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Overview 
 
SchoolMessenger is an automated communications system that allows schools and the school district to 
send important messages to parents and employees quickly and efficiently. The system is utilized to 
complement existing messaging to parents and employees. It should not be used as the sole means to 
communicate information. Miami-Dade County Public Schools (M-DCPS) began using SchoolMessenger 
in August 2019. 
 
The Office of Communications, in collaboration with School Operations, developed these guidelines to 
provide District and school-site staff with procedures and practical suggestions for appropriate and 
effective use of the SchoolMessenger system to provide important information to parents and employees. 
 
 
Access to SchoolMessenger 
 
A maximum of three staff members at each school site will be provided access to SchoolMessenger – 
typically the principal, an assistant principal, and another staff member tasked with attendance 
monitoring. These three staff members are the only ones at a school designated to record and distribute 
SchoolMessenger messages to families of that school. The exception is the need to record messages in 
languages other than English; a principal may designate a staff member to record those messages on 
their behalf. 
 
When employees are transferred to another work location or leave the District’s employment, access to 
SchoolMessenger will be transferred upon request or altogether terminated. Please contact Ms. 
Annakrizia Rico, Communications Manager, Internal Communications, Office of Communications 
to report any new users, transfers, or departures. She can be reached via email at 
annakrizia@dadeschools.net.  
 
The Chief Communications Officer will manage access to SchoolMessenger by District-level staff. 
 
 
Message Types 
 
Using SchoolMessenger, the District and schools can send four types of messages: 
 
Attendance Attendance messages alert parents and guardians to student absences within one 

business day of the day of the absence. 
 

General General messages are sent to parents and staff to communicate important news 
and developments related to the District or a school and to provide information 
about upcoming events, meetings, etc. 
 

Survey Survey messages allow recipients (using a telephone keypad if sent via voice call 
or multiple choice if sent via email) to RSVP for school events or to provide input 
on school issues. For example, recipients could respond to a survey call on 
mandatory school uniforms. 
 
SchoolMessenger survey message results reports offer graphs and statistics to 
easily record majority replies.  
 

 

mailto:annakrizia@dadeschools.net
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Emergency Emergency messages include, but are not limited to, weather-related emergencies 
and/or incidents that impact the health and safety of students and/or employees. 
Unlike the other three types of messages, emergency messages are sent by 
SchoolMessenger to up to four contacts per student. 
 
The District will send emergency messages that pertain to the entire District or a 
significant percentage of schools (for example, an entire Region or area). 
 
In the case of an emergency at an individual school, the Principal should consult with 
the Region Superintendent and/or School Operations to determine the desirability of 
sending an emergency message. In some cases, emergency messages will be 
initiated at the District level. As a general rule of thumb, the clearer and more 
reassuring the information we can provide parents in a stressful situation, the better. 
Please see the Crisis Messaging Guide for emergency message templates. 
 
One advantage of emergency messages is the ability to communicate directly with 
parents about an emergency, which may still be underway at the time the message 
is sent, without having to rely on the media. A school may be able to allay fears and 
minimize unnecessary concerns in this way. 
 
Keep in mind that parents’ first question will be about the safety and well-being of 
their own children. The script for any emergency message must keep this in mind by 
providing the most complete information available that can be conveyed by 
telephone and by addressing typical issues such as special dismissal plans.  
 
Example: A school must go into lockdown just before dismissal because an outsider 
is being sought by police. Hearing the report over their police scanners, television 
stations send crews to the school and begin live reports. Using SchoolMessenger, 
parents can be contacted to let them know students are safe in secured classrooms 
and will be dismissed as soon as is practicable, then follow up with a second 
telephone call when dismissal begins. 

 
 
Mobile App and Resource Central 
 
SchoolMessenger provides users additional tools for convenience and efficiency. Among these are the 
Admin Sender app and numerous training videos in SchoolMessenger’s Resource Central. 
 
The SchoolMessenger Admin Sender app allows users to 
send messages quickly and easily from anywhere using a 
smart phone. Setting up and using the app is simple. It is 
available from both the Apple iOS App Store and the 
Android Google Play Store. Searching for 
“SchoolMessenger” will pull up two apps. The one you want 
for this purpose is called SchoolMessenger Admin, with the 
orange icon. (The other is blue and is used for a different 
purpose). 
 
Resource Central is SchoolMessenger’s online space for 
quick help videos, more comprehensive training videos, 
webinars, and user help handbooks and manuals available free online to all M-DCPS SchoolMessenger 
users. The following are some of the helpful guides and videos available at Resource Central. 
 

• Getting Started Guide 
• SchoolMessenger Communicate New User Webinars 
• Admin Sender App User Guide – Android, iOS 

https://api.dadeschools.net/WMSFiles/268/Guides/Crisis%20Messaging%20Guide.pdf
https://resourcecentral.schoolmessenger.com/common/pages/DisplayFile.aspx?itemId=68599421&FileName=Getting_Started_Guide_11142019
https://www.schoolmessenger.com/training/communicate-webinars
https://resourcecentral.schoolmessenger.com/common/pages/DisplayFile.aspx?itemId=40090111&FileName=Admin_Sender_App_Guide-Android-05172017
https://resourcecentral.schoolmessenger.com/common/pages/DisplayFile.aspx?itemId=40090114&FileName=Admin_Sender_App_Guide-iOS-05172017
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• Creating an Automated Voice Call 
• Creating Recipient Lists Training Video 

 
For more SchoolMessenger user guides and videos, visit https://resourcecentral.schoolmessenger.com/ 
and click on the Communicate tab. 
 
 
Text Messages  
 
Text messaging allows you to communicate important information in a timely manner. It can be used for 
emergency messages, picture day and testing reminders, as well as time-sensitive notifications, and can 
be sent from the District or the individual school to parents. Please mind frequency when sending 
automated text messages. While text messages can be the quickest and most effective way to 
communicate information, they can also overwhelm parents and lose their sense of urgency if received 
too often.  
 
Accurate mobile phone numbers must be entered into the student database to take advantage of this 
valuable communication tool. Parents must opt-in to receive text messages. If a parent has not opted 
in, they must text ‘Y’ to 67587. If they do not, they will not be considered opted in and will miss out on 
timely notifications. To enter parent mobile phone numbers into the student database, follow these simple 
steps:  
 

1. On the Parent Information screen (PF8), enter parent/guardian last name, first name, relation, 
employment (if any).  

 
2. Under the Header TYPE, enter C and add the 10-digit cell phone number. 

 
 

 
 
 
Email Messages 
 
When you schedule a message, you have the option to send it to your contacts' email addresses in 
addition to sending it to their phones. The choice will appear during the message setup process. Simply 
select the email option. During the setup process, you will have the opportunity to create an email script 
that may or may not be the same as your phone script.  
 

https://resourcecentral.schoolmessenger.com/cms/one.aspx?portalId=207407&pageId=69005182
https://resourcecentral.schoolmessenger.com/cms/one.aspx?portalId=207407&pageId=69005176
https://resourcecentral.schoolmessenger.com/
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The email feature may be initiated on automated attendance notifications and emergency messages but 
must be done from the school site.  
 
This email option is available for general, attendance, and emergency messages and will appear to come 
from any email address you select.  
 
The title of your message will be the subject. Recipients will not be able to reply to the email. As stated 
above, recipients are directed to contact your school should they wish to be removed from the list, thus 
allowing you to maintain full control of your database.  
 
 
Message Frequency 
 
M-DCPS pays for SchoolMessenger on a per-student basis, not a per-call basis. While this arrangement, 
in theory, allows for an unlimited number of calls, the company that created SchoolMessenger has best-
practice research that should govern M-DCPS usage. 
 
Best practices recommend general and survey messages to the same group of contacts in a school be 
limited to two calls per month. Keep in mind that parents and employees also receive automated calls 
from the District and other schools their children attend. It is helpful to be selective in choosing the 
recipients of your message. Messages may be sent to specific groups or grade levels. However, you are 
permitted up to seven calls per month. 
 
No more than six districtwide community outreach or survey calls should be made in a school year. 
 
 
Message Length 
 
Voice call messages should not be longer than 60 seconds. If a message is longer than 60 seconds, a 
recipient is likely to lose interest and hang up. When left as a recorded message, an answering machine 
or voicemail system may cease recording after that length of time. Best practice suggests that messages 
of 30 to 45 seconds are optimal. This allows adequate time to record important points without losing the 
recipient’s attention. 
 
 
Message Delivery Times 
 
Because SchoolMessenger will make several attempts to deliver calls that initially meet busy signals or 
go unanswered, please schedule your calls to be delivered beginning in the afternoon, no later than 6 
p.m.; this allows for repeat attempts to be completed by 7 p.m. on the date of delivery. Users currently 
have access to SchoolMessenger from 6 a.m.-9 p.m. EST.   
 
 
Message Language Preferences 
 
Messages may be recorded in the three languages spoken by most M-DCPS families – English, Spanish, 
and Haitian-Creole. SchoolMessenger provides language delivery options based on the Home Language 
Survey information individually stored in the student database. The message setup procedure requires 
the designation of a language for each message; SchoolMessenger identifies the universe of possible 
families to which a message should be delivered based on the student database information. However, 
while the student database may list languages other than the three listed above, all other languages 
default to English messaging in the SchoolMessenger system.  
 
To comply with parents’ requests to receive automated (SchoolMessenger) messages in a specific 
language, the Office of Information Technology Services (ITS) has created a special field in the 
student database on the Parent Information screen called “Home Calling.” If a parent of your 

mailto:the%20school%20with%20a%20from%20address%20of%20email@blackboardconnect.com
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school wishes to receive automated messages in a language different from the language currently 
listed in the “Primary-Home” field, you may indicate the preferred calling language in the “Home 
Calling” field on the Parent Information screen in the student database. 
 

 
 
In general, each school should designate appropriate staff members to translate and/or record messages 
in languages other than English. If a school has no staff member capable of translating a script, the Office 
of Communications may be able to assist a school on a first-come, prioritized basis. Given the limited staff 
in the bureau and its focus on District- and Region-level translations, a school must do its utmost to 
translate a message before reaching out (for example, a school could provide a rough draft script in 
Spanish or Haitian-Creole, permitting the bureau’s translators simply to edit the script). Should you 
require this service, please complete a Translation Request Form and follow the instructions on the form 
for submission to the Office of Communications. Please allow at least ten (10) working days prior to the 
scheduled recording date. The earlier a message is submitted, the more likely it is that the Office of 
Communications will be able to translate it on a school’s behalf. 
 
 
Feedback Tools for Efficient Parent Communication 
 
After an automated message has been delivered, the school site user that scheduled the message will 
receive a report from SchoolMessenger detailing delivery results for the message. Among the results 
provided by SchoolMessenger is a list of contact details that effectively received the message, those who 
did not, and those who have blocked District messages. 
 
Voice Calls will list one of the following contact results for each message recipient: 
 

• Answered: The recipient has answered the call  
• Busy: The recipient was on another call when the automated message reached their number 
• Disconnect: The number provided has been disconnected and the recipient has not been 

reached 
• Duplicate: The recipient already received the message via another student with the same contact 

information 
• Machine: The recipient did not answer the call and the automated message has been saved as a 

recorded voicemail  
• No Answer: The recipient did not answer the call and the voicemail inbox is full or has not been 

set up; a voicemail recording was not saved 
 

https://api.dadeschools.net/WMSFiles/268/Guides/Translation%20Request%20Form.pdf
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Emails will list one of the following contact results for each message recipient: 
 

• Blocked: The recipient has blocked District emails 
• Delivered: The email message reached the recipient’s inbox 
• Duplicate: The recipient already received the message via another student with the same contact 

information 
• No Email: The recipient has not provided any email address for the student 
• No Email Sel: The recipient has at least one email listed for the student, but that email is not 

selected in DSIS to receive District messages 
• Opened: The recipient has opened the email immediately upon receiving it 
• Soft Bounced: The email address is not valid 

 
Text Messages will list one of the following contact results for each message recipient: 
 

• Duplicate: The recipient already received the message via another student with the same contact 
information  

• Failed to Send: The recipient may not be able to receive text messages at this contact; the 
number may be for a landline or may have been blocked or altogether disconnected 

• Ineligible to Send: The recipient has not opted in to receive texts from the District 
• Not Sent: The automated message has not completed all attempts to send to this recipient at the 

time the report was created  
• Sending: SchoolMessenger has not received confirmation that the recipient has received the 

message in their text message inbox 
• Sent: SchoolMessenger has received confirmation that the recipient has received the message in 

their text message inbox 
 
Schools should review incorrect contact details no less than once a month and contact families to obtain 
correct/up-to-date telephone numbers and emails for the District’s records. In addition, you will be 
contacted directly by the Office of Communications to update any incorrect phone numbers. If you are 
contacted by a community member who is not a parent of an M-DCPS student but is receiving 
SchoolMessenger calls and you are unable to identify the student assigned the number, contact Ms. 
Annakrizia Rico, Communications Manager, Internal Communications, via email at 
annakrizia@dadeschools.net. Please remember all SchoolMessenger corrections must be made at 
the school site via DSIS. 
 
 
Tips for Recording Messages 
 
Prepare 

• Know what you want to say. Make notes or bullets, practice, and then record the message. 
• Listen to your message after recording. Rerecord until you are comfortable with the message. 

 
Repeat Important Information 

• Repeat important information (e.g., time, date, and location of a meeting) at least twice during the 
message – at the beginning and the end of the message. 

 
Grab Their Attention 

• Let the recipient know immediately that the message contains important information from the 
school. 

• Begin the message with, “Hello, this is (principal’s name), principal of (school name) with an 
important message for you.”  

 
Be Yourself 

• Say it like you are speaking to a parent across the table. 
• Think about tone, inflection, emphasis, and enunciation, but most importantly, be natural. 

mailto:annakrizia@dadeschools.net
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Sample Messages 
 
Throughout the school year, the Office of Communications will be in contact with Principals to offer 
suggestions on possible messages to be sent to parents. These recommendations will be sent via 
Weekly Briefings or posted on the SchoolMessenger platform as a systemwide alert in a red box at the 
top of each user’s dashboard. For emergency message templates, please refer to the Crisis Messaging 
Guide. Below is an initial set of non-emergency examples: 
 

Start of School 
 

Hello, this is (principal’s name), principal of (school name), with an important message for you. I 
am calling to welcome you and your child to an exciting new school year. We look forward to the 
first day of school on (first day of school). The faculty and staff are excited about the year ahead 
and partnering with you to help provide a quality education for your child. We look forward to 
seeing you on (first day of school). In the interim, please feel free to call us at (000) 000-0000.  

 
Open House 
 

Hello, this is (principal’s name), principal of (school name), with an important message for you. I 
am calling to invite you to our open house on (day and date), at (time). This will be a great 
opportunity for you to visit your child’s classroom and meet their teachers. We hope that you will 
make plans to join us. We look forward to seeing you on (day and date) at (time) for our open 
house. For more information, please call the school at (school phone).  

 
Fundraiser 
 

Hello, this is (principal’s name), principal of (school name). I am calling to inform you of a school-
wide fundraiser we are sponsoring. It is called (name of fundraiser). We hope to use the proceeds 
to (purpose of fundraiser). On (day/date) your child will bring home information about the 
fundraiser. We hope you will support this effort. As always, thank you for your continued support 
in helping us provide a quality education for your child. For more information, please call Mr./Ms. 
________________________ at (school phone). 

 
 
Frequently Asked Questions 
 
Q1. A parent is receiving messages in Spanish but would like to receive them in English. How can the 

parent receive messages in their preferred language? 
 
A1.  SchoolMessenger language changes must be made at the school site. Schools may use the 

Parent Information Screen in the student database to change the preferred language for 
SchoolMessenger calls. If a parent wishes to receive automated messages in a language 
different from the language currently listed in the “Primary-Home” field, you may indicate 
the preferred calling language on the “Home Calling” field on the Parent Information screen 
in the student database. 

 
Q2. How many telephone numbers for a particular call recipient (e.g., a parent) can the 

SchoolMessenger system hold? 
 
A2. The system can hold up to 4 telephone numbers per call recipient. However, multiple 

telephone numbers are called only in emergency situations, as determined by the 
Superintendent or the Office of Communications. The primary home telephone number 
maintained in the student database will be used for all other messaging. 

https://api.dadeschools.net/WMSFiles/268/Guides/Crisis%20Messaging%20Guide.pdf
https://api.dadeschools.net/WMSFiles/268/Guides/Crisis%20Messaging%20Guide.pdf
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Q3. I am a principal at ABC Senior High School. Can I send messages to the homes of students 

attending the middle schools in my feeder pattern? 
 
A3. No. Principals are only able to send messages to the homes of students attending their 

school. However, principals are encouraged to work together to send messages that may be 
initiated by one school but impact other schools within the feeder pattern (e.g., ABC Senior 
High School is hosting an information session about upcoming jazz band auditions. 
Incoming ninth-grade students currently in the eighth grade at the local middle school may 
be interested in the auditions. The principals at the two schools may choose to work 
together to make sure the message gets to appropriate students at both schools) Principals 
may email a request for a message to recipients outside of their school, by contacting 
annakrizia@dadeschools.net.  

 
Q4. Can messages be sent to parents’ email addresses? 
 
A4. The SchoolMessenger system does have the capability to send messages to email 

addresses. The choice will appear when you are setting up the message. 
 
Q5. I am an elementary school principal. The FSA is just a few weeks away and I want to send a 

message to just the parents of all fourth-grade students in my school reminding them of this 
important test. Is this possible? 

 
A5. Yes. SchoolMessenger allows you to create subgroups within your school. For instance, 

you can create groups by grade level, club affiliation, etc.  
 
Q6. What is the maximum number of subgroups I can create? 
 
A6. With the SchoolMessenger system, there is no limit to the number of subgroups you may 

create.  
 
Q7. How does SchoolMessenger obtain student contact information? 
 
A7. The information is downloaded daily from the District’s student database, which means that 

the information used by SchoolMessenger is only as good as the information maintained by 
schools.  

 
Q8. A resident who does not have children in Miami-Dade County Public Schools is receiving 

SchoolMessenger calls. How can this person’s phone number be removed from the 
SchoolMessenger system? 

 
A8. Residents who are receiving SchoolMessenger calls from the District but who do not have 

children in our schools may call 305-995-1000 and report their ten-digit telephone number 
for removal from the SchoolMessenger system. Once the student and school associated 
with the telephone number have been identified, the principal will be advised by the Office of 
Communications and asked to verify and/or correct the information in the student database.   

 
Q9. I have just learned that the telephone number listed for one of my students is the telephone number 

for a resident who does not have children in our schools. I do not want the resident to continue to 
receive SchoolMessenger calls. How do I ensure that calls are not made to the resident until I can 
get an accurate telephone number for the student?  

 
A9. You may wish to replace the inaccurate telephone number with the following number, 305-

999-9999, until an accurate telephone number can be ascertained. Using this number will 
ensure that no calls will be delivered. However, please remember to get the accurate 
telephone number for the student as soon as possible and enter it in the student database.   

mailto:annakrizia@dadeschools.net
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Q10.  Does the SchoolMessenger system provide me with any data regarding the status of calls 

delivered? 
 
A10. Yes. Authorized users initiating the SchoolMessenger call will receive email reports with 

detailed information about calls made for their schools. One of the items on this report is a 
list of bad phone numbers. It is important that principals download/print this list and follow 
established procedures for correcting bad or inaccurate information. 

 
Q11. What time does SchoolMessenger send the attendance calls for schools? 
 
A11. Attendance calls are delivered at approximately 6:30 p.m. daily. 
 
Q12. How do I receive additional help and/or training in the use of SchoolMessenger? 
 
A12. You may call the SchoolMessenger® 24-hour help desk at (800) 920-3897. You may also visit 

http://resourcecentral.schoolmessenger.com for helpful videos and training materials. 
 
 In addition, the Office of Communications is eager to help you make the most of 

SchoolMessenger. That office can be reached at (305) 995-2060. 
 
Q13. I was contacted by a parent who accidentally opted out of SchoolMessenger messages and wants 

to resume delivery of messages? How can I assist them? 
 
A13. To reinstate their phone number, the school administrator must contact the Office of 

Communications. However, if a parent wished to opt back into text messages, they may text 
‘Y’ to 67587. 


