HOONAH CITY SCHOOL DISTRICT

SOP No. 1

DISTRICT COMMUNICATIONS

1. PURPOSE: To establish uniform procedures for district communications.

2, AUTHORITY: Superintendent

3. RESPONSIBILITY: All employees
4, PROCEDURES: The following are procedures for district communications:
a. The Hoonah City School District website will be the repository of all District

documents, instructions, guidelines, and procedures.

Employees are required to check their email at least once each day and to
immediately acknowledge receipt as appropriate. If one is not able to comply
with an email request at the time requested, then the email recipient shall
communicate such and to collaboratively determine a response date.

Employees are required to respond to telephone inquiries as soon as possible,
but no later than 24 hours after receipt of a telephone call.

Employees who are out of the office are required to initiate an email auto-
reply offering another HCSD employee as a contact. They are also required to
place a similar message on their telephone when out of the office; or they may
forward their phone as appropriate.
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