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General Guidelines for All School Messenger Voice Messages:

All School Messenger voice messages must use a human voice. Computer generated
messages should not be used as they are difficult to understand and cannot be

translated.

All School Messenger voice messages must include only essential information. For
example:

o attendance notifications;

o school emergencies; or

o bus cancellations.

The following procedures outline the use of this service by the Division:
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https://bsdstorage.blob.core.windows.net/docs/47d613f3-3b91-4025-910c-007c51879dcc_Policy%201%20-%20Vision,%20Values%20and%20Mission.pdf
https://bsdstorage.blob.core.windows.net/docs/346c0fb6-d7e3-4034-b5fb-ee97db566f52_Policy%202%20-%20Board%20Governance%20Model%20and%20Process.pdf
https://bsdstorage.blob.core.windows.net/docs/47af95b2-f401-49ff-88cd-7445ad41ce38_Policy%204%20-%20Role%20and%20Responsibilities%20of%20the%20Board.pdf
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https://bsdstorage.blob.core.windows.net/media/Default/medialib/2010-communications.7d20b011572.pdf
https://bsdstorage.blob.core.windows.net/media/Default/medialib/6055-student-attendance.a107dd11666.pdf

DivisioN WIDE SERVICE
REQUEST FROM:
Board of Trustees

Senior
Administration

School Request

PROCEDURE

Board of Trustees approves
request for Divisional
message;

Board of Trustees outlines
specific details of the
message;

Board of Trustees outlines
target demographics; and

Board of Trustees outlines
language(s) to be used in
the message.

Senior Administration
approves request for
Divisional message;

Senior Administration
outlines specific details of
the message;

Senior Administration
outlines target
demographics; and
Senior Administration
outlines language(s) to be
used in the message.

School Leader emails the
Assistant Superintendent
with the request;

The request must include:
o details of the request;
o the proposed message,;

o target audience of the
message; and

o language(s) to be used
in the message.
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ROLE/RESPONSIBILITY
/APPROVAL
Communications
Coordinator informs
Superintendent/CEO of
the message; and

¢ Communications
Coordinator creates the
message based on
request from the Board
Chair.

e Final approval must be
obtained from the
Superintendent/CEO or
designate.

e Communications
Coordinator creates the
message based on
request from Senior
Administration

¢ Final approval must be
obtained from the
Superintendent/CEO or
designate

e Communications
Coordinator creates the
message based on
request from Assistant
Superintendent

e Final approval must be
obtained from the
Superintendent/CEO or
designate
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SCHOOL-BASED ROLE/RESPONSIBILITY
PROCEDURE
SERVICE /APPROVAL
Attendance School Messenger attendance messages will be sent based on
the Student Attendance Administrative Procedure.
Bus Cancellation School Messenger transportation messages will be sent based
on the Cancellation of School Bus Service Administrative
Procedure.
e Bus cancellation calls may | e Supervisor of
occur before 7 a.m. Transportation obtains
e Bus cancellation calls may approval of the School
be issued more than once Messenger message
per day. from the Director of
Facilities &

. Bus cancellation calls will Transportation; and
include school closure

information. e Supervisor of
Transportation or

designate will initiate the
School Messenger
message.

General Guidelines for All School Messenger Email and Text Messages:

The email/text option in School Messenger allows the school to send an email or text
message to all associated guardian contacts who have an email address in our
student information database. The email and text message option in School
Messenger allows users to unsubscribe to the service. Users may choose to opt out
of this service at any time.

Examples of different uses for this service are:

. Newsletters; and
. School Announcements.
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The following procedures outline the use of this service by Division Schools.

SCHOOL-BASED

PROCEDURE

Request is made to the

e The request must include:

details of the request;
the proposed message;

SERVICE
Newsletters, school | e
announcements, School Leader;
etc.
@)
@)
@)

target audience of the
message; and
language(s) to be used
in the message.

Post-Service Division and School Requirements

ROLE/RESPONSIBILITY
{APPROVAL

e Administrative Assistant

or School Messenger
Administrator for the
school obtains approval
of the message from the
School Leader; and

Administrative Assistant
or School Messenger
Administrator generates
the message.

Brandon School Division’s Communications Coordinator, School Leaders/Office Staff
and Transportation Staff are expected to regularly review the system broadcast
reports to ensure that messages are completing successfully, and make necessary
changes to minimize non-contact calls.
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