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Aim and objectives: 
The aim & objectives of this policy are as follows: 

• To establish clarity on roles of different staff members for disseminating urgent information to 
parents during emergencies. 

• To ensure clear communication is shared with the parents during emergencies as soon as possible to 
advise on next steps. 

 
Where and to whom the policy applies: 
Under emergency circumstances where the regular functionality of the school cannot happen, there needs 
to be a clear system to define clarity on roles of staff members for sharing communication with parents 
and all relevant members. In emergency situation, the key staff members responsible must take the 
required actions immediately. 
• HSE Team to communicate promptly and keep HSE Team updated about the emergency /any info 

available from GEMS School or other reliable sources. 
• Principal to seek approval for actions taken and communication to be made from GEMS SSC, either 

EVP Education or Emergency Response Team- SSC 
• Email/SMS draft- by Principal/Vice Principal. 
• SMS & update on school website as a ribbon alert- IT Team to all parents 
• Letter uploaded on Phoenix- Secretaries  
• Update on school social media- handles PRE 
• Informing all staff- Vice Principal  
• Informing other people like LAB members, GEMS staff/outside agencies/any appointments – 

Executive Secretary. 
• All staff must ensure they inform the relevant person if they have any scheduled appointments. 
• If it’s very late in the night, immediately SMS, uploading information on Phoenix & update on School 

website must be sent to all concerned people & parents ASAP.  
However, information on social media, can be posted the next early morning. 

• Please note that no staff is permitted to communicate with any parent/GEMS Support Centre or any 
other outside agency/ media during emergencies without prior approval of the Principal. 

• Staff must not take video/photos of any emergency situation and must also ensure that 
students/parents/visitors/ other staff are not taking any photos/videos. They must professionally 
make the concerned people aware of not taking any such coverage and/or sharing/posting it 
anywhere as a violation of UAE rules as well as GEMS/School’s expectations. 

 
This policy is implemented with immediate effect. It will be renewed annually. 
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