for urgent matters or when a personal touch is
needed.

Written Notices/Letters: Formal announcements, permission slips, and other important
documents sent home with students or mailed directly.
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e Student Information System (SIS): Platforms for sharing grades, attendance,
assignments, and direct messaging between teachers and parents/guardians.

e Learning Management Systems (LMS): Online platforms for curriculum, assignments,
and communication within specific classes.

e Social Media (Optional): For sharing school news, events, and celebrating
achievements, adhering to separate social media guidelines.

e Parent-Teacher Conferences: Scheduled opportunities for in-person communication
regarding student progress.

e School Newsletters: Periodic updates on school events, achievements, and important
information.

e Emergency Notification System: Automated system for disseminating urgent
information via phone, email, and/or text message.

lll. Communication Protocols:
A. Routine Communication:

e Teachers, Counselors, and Deans:

o  Will communicate regularly with parents/guardians regarding student progress,
assignments, and classroom activities through the SIS, email, phone calls, or
written notes.

o  Will respond to parent/guardian inquiries in a timely manner (typically within
24-48 business hours).

o  Will communicate with building administrators regarding student concerns,
disciplinary issues, and any situations requiring administrative support.

e Building Administrators (Principal, Assistant Principal):

o  Will communicate school-wide announcements, policy updates, and important
events through the school website, email, newsletters, and other appropriate
channels.

o Will serve as the primary point of contact for parents/guardians regarding
school-wide issues, disciplinary matters, and complex student concerns.

o  Will communicate regularly with the Superintendent and Assistant
Superintendent regarding school operations, student performance, and any
significant issues.

e Directors, Administrators & Other Hiring Managers (defined as members of the
Combined Leadership Team)

o  Will communicate with HR to confirm start date and appropriate timing for the
announcement.

o  Will communicate a welcome message to the team and relevant stakeholders,
including the new hire’s name, role, start date, and background.

o  Will communicate any staff resignations or departures to HR immediately.
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o  Will communicate a brief, respectful announcement acknowledging the
employee’s contributions and last working day, in collaboration with HR.

o  Will communicate at an appropriate time and with respect for the employee’s
privacy and preferences.

o Will communicate staffing changes in a manner consistent with organizational
communication policies.

o Will communicate in coordination with HR or Communications when broader
distribution or sensitive handling is needed.

Superintendent:
o Will communicate with the Board of Directors, CEO, staff, parents/guardians, and

the wider community on matters of strategic importance, policy changes, and
overall Network performance.

o Will oversee all internal and external communication efforts of the school.

Assistant Superintendent:

o  Will support the Superintendent in overseeing communication efforts and may be
responsible for specific areas of communication (e.g., community relations,
curriculum updates).

o  Will communicate with building administrators and staff as directed by the
Superintendent.

Human Resources:

o  Will communicate with staff regarding employment matters, benefits, policies,
and other matters of importance.

o Will serve as the point of contact for personnel-related inquiries and concerns.

B. Emergency Communication: (Refer to Crisis Manual for detailed information & instructions)

In the event of an emergency, the following protocols will be followed:

1.

Immediate Response: Staff will prioritize the safety and well-being of students and
themselves according to established emergency procedures (e.g., lockdown, evacuation,
shelter-in-place).

Internal Notification: Building administrators will be immediately notified of the
emergency situation. They will assess the situation and initiate internal communication
protocols as necessary.

Notification to the Central Office: Building administrators or designee shall
immediately notify emergency services (if needed) and the Superintendent or Assistant
Superintendent. The Chief Marketing Officer will be notified to begin the planning of
information dissemination.

Emergency Notification System Activation: The Chief Marketing Officer will work with
his/her team to activate the school's emergency notification system to inform
parents/guardians of the situation and any necessary actions.
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Information Dissemination: Updates will be provided to parents/guardians when time
allows, through the emergency notification system, school website, and potentially other
channels as the situation evolves. Information will be factual and concise, focusing on
safety and essential instructions.

Communication with Authorities: Building administrators or the Superintendent will
communicate with law enforcement, fire department, and other emergency responders
as required.

Post-Emergency Communication: Following an emergency, the school will provide
follow-up communication to parents/guardians and staff, including information about
support services and any necessary adjustments to school operations.

Specific Emergency Examples: (Refer to Crisis Manual)

Intruder: Lockdown procedures will be initiated immediately. Internal communication will
focus on securing students and staff. External communication will inform
parents/guardians of the lockdown and provide updates as directed by law enforcement.
Bomb Threat: Evacuation procedures will be initiated. Internal communication will focus
on ensuring safe evacuation and following established protocols. External
communication will inform parents/guardians of the situation and the location for
potential reunification, as directed by authorities.

Medical Emergency: Immediate medical assistance will be provided. Parents/guardians
will be contacted as soon as possible.

Severe Weather: Decisions regarding school closures or delays will be communicated
through the emergency notification system, school website, and local media outlets as
early as possible. These decisions will be made by the Superintendent or the Assistant
Superintendent.

C. Personnel-Related Issues:

Communication regarding personnel-related issues will adhere to strict confidentiality and legal
requirements.

1.

Employee Concerns: Employees with concerns or grievances should first attempt to
resolve the issue with their immediate supervisor. If the issue is not resolved, they may
follow the established grievance procedures outlined in the employee handbook.
Disciplinary Actions: Communication regarding employee disciplinary actions will be
handled privately and in accordance with school policy and legal requirements by the
building administrator and/or Human Resources.



"\l\ CAREER
ACADEMY
NETWORK

OF PUBLIC SCHOOLS

3. Parent/Guardian Concerns about Staff: Parents/guardians with concerns about a staff
member should first contact the staff member directly to attempt to resolve the issue. If
the concern remains unresolved, they should contact the building administrator. The
building administrator will investigate the concern and communicate with the
parent/guardian regarding the outcome, while respecting the privacy of the employee.

4. Confidentiality: Information regarding personnel matters will only be shared on a
need-to-know basis and in accordance with applicable privacy laws.

IV. Communication Flowchart and Emergency Contacts:

(Please see the flowchart below. Due to the limitations of text-based communication, the
flowchart is described in detail.)

Starting Point: An Incident or Communication Need Arises
Level 1: Immediate Response (for emergencies)

e If Emergency (Intruder, Medical, Fire, etc.): Any Staff Member -> Follow established
emergency protocols -> Immediately notify Building Administrator.

e If Routine Communication Need (Classroom Issue, General Inquiry): Student/Parent
-> Teacher -> Building Administrator (if unresolved).

e If Personnel Concern: Employee -> Immediate Supervisor -> Human Resources (if
unresolved).

Level 2: Building Level

e Building Administrator (Principal/Assistant Principal):

o Emergency: Assesses situation -> Activates Emergency Notification System ->
Communicates with Superintendent and Assistant Superintendent -> Coordinates
with Emergency Responders.

o Routine Communication: Addresses parent/guardian concerns ->
Communicates school-wide information -> Communicates with Superintendent
and Assistant Superintendent as needed.

o Personnel Concern (Initial): Addresses concerns -> Involves Human
Resources as necessary.

Level 3: District Level

e Superintendent:
o Emergency: Oversees overall response -> Communicates with Board of
Directors, CEO, and potentially media (in coordination with the Chief Marketing
Officer).
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o Routine Communication: Communicates strategic information, policy changes,
and overall school performance to all stakeholders.
o Personnel Concern (Escalated): Oversees resolution of complex personnel
issues in collaboration with Human Resources.
e Assistant Superintendent:
o Emergency: Supports Superintendent in emergency response and
communication efforts.
o Routine Communication: Supports Superintendent in communication initiatives,
may oversee specific areas.
e Human Resources:
o Emergency: Provides support related to personnel safety and well-being.
o Routine Communication: Communicates personnel policies, benefits, and
professional development.
o Personnel Concern: Primary point of contact for employee relations,
grievances, and disciplinary actions.

Emergency Contact Information:

Superintendent: Dr. Candy Van Buskirk

Assistant Superintendent: Dr. Nathan Boyd

Superintendent Designee: Dr. Jim Thorne

Chief Marketing Officer: Vincent Liew

Career Academy High School Building Administrator: Nick Garstka
Network Director of Athletics - Geriann Druyos

Career Academy Middle School Building Administrator: Maria Reilly
The Portage School of Leaders Building Administrator: Dr. Andrew Hoyt
Success Academy Building Administrator: Sybil Snyder

Boys & Girls Club Site Director (SASB) - Dannie Navas Gonolez
Success Academy at Boys & Girls Club Building Administrator: Rhonda Myers
Boys & Girls Club Site Director (SABGC) - Ashley Person

Human Resources: Jane Schlichter

V. Social Media Guidelines (If Applicable):

If the school utilizes social media platforms, separate guidelines will be established to ensure
responsible and professional use. Please see the Staff Handbook for additional information.
These guidelines will address topics such as:

e Appropriate content and language.
e Protection of student privacy (no posting of identifiable student information without
explicit consent).
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e Representing the school in a positive and professional manner.
e Responding to comments and inquiries

VI. Policy Review and Updates:

This communication policy will be reviewed annually and updated as needed to ensure its
effectiveness and compliance with Indiana state law and best practices. Any significant changes
to the policy will be communicated to all stakeholders.

VIl. Compliance with Indiana State Law:

This policy is intended to be compliant with all relevant Indiana state laws regarding
communication in public charter schools. The school will regularly review and update this policy
to reflect any changes in state law.

By adhering to this Communications Policy, Career Academy Network of Public Schools aims to
create a positive and well-informed school community where effective communication supports
student success and a safe learning environment.

Communication Plans for Buildings and Directors

Superintendent's Office

Assistant Superintendent- Operations Success Academy South Bend
CTE Success Academy at B&G club
Technology Career Academy Middle School
Operations/Facilities Career Academy High School

Human Resources The Portage School of Leaders

Athletic Department

Student Services

Curriculum and Assessment

Busin ffi

Health Services
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