
APPENDIX E 
ROLE OF SECRETARIAL STAFF 

 
All building personnel are affected during a crisis or grief event.   Therefore, it is 
important to inform secretarial staff of their role in dealing with this crisis. 
 
STEP #1 – A secretarial staff representative should attend the mandatory staff meeting 
to be informed of the crisis and the plans for the day. 
 
STEP #2 – Secretarial staff should review procedures for handling requests or calls from 
parents, news media, and others. 
 
RESPONSE: 
 “Hello, Brandon Valley School District.  How may I help you? Questions 
concerning ____________ are referred to the superintendent’s office at 582-2049.  
Brandon Valley School District thanks you for your concern.” 
 
***Make sure you know to whom you are talking.  If call is concerning Crisis refer caller 
to Superintendent.  If you are not sure how to handle a call or caller, refer to the 
principal. 
 
STEP #3 – The guidance (or appropriate) secretary should free guidance staff 
schedules for the day.  Some counselors may direct the secretary to clear their 
schedules for several days, so they can best respond to the situation. 
 
STEP #4 – Secretarial support staff should refer any students they are concerned about 
to the crisis management team leader. 
 
 


