Warren Wilson College

Campus Communication Protocol

Introduction 

Warren Wilson College has a crisis communications plan in place that addresses “any event or situation that has a significant harmful impact on the Warren Wilson College community.” Examples of events and/or situations covered in the crisis communication plan are physical violence, major fires and serious accidents. The media relations director is responsible for implementing the crisis communications plan.

There is a range of other events and situations not classified as a crisis (according to the current crisis communication plan) that necessitates communication with the college community. Examples include off campus deaths, hospitalizations, off-campus fires, weather-related closings, institutional policy changes, security issues, etc. This document speaks to these non-crisis situations, events and campus issues as a complement to the regular, ongoing communication through All-l, the inside page, the external website, text alert, voice alert and Twitter. 

Operations

In order to ensure the response to the College community is timely, accurate and sensitive, the communications director will coordinate internal communications. If the situation grows in scope, it may be necessary to involve the public information director to handle media inquiries and/or implement the crisis communications plan. In many cases, the communications director will work closely with the dean of students, public safety director, facilities management and technical services (FMTS) director, building managers and other members of the campus community as necessary.

Confidentiality

By law, students and employees of the College have a right to privacy. In addition, there will be situations when a student/employee requests that information not be shared with the College community. In most cases it is best to get a community member’s permission to share sensitive information before doing so. However, there may be situations where disclosing personal information serves the best interest of the student/employee and/or campus community. For example, in an emergency situation when a person represents a clear and present danger to either himself/herself or others, it is legally acceptable to reveal confidential information about the student/employee to those with a right or need to know. 

Typical events and responses

The following is a list of typical non-crisis events/situations and their recommended responses. Messages to the campus community will be communicated via one or more of the following resources: All-l, Employee-l, Student-l, the Inside page, and the information line (258-4521).

Public Safety Report

A summary of campus incident reports handled by public safety will be published weekly on the inside page. The public safety director will send a summary of incident reports to the communications director each week. These summaries will state incidents organized by category. Names and specific personal information will not be disclosed. 

Death or hospitalization

The communications director will work with the dean of students and others to determine when a message to the campus is appropriate upon the death of a student. In the case of a staff member’s death, the communications director will coordinate with the staff member closest to the situation and release information when appropriate. Names will not be released without the consent of the family. If a student or staff member is hospitalized, the communications director will coordinate with the dean of students and other staff members to determine if an announcement is appropriate.  

False fire alarms

The public safety officer on duty will contact the communications director as soon as possible after a fire alarm. Fire alarms will be included in the weekly Public Safety Report. 

Institutional issues and policy changes

When institutional issues and policy changes arise, the appropriate staff member will work with the communications director to provide the campus community with updates. When institutional policies have been formalized, typically by a vote of the College’s board of trustees, the communications director will release a message to the campus relating the new policy. The communications director will consult with the College president when necessary. 

Off-campus situations

At times, events/situations occurring off-campus affect the campus community. The communications director will work with appropriate staff members to deem whether informing the campus community is necessary. 

Personnel changes

Though announcements may be released regarding changes in personnel, the details of these matters are generally not communicated to the campus community. To do so infringes upon privacy rights and potentially violate state and/or federal laws. 

Power outages

In the case of extended power outages, the communications director will work with the public safety director, FMTS director and other key staff members to develop a communications strategy. Unless telephone service is disrupted, the College’s information line will serve as the primary communications channel. If telephone service is interrupted, communication will be disseminated via word of mouth to building managers and RA/RDs who will post signage in their buildings. Bulletin boards in Gladfelter will also be used as a central source for information.

Public safety advisories

The communication director will work with the public safety director and FMTS director to release advisories to the campus regarding safety issues. These issues may pertain to campus buildings and infrastructure, weather-related dangers, or personal/property safety.          

Weather-related announcements

The communication director will release weather-related announcements to the campus community if the severity causes the cancellation or delay of classes/work, major road closures, and the like. The public information director will contact local news media regarding weather-related announcements.
