Internal Communication Checklist

Use the following checklist to assess the school’s current level of safety related to the development of your EOP.  If an element is in place, check YES.  If changes need to be made, check IMPROVE. If the element is not in place, check NO.  If the school plans to implement this missing element, check IMPLEMENT. In some cases, an element may be not applicable (N/A) to your school.
Checklist Element 



    Yes 

  No 

N/A 
            Implement 

     Improve

	1.The school has a working two-way intercom system that is maintained.


	
	
	
	
	

	2. The intercom extends to all classrooms and areas used by staff and students.


	
	
	
	
	

	3. The intercom system uses phones or emergency call buttons as a backup.


	
	
	
	
	

	4. All administrative staff uses walkie-talkies.


	
	
	
	
	

	5. Other staff also uses walkie-talkies.

List:

_______________________________

_______________________________

_______________________________


	
	
	
	
	

	6. Other means of communication are available among staff such as pagers, cell phones, etc. Specify:

_______________________________

_______________________________

_______________________________
	
	
	
	
	

	7. Multiple phone lines provide alternative

methods of communicating out of the school. Describe:

_______________________________

_______________________________


	
	
	
	
	


This checklist was modified from School Safety Assessment Protocol, Virginia Department of Education (www.sedl.org/secac/pdfs/safetyassessment.pdf)
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