
Office of the Superintendent of Schools 

MONTGOMERY COUNTY PUBLIC SCHOOLS 

Rockville, Maryland 

 

October 23, 2019 

 

MEMORANDUM 

 

To:  Members of the Board of Education 

 

From:  Jack R. Smith, Superintendent of Schools 

 

Subject: Communication and Stakeholder Engagement Committee (CSEC-09-17-19-01-A, 

CSEC-09-17-19-01-B, CSEC-09-17-19-01-C, and CESC-09-17-19-01-D) 

  

 

During the State of Communication and Community Engagement discussion, Board members 

requested the following:  

 

Question A 

 

Board members requested the results of the 2018 communications survey.   

 

Response 

 

A summary of the English communication survey and the translated Amharic, Chinese, French, 

Korean, Spanish, and Vietnamese surveys is attached for your reference (Attachment A).  

 

Question B 

 

Board members requested a copy of the guidance information that principals receive regarding 

crisis communications. 

 

Response 

 

The July 2016 Office of School Support and Improvement Serious Reporting Information  

and July 26, 2018, memorandum, Emergency Preparedness Reminders and Expectations,  

are attached for your reference (Attachment B). Additionally, staff in the Office  

of Communications annually conducts in-person media training for new principals that includes 

guidance regarding crisis communications. 

 

Question C 

 

Mrs. Smondrowski requested the number of participants that attended the Safety and Security 

Community Conversations.   
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Response 

 

Five conversations concerning school safety and security were held between February 21  

and March 26, 2019. A total of 110 RSVP acknowledgements were received for the 5 events.                

Official attendance was not taken at any of the five conversations. However, Montgomery County 

Public Schools (MCPS) staff who attended and supported the conversations estimated that no more 

than 25 individuals attended any of the five conversations. In addition, staff stated that only  

two individuals attended the final event. 

 

Question D 

 

Board members requested a count of those who rode the buses for the Back-to-school Fair that 

was held on August 24, 2019. 

 

Response 

 

A total of 114 individuals rode the buses that MCPS offered to the Back-to-School Fair.                    

Shuttle stops were located at Paint Branch High School (35 riders), John F. Kennedy High School 

(12 riders), Northwest High School (20 riders), Albert Einstein High School (there were no riders; 

the bus operator was released early), Watkins Mill High School (15 riders), Montgomery Blair 

High School (20 riders), and Carver Educational Services Center (12 riders). 

 

If you have any questions, please contact Mr. Derek G. Turner, chief of communications, Office 

of Communications, at 240-740-2837. 

 

JRS:DGT:HRJ:fmy 

 

Attachments 

 

Copy to: 

    Executive Staff 

    Mrs. Williams 

    Ms. Webb 

 

 

 

 



Attachment A 

2018 Communication Survey Overview 

 

Executive Summary 

 

In the fall of 2018, the Office of Communications distributed a communication survey to determine 

how Montgomery County Public Schools parents, staff and community members consume 

information, and to learn how MCPS can continue to improve communication with all 

stakeholders. The survey was translated into Amharic, Chinese, French, Korean, Spanish  

and Vietnamese, and distributed across multiple platforms. 

The Office of Communications received 18 responses in Amharic, 60 responses in Chinese,  

394 responses in English, 24 responses in French, 13 responses in Korean, 726 responses  

in Spanish, and 10 in Vietnamese, with a total of 1,245 respondents. Some key takeaways from  

all survey responses are as follows: 

 Parents prefer email as a primary means of communication for general news, and text 

messages for emergencies 

 Parents would prefer that MCPS limit the number of platforms they need to visit to stay 

up-to-date, and streamline communications  

 Parents would like to choose the language in which they receive information  

 Types of news most important to MCPS’ audience are: calendar reminders; school closures 

and delays; school-specific information; information about academic programs;  

and information about school or district events 

Many respondents, particularly speakers of other languages, indicated that they use the social 

media platform Google+. Google shut down that platform in early 2019 due to low usage and 

because it had two significant data leaks that may have exposed millions of users’ personal 

information to outside developers. 

 

Amharic Responses 

All respondents were MCPS parents. They primarily receive their MCPS news via email from 

their schools and the district. Types of news most important to them are: calendar reminders; 

school closures and delays; information specific to their school; information about academic 

programs; school and district events; and updates to policies and procedures. 

Respondents primarily use the social media platforms Google+, YouTube and Facebook.  

The majority of respondents did not follow MCPS on any social media platforms. 

Respondents would prefer to receive news and information from MCPS via email from their 

school, and email from the district. 
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Chinese Responses 

Respondents were primarily MCPS parents. Respondents primarily receive their MCPS news  

via email from their schools and the district, the MCPS website, and QuickNotes, a newsletter that 

is available in Chinese. Types of news most important to them are: calendar reminders; school 

closures and delays; information specific to their school; information about academic programs; 

school and district events; updates to policies and procedures; and Board of Education news. 

Respondents primarily use the social media platforms Google+, YouTube and Facebook.  

The majority of respondents did not follow MCPS on any social media platforms. 

Respondents would prefer to receive news and information from MCPS via email from their 

school, email from the district, their school website and text message. 

 

English Responses 

The majority of respondents were parents; however, employees, community members and students 

also completed the survey. Respondents primarily receive their MCPS news via email from their 

schools, the MCPS website, individual school websites, the QuickNotes newsletter, and email from 

the district. Types of news most important to them are: calendar reminders; school closures  

and delays; information specific to their school; information about academic programs; school  

and district events; and updates to policies and procedures. 

Respondents primarily use the social media platforms Facebook, Twitter and Instagram. However, 

half of respondents did not follow MCPS on social media platforms. Respondents who followed 

MCPS on social media did so on Twitter and Facebook.  

Respondents would prefer to receive news and information from MCPS via email from their 

school, email from the district, text message and their school website. 

 

French Responses 

The majority of respondents were parents. Respondents primarily receive their MCPS news via 

the MCPS website, the QuickNotes newsletter in French, email from their school and their school 

website. Types of news most important to them are: calendar reminders; school closures and 

delays; information specific to their school; information about academic programs; school and 

district events; and Board of Education news. 

Respondents primarily use the social media platforms Google+, Facebook and YouTube.  

The majority of respondents did not follow MCPS on social media platforms. 

Respondents would prefer to receive news and information from MCPS via email from their 

school, text message, email from the district and their school website. 
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Korean Responses 

The majority of respondents were parents. Respondents primarily receive their MCPS news  

via QuickNotes in Korean, email from the district and email from their school. Types of news most 

important to them are: calendar reminders; school closures and delays; information specific to their 

school; and information about academic programs. 

Respondents primarily use the social media platforms YouTube and Facebook. The majority  

of respondents did not follow MCPS on social media platforms. 

Respondents would prefer to receive news and information from MCPS via email from their school 

and text message. 

 

Spanish Responses 

The majority of respondents were parents. Respondents primarily receive their MCPS news  

via email from their school, the MCPS website, PTA Listservs and QuickNotes in Spanish. Types 

of news most important to them are: calendar reminders; school closures and delays; information 

specific to their school; information about academic programs; school and district events;  

and Board of Education news. 

Respondents primarily use the social media platforms Facebook, Google+ and YouTube. 

Approximately 46 percent of respondents do not follow MCPS on social media platforms. Those 

that do primarily follow MCPS’ Facebook and Twitter accounts in Spanish. 

Respondents would prefer to receive news and information from MCPS via email from their 

school, text message, email from the district and their school website. 

 



Serious Incident Reporting Information 

Why do incidents need to be called in to the Office of School Support and Improvement (OSSI)? 
As OSSI is the main contact and support liaison to the schools and  where the principals’ supervisors are located, all 
incidents, accidents, outages, and serious matters of concern that may include some level of risk or harm to staff 

or students must be reported to OSSI.  This reporting of matters to OSSI also should include incidents that concern 
staff or students that could escalate to a community concern or elevated police or legal matter.   Serious incidents 

are broadcasted to the following offices so they are informed about our schools:  

 Department of Public Information and Web Services

 Department of School Safety and Security
 Office of the Chief Academic Officer

 Office of the Chief Operating Officer
 Office of the Chief Technology Officer

 Office of Communications
 Office of School Support and Improvement

 Office of Special Education and Student Services
 Office of the Superintendent of Schools

 Supervisor, Diversity Initiatives

 Systemwide Safety Programs

When to call OSSI? (via telephone, not e-mail, within one hour of the incident) 
 Anytime the police, fire department, and/or paramedics are called or are on an MCPS site

 Anytime the School Resource Officer (SRO) or Montgomery County Police is notified about an incident
 Confirmed contagious illnesses (Pertussis, Tuberculosis)

 Building evacuation/closure, as determined by the Chief Operating Officer, due to problems in the building
(or possibility of a delayed opening/early dismissal)

 Bus accident (route # req.)  (Communication to parents/guardians of involved students by letter or phone

call)
 Car accident

 Incident of a sexual nature:
o Student-to-Student incident:  School must notify OSSI and the supervisor of Diversity Initiatives

(Dr. Gregory E. Bell and/or his assistant Ms. Ella M. Jennings)
o Adult-to-Student incident:  School must notify Child Protective Services, OSSI, and the Office of

Human Resources and Development
 Incident relating to hate/violence (school also must notify the supervisor of Diversity Initiatives)

 Loss of power, water, or phone lines (school also must contact MCPS maintenance and power/water company 
to  report problem, check when repair will be made, and obtain estimated restoration time) 

 Missing student; left building without permission or did not make it to school or home from school

 Shelter/Lockdown/Evacuation (letter must go home and the communication must be approved by the Public
Information Office and director of school support and improvement (DSSI) before sending)

 Student has a weapon at school or on bus.  (If bus, letter goes home only to parents/guardians of students
from that bus.)

 Death of a student or staff member
 Suspension/10 days with a recommendation for expulsion

 When in doubt, call OSSI (also see MCPS Policy JHC, Child Abuse and Neglect)

  Attachment B



 

What information does OSSI need to create a report?   
 Date and time of incident 

 Location of incident 

 Parties involved: student’s grade and gender 
 Parties notified: health tech/school nurse, the individual’s family, and/or security, police/paramedics 

(Specify 911 or non-emergency phone call)  
 Description of incident 

 Disciplinary actions for offender(s), if applicable (manifestation meeting?). 
 Was the individual taken to the hospital? If so, which hospital?  If the individual is a student, what is the 

name of the staff member that accompanied the student to the hospital? Was a family member notified?   
 If an investigation is ongoing, we need to specify that on the report.  Please call OSSI with any updates 

ASAP.   

 
Serious Incident Reminders: 

 Please call OSSI within 1 hour of the incident even if it is only to give a “heads up.”  Please do not wait 
until the end of the day to call in an incident. Once you have follow-up information, please call OSSI with an 

update.  If someone on your OSSI team is not available when you call, anyone else in OSSI can take the 
report.  OSSI is open 7:00 a.m.–5:00 p.m.   

Please note:  If it becomes necessary for OSSI to generate a memo to the Board of Education, it is 
imperative that information reported is done in a timely manner and is factual and accurate.  If there is a 

death of a student, please verify if there are any surviving siblings who attend an MCPS school. 
 

 If a letter or Connect-ED message must go home to inform parents of a situation that occurred, please send 

the draft to the DSSI and copy their administrative secretary.  If a message is going out to the community, 
please send the draft to Mr. Derek G. Turner, director, Department of Public Information and Web Services, 

for approval (copying his assistant, Ms. Felicia M. Yorro, and your OSSI team—DSSI and administrative 
secretary).  Once approved, please send a signed copy to OSSI for their records. 

 

 Schools are required to update all applicable tabs in the Serious Incident database within 24–48 hours 
with the exception of the ‘Synopsis’ tab.  Please do not make any updates to the ‘Synopsis’ tab. 
 

 
 

 
 Please designate a primary and back-up staff member responsible for updating the serious incidents for 

your school and notify OSSI who they are.  We recommend that the administrative secretary be assigned 

this role.  
 

 If a critical incident takes place before or after OSSI office hours, contact your DSSI on his/her cell 
phone immediately.   If you cannot reach your DSSI, contact your associate superintendent. 

 





http://www.montgomeryschoolsmd.org/departments/forms/detail.aspx?formID=1528&formNumber=236-3&catID=1&subCatId=33
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