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PURPOSE

The following guidelines are required for all external and internal communications that are created for an
audience that extends beyond a specific classroom. Standardization on the tone, language and aesthetic of all
communications is necessary to ensure that LCS consistently communicates our vision and values well, and that
the LCS story is well told in the community. The posture of all LCS communications should be aimed at
communicating professionalism, thoughtfulness, care and quality to audiences both inside and outside the
school.

SEE PROCEDURE 4102A: SCHOOL-WIDE COMMUNICATION & BRAND DIRECTION

1. AUTHORIZED SOCIAL MEDIA
(@) LCS maintains three official media accounts:
e Lightning Athletics Instagram account
e Langley Christian School Instagram account
e Langley Christian School Facebook account
(b) Other LCS media accounts are not authorized.

(c) Employees or volunteers can apply in writing to the Head Administration Office (Iwagner@mylcs.ca) for
permission to open new social media accounts.

(d) Staff are encouraged to forward photos, images and stories to the Head Administration Office to be
included in external communications. Staff have been designated to provide guidance, create and
collect media for promotions and external communications.

e Ralph Alvaro (Media & Marketing Manager)
e JP Cavalluzzo (Athletic Director — High)
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e Jon Keuhl (Athletic Director — Middle)
e Terry Neufeld (Athletic Director - Elementary)
e Reagan Davis (Summer Programs Coordinator)

e All administrators and administrative assistants

2. OFFICIAL WEBSITE
(@) LCS may maintain one official, authorized website

(b) Staff may not create their own sites or blogs without HOS approval, other than sites created within the
Google platform, Freshgrade etc. for specific, required educational purposes

() LCS website purpose and audience

2.c.1.  New family and student recruitment

2.c.2.  Donors and cultivation of generosity

2.c.3.  Cultivate alumni relationships

2.c.4.  Story-telling and celebrating the school in the wider community

2.c.5. Employee recruitment

2.c.6.  Provide succinct information about programs

2.c.7.  Administrators, administrative assistants and athletic directors to regularly contribute content

(d) Parent newsletters shall be regularly emailed to parents and caregivers by each campus-based
administration.

(e) HR policies, board policies and other policies shall be kept current and up-to-date on the website, with
the exception of internal administrative-use policies

3. STUDENT CREATED POSTERS AND PROMOTIONAL MATERIALS

(@) Any student created posters or promotional materials published or posted in the school should follow
brand guide specifications

(b) Students may not create and publish online content representing LCS without expressed consent of the
school principal

4. SCHOOL APPAREL

(@) Volunteers and other non-staff are not permitted to use the LCS logos on apparel without expressed
permission of the Head of Schools

(b) All school apparel and spirit wear proposals will be requested through the Development Office before
orders are placed to ensure consistency of look and quality
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(c) School staff or volunteers may not procure apparel from any vendor that is not approved by the
Development Office.

5. MEDIA REQUESTS AND SPOKESPERSON
(@) The Head of School is the only authorized media spokesperson for the school

(b) Athletic directors may contact media directly with sports-related content, but must notify Development
Office (lwagner@mylcs.ca)

(c) Coaches should verify with athletic directors before providing comment or content to media sources
(d) All media requests should be directed to the Head of School headofschools@langleychristian.com

(e) Any incidents that have impacts on other schools require consultation with local public districts media
officers and FISA before wider statements provided

() Inthe event of potentially controversial information requests, LCS will issue a media release and not
provide interviews

6. EMERGENCY COMMUNICATION
(@) Communicating in the event of a tragedy or death

6.a.1. In the event of tragedy or death in the community, staff may not share information internally or
externally without expressed consent of the next of kin, and consultation with a principal

6.a.2. Any media statements or release of information will seek consultation with outside agencies, the
RCMP, the family and/or the school VTRA team

(b) All emergency communication will be forwarded to the Head Administration Office for review before
publication.

7. COMMUNICATING IN CUSTODY DISPUTES

(@) LCS will provide information, including report cards or school communications, to both parents unless
directed otherwise by a valid, verified court order on file at the school

(b) Emails, notes from a lawyer, or other documents that are not hardcopy and stamped by a provincial
court, are not considered valid and therefore should not impact LCS communications with any parent

(c) LCS maintains strict neutrality in all disputes between parents and will be careful to avoid appearing
aligned with either in communication tone or actions

Reviewed: 10 2024
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