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Communicating with Staff and Parents

II. Sample Communications to Students, Staff and Parents

Accurate, appropriately detailed information is essential. How the tragedy is announced and discussed with the students and staff sets the tone for managing the loss. Factual information, communicated in a sensitive, compassionate, humane manner will help to dispel rumors and inappropriate discussions. It will provide the basis for helping the school to resolve the event in a positive manner.

	I. Medical
	

	Medical Condition of Student – Staff Notification .....................................
	II-3

	Individual Student’s Loss – Classroom Announcement .............................
	II-4

	Individual Student’s Loss – Classroom Announcement – Spanish.............
	II-5

	II. Student Death
	

	Student Death – Classroom Announcement – Secondary...........................
	II-6

	Student Death – Classroom Announcement – Secondary – Spanish ..........
	II-7

	Student Death – Classroom Announcement – Elementary .........................
	II-8

	Student Death – Announcement to the Staff ...............................................
	II-9

	III. PA Announcement
	

	Student Death – P.A. Announcement – Secondary...................................
	II-10

	Teacher Death – P.A. Announcement – Secondary ..................................
	II-11

	Student Death – Responses to Parents.......................................................
	II-12

	Student Death – Responses to Parents – Spanish......................................
	II-13

	Student Death – Media Responses ............................................................
	II-14

	Student Death – Concern for Individual Student – Phone Call.................
	II-15

	Student Death – Concern for Individual Student – Phone Call – SpanishII-16

	Student Death by Suicide – Announcement..............................................
	II-17

	IV. Staff Death
	


Death of a Faculty Member/Significant Adult-Classroom Announcement –

	Elementary.......................................................................................
	II-19

	Death of a Faculty Member/Significant Adult-Classroom Announcement –

	Elementary – Spanish......................................................................
	II-20


Death of a Faculty Member/Significant Adult – Notification to Parents..II-21 Death of a Faculty Member/Significant Adult – Notification to Parents –

	Spanish ............................................................................................
	II-22

	Death of a Faculty Member/Significant Adult - Notification of Funeral
	

	Services............................................................................................
	II-23

	Death of a Faculty Member/Significant Adult - Notification of Funeral
	

	Services – Spanish...........................................................................
	II-24


V. General

Generic Letter Regarding: violence, illness, vandalism, natural disasters, and

	assault of a Student – Parent Notification .......................................
	II-25

	Generic Letter Regarding: violence, illness, vandalism, natural disasters, and

	assault of a Student – Parent Notification – Spanish ......................
	II-26

	. . . . . . . . . . . . . . . Crisis Response Handbook  . . .
	

	
	........
	II-2
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Communicating with Staff and Parents

Use this form when you have written parent

permission to share medical condition or

information is deemed public information.

<Medical Condition of Student – Staff Notification>

MEMORANDUM

To:
Faculty and Staff

From:
(principal, counselor)

Date:

Re:

**Confidential – Please Do Not Share This Information with Your Students**
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Yesterday, we received news from <name> that <name of student> <statement about medical condition of the student>. At this time <parent’s name or requesting adult> has requested that we keep this information privileged and that no one call their home or come by the hospital. They have been overwhelmed with visitors and it may make this time very difficult. If a student asks you about the situation, acknowledge that you have heard that he/she is ill/injured and that you will tell the student more information when you receive it.

The crisis team will meet this afternoon and they will disseminate all information as appropriate.

We will have extra counselors on duty, if and when needed.

Thank you for your assistance and consideration in this critical time.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-3
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Communicating with Staff and Parents

Use this form when the incident becomes

public information and/or a police report

has been made and/or parent permission

has been obtained.

<Classroom Announcement>

_________________________________ will not be with us in school today. According to the

police report, her mother was killed in a tragic car accident last night. She was killed on the freeway when another car hit her car, causing her car to roll over.
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_________________________________ may have a difficult time with her mother’s death and

may need our help in dealing with this tragedy. Perhaps we can explore some ways to help her with the sadness she will feel. We have invited some counselors here to talk with us about our concerns and about how we can help ____________________________.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .
II-4
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Communicating with Staff and Parents

Use this form when the incident becomes

public information and/or a police report

has been made and/or parent permission

has been obtained.

<Classroom Announcement>

(Spanish)

_________________________ no estará con nosotros hoy. Según el reporte policíaco, su

madre falleció en un accidente automovilístico anoche. Falleció en la carretera cuando un

automóvil le pego causando que se volteara su automóvil.


_________________________ puede tener dificultad con la muerte de su madre puede

ser que necesite nuestra ayuda con esta tragedia. Quizá podemos encontrar alguna manera de

ayudarla con esta tragedia. Hemos invitado a algunos consejeros para que hablen con nosotros

acerca de __________________ y como podemos ayudar.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-5
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Communicating with Staff and Parents

Use this form when incident becomes

public information or a police report has

been made and/or parent permission has

been obtained.

<Student Death-Classroom Announcement – Secondary>

I have very sad information for you today. As many of you may know, we lost one of our students in a tragic accident last night, according to the police report ______________________

was driving home from work last night and was killed by a train at the crossing on Highway 89 and State Street.


_____________________________died instantly and did not suffer. She/he will be greatly

missed. Those of you who want to talk about this may do so with a counselor. If you need to talk with someone, I will give you a permit so you may go to the media center where a counselor will meet with you.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .
II-6
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Communicating with Staff and Parents

Use this form when incident becomes

public information or a police report has

been made and/or parent permission has

been obtained.

<Student Death – Classroom Announcement – Secondary>

(Spanish)

Hoy les tengo noticias muy tristes. Como muchos de ustedes ya saben, perdimos a uno

de nuestros estudiantes en un trágico accidente anoche. Según el reporte policíaco,

________________ manejaba a su casa de su trabajo anoche y fue asesinado por un tren en la

intercesión 89 y la calle State.


______________________ murió instantáneamente y no sufrió. El/ella se extrañara mucho. Los

que deseen hablar sobre este incidente lo pueden hacer con un consejero. Si necesitan hablar

con alguien, yo les daré permiso para que puedan ir a la biblioteca, en donde su consejero los

pueda ver.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .
II-7
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Communicating with Staff and Parents


	
	
	Use this form when you have written parent

	
	
	permission to share cause of death, or the

	
	
	incident becomes public information, or the

	
	
	coroner has established the cause of death.

	
	
	

	
	<Student Death – Classroom Announcement – Elementary>

	To:
	Faculty and Staff

	From:
	(principal, counselor)

	Date:
	(date)

	RE:
	Update on (name of student)’s death

	
	Please Review Before School Starts

	
	Please read this statement to students today between (time) in (grades).



We are deeply saddened by the sudden death of (name of student), a ____grade student in

(name of teacher)’s class. He/she died of (cause of death), according to the coroner, on (date). (Name of student) was a warm and friendly student who will be sincerely missed. Our thoughts are with his/her family and friends at this time of grief.

(Name of student)’s family includes (parents, siblings & their grades and teachers of school attends).

Students are encouraged to draw pictures or write sympathy cards for (his/her) family. You will have some class time today to do this. These cards and letters can be given to me or to the counselor, (name of counselor).

Items you may want to have available for students:

1. markers

2. construction paper

3. butcher paper

4. kleenex

Other information:

Funeral arrangements are pending at this time. (Name of school) will plan a memorial service later this month and that information will be forthcoming.

A letter will be sent home today with all students to inform parents of this tragedy.

Please check your box and make sure the letter goes home with all students.

Counselors are available for any student. Please send these children to (specified location).

Please use the attached form to refer students for follow up counseling.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-8
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Communicating with Staff and Parents

Use this form when you have written parent

permission to share cause of death or the

incident becomes public information.

<Student Death – Announcement to the Staff>

We have called this faculty meeting to inform you we have had a death involving one of our students.

Student Name

Facts of the tragedy according to the Police Report

Date

Time


Location

Other pertinent facts

This death may be upsetting to many of our students. We will make an announcement at the beginning of school. If, in your judgment, any of your students need to talk to someone, please use the passes provided to send them to the counseling office. The district intervention team is here to assist us at this time.

Reminders to Leader:

· Provide an opportunity for staff to ask questions.
· Allow the intervention coordinator to outline how the team will assist.
· Emphasize flexibility, compassion and as normal a routine as possible.
. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .
II-9
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Use this form when you have written family

permission to share cause of death or the

incident becomes public information.

<Student Death – P.A. Announcement – Secondary>

We have been informed that ___________________________________, a sophomore student in

our school has died. As many of your know he was fighting terminal cancer and has been ill for some time. Funeral arrangements have not been announced yet. As we learn details of the funeral, we will inform you. Those students who need to discuss your feelings about


___________________’s death may request to go to the counseling office and meet with a

counselor or a member of the district intervention team.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-10
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Communicating with Staff and Parents

Use this form when you have written parent

permission to share cause of death or the

incident becomes public information.

<Teacher Death – P.A. Announcement – Secondary>

I have some sad and difficult news to share with you this morning. Our school has suffered a great loss. _____________________________, our health teacher and softball coach, died last

night of a heart attack. According to the (police report/coroner) his/her tragic death was very sudden and he/she did not suffer. We will miss him/her at _____________ High School. His/her


funeral will be held <day, time, location>. Students wishing to attend the funeral service should bring a note to the _________ office _________ day from your parent/guardian to permit you to attend.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-11
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Communicating with Staff and Parents


Use this form for phone calls regarding

a student death or serious injury.

<Student Death – Phone Response to Parents>

Yes, one of our students has died. We have a crisis team in place to handle student and parent concerns. Do you need to talk to an administrator about the situation?


<Student Death – Phone Response to Parents>

Yes, we have had some students involved in an accident. We cannot release the names of the students at this time. If your student was involved, you would have been notified. We have a team of counselors to talk with the students. It may be an hour before I can get the message to her. Would you like to have her call you?

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .
II-12

•••••••••••••••••••••


Communicating with Staff and Parents


Utilice esta forma para llamadas

telefónicas con respecto a la muerte de

un estudiante o a lesiones serias.

<Student Death – Phone Response to Parents>

(Spanish)

Sí, falleció uno de nuestros estudiantes. Contamos con un equipo de crisis preparado para ayudar a los estudiantes y padres tocante a este evento. ¿Necesita hablar con un administrador sobre la situación?


<Student Death – Phone Response to Parents>

(Spanish)

Sí, algunos estudiantes estuvieron en un accidente. Actualmente no podemos darles los nombres de los estudiantes. Si su hijo(a) estuvo en el accidente, alguien ya se hubiera comunicado con usted. Tenemos un equipo de consejeros para que hablen con los estudiantes. Posiblemente tomara una hora antes de que le pueda dar el recado. ¿Quiere que le regrese la llamada?

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-13
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Use this form to respond to media requests for

information regarding the death of a student.

<Student Death – Media Response>

I would like to put you in touch with our district office and allow them to discuss the details with you. You may call Minerva Bauman at 937-0280.

Or

As you can appreciate, there are some sensitive privacy issues for those involved. If you will talk to someone at the Education Center you may call Minerva Bauman, they can better provide you with the facts you need.


Or

We have a district representative here at the school. They will meet with you to answer your questions and provide you with any information they can. We ask that you check in at the main office when you arrive.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-14
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Communicating with Staff and Parents


Use this form to notify parents

of a death of a student.

<Student Death-Concern for Individual Student – Phone Call>

This is ___________________________ from ________________________ School. The

purpose of my call today is to inform you of the death of one of our students,

_______________________.

The district crisis team has been working with some of our students who wanted some help in dealing with the death. We are concerned about ____________________________________


because of __________________________________________________________________.

< Briefly state the facts without disclosing inappropriately. >

We have discussed your student’s feeling about _____________________________________’s

death. We would suggest that he not be alone after school today. It might also be helpful if you discuss not only the death, but what your student feels about the situation.

< Ask for questions. >

If we can be of any help, please call us at ___________________________________________.

If you need immediate help, we suggest you call:

· Children’s Grief Center of El Paso at 532-6004

· El Paso MH, MR Mental Health Hotline at 779-1800

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-15
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Communicating with Staff and Parents


Utilice esta forma para informar a

padres de la muerte de un estudiante.

<Student Death-Concern for Individual Student – Phone Call>

(Spanish)

name of caller

Llama __________________________ de la escuela _________________________________.

El propósito de esta llamada es para informarles de la muerte de uno de nuestros estudiantes,

________________________________.

El equipo de crisis del distrito esta trabajando con algunos de nuestros estudiantes que necesitan ayuda con relación a esta muerte. Nos preocupa ______________________________________


porque ______________________________________________________________________.

<Briefly state the facts without disclosing inappropriately>

Hemos hablado con su hijo(a) sobre sus sentimientos sobre la muerte de ___________________.

Sugerimos que su hijo(a) no se quede solo(a) hoy después de clases. También sugerimos que hablen de la muerte del estudiante y sobre los sentimientos de su hijo(a) acerca de esta situación.

<Ask for questions>

Si le podemos ayudar en alguna manera, favor de hablarnos al ___________________________.

Si necesita ayuda inmediatamente, sugerimos que llame a:

· Children’s Grief Center of El Paso at 532-6004 or

· El Paso MH, MR Mental Health Hotline at 779-1800

Favor de avisarnos si necesita asistencia adicional.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-16
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Communicating with Staff and Parents

Use this form to notify staff of a student suicide

only if you have written parent permission or the

incident becomes public information or the

coroner has established the cause of death.

<Student Death by Suicide – Announcement>

If the death has been declared a suicide by coroner or we have obtained parent permission:

We are sad to announce that ______________________________ took his/her life last

night. Memorial services will be made by his/her family. Counseling will be provided for those who wish to speak with a counselor. It is always a shock when we hear of someone taking his or her life. Let’s cancel our work today to discuss this.


If the death has not been declared a suicide or if that fact has not been made public:

_________________ died last night. We do not have the details of their death at this

time. Counseling will be provided for those who wish to speak with someone. When an unexpected incident such as this occurs, it helps to discuss it. Regular class work will be canceled to allow time for discussion.

No Memorial Services

It is advisable not to hold a memorial service in response to a suicide because the service tends to dramatize and glorify the deceased and the suicidal act. The veneration feeds into the magical thinking of teenagers at a time when they are only marginal in their functioning ability. They could easily begin thinking, in response to a memorial service, “Look how many people would miss me if I were gone!” without realizing they would not be around to see who missed them.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-17
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Communicating with Staff and Parents


Students should be allowed to go to the funeral services provided by the family. This is important for the resolution of their grief. However, there should be no active participation by the school. Staff members should not speak at the funeral, although their attendance alone is not disruptive to the students. The school should continue with its regular class schedule after the initial discussion following the announcement.

Individual or small group sessions with counselors should be unobtrusively provided to serve the students who need to talk. Students will not have their minds entirely on their work and teachers should provide easy assignments, introducing no new material for the remainder of the week. Group commemoratives should be discouraged if they venerate the deceased. If students want to do something positive, their actions should be focused on helping the survivors or promoting healthy living skills.


. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-18
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Communicating with Staff and Parents

Use this form for elementary classroom announcements regarding the death of a teacher/staff member when you have written parent permission or the information is deemed public information.

<Death of a Faculty/Significant Adult – Classroom Announcement – Elementary>

(Date)

Teachers: Please use this announcement early ______ morning to begin talking to students.

Dear Students:

Our beloved teacher, (name of teacher), died on (day) as a result of (cause), according to the coroner. (Name of teacher) was very important to us at (name of school) because he/she was a good teacher and a friend to many of us.


It is okay to have feelings about (name of teacher)’s death, and it is okay to not feel anything about it, too. What is important is that we be honest with ourselves about our feelings and talk about them when we need to.

We will miss (name of teacher) but our thoughts and best wishes are with her/his family now. We will go on living too because (name of teacher) would probably want the (name of school) students and teachers to keep on doing their best and make him/her proud.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-19
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Communicating with Staff and Parents

Use this form for elementary classroom announcements regarding the death of a teacher/staff member when you have written parent permission or the information is deemed public information.

<Death of a Faculty/Significant Adult – Classroom Announcement – Elementary (Spanish)>

Estimados estudiantes:

Nuestra maestra querida, (name of teacher), murio (day, cause). (Name of teacher) fue muy importante para nosotros en (name of school) porque el/ella fue una/un maestro/maestro buena/bueno y un(a) amiga/amigo a muchos de nosotros.

Esta bien tener sentimientos sobre la muerte de (name of teacher), y esta bien no sentir nada sobre eso, también. Lo que es importante es que nosotros seamos sinceros con si mismos sobre nuestros sentimientos y hablemos sobre ellos si lo necesitamos.


Nosotros extrañaremos a (name of teacher), pero nuestros pensamientos y los deseos mas buenos están ahora con su familia. Nosotros seguiremos viviendo, también, porque (name of teacher) quedrá que los estudiantes y los maestros de (name of school) sigan haciendo lo mejor para poder hacerla/hacerlo orgullosa/orgulloso de nuestros logros.

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-20

•••••••••••••••••••••



Communicating with Staff and Parents

Use this form as a letter to parents to notify

them of the death of a teacher/staff member

when you have written parent permission or

the information is deemed public information.

<Death of a Faculty/ Significant Adult – Notification to Parents>

<School Letterhead>

(Date)

Dear Parents:

This weekend (name of school) experienced a great loss. One of our (grade level or subject area) teachers, (name of teacher), died on (day) as a result of (cause), according to the coroner. (Name of teacher) is very important to us at (name of school) because he/she was a good teacher and friend to many of us.


If your child shares information with you regarding this experience, please take time to talk with your child. It is important for our children to have their feelings acknowledged and to help them understand that it is okay to feel sad or cry. It’s also okay if they do not feel anything right away. Sometimes it can take a while for children to show their feelings, sometimes days or weeks, and that is normal. No matter when the feelings surface, it is important to clear misconceptions and be honest. Because our school is like a family, we share happy and sad time together.

Some helpful responses to distressed students are:

1. “I can see that you are really hurting.’

2. “It’s very hard to accept the death of someone you know well.”

3. “I know…it just seems unbelievable.’

4. “It really hurts, doesn’t it?”

5. “It is especially hard when there are many unanswered questions.’

We have provided counseling for your children today. If you feel your child needs to talk further with someone, please do not hesitate to send a note to school with your child or call the school at <phone number>. As a remembrance for (name of teacher), the children will be (creating a memorial on campus or other activity). The Student Council plans to honor the (name of teacher), and the PTA has (made available <blue> ribbons for student and staff to wear).

(Name of teacher) was a member of (name of church) on (address). The family has asked that in lieu of flowers, donations be made in his/her name to the church. We will let you know about the memorial service when arrangements are finalized. We at (name of school) appreciate our supportive parents.

Sincerely,

· >, Principal

(name of school)

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-21
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Communicating with Staff and Parents

Use this form as a letter to parents to notify

them of the death of a teacher/staff member

when you have written parent permission or

the information is deemed public information.

<Death of a Faculty/Significant Adult – Notification to Parents>

(Spanish)

<School Letterhead>

(Date)

Estimados padres o tutores,

Este fin de semana sufrimos una pérdida. Uno(a) de nuestros(as) maestros(as) de [grade level or subject area], falleció el [day]. Su muerte fue causada por [cause]. (Name of teacher) fue muy importante para nosotros en [name of school] porque el/ella fue un(a) buen(a) maestro(a) y amigo(a) para muchos de nosotros.


Si su hijo(a) comparte sus sentimientos con respecto a esta situación, les pedimos que tomen el tiempo para hablar con él/ella. Es importante que reconozcamos los sentimientos de nuestros niños y que les ayudemos a entender que es normal sentirse triste o llorar. Está bien que no sientan nada inmediatamente. En estos tiempos puede tomar un poco de tiempo para que los niños muestren sus sentimientos; es normal que pasen días o semanas. No importa cuando resulten esos sentimientos, es importante aclarar preocupaciones y ser honestos con ellos. Porque nuestra escuela es como una familia, compartimos tiempos alegres y tristes.

Algunas respuestas que podrán ayudarles con estudiantes angustiados son:

1. “Puedo ver que realmente estas afligido(a).”

2. “Es difícil aceptar la muerte de alguien que conoces.”

3. “Yo se… no parese posible.”

4. “Realmente duele”

5. “Es especialmente difícil cuando hay tantas preguntas que no tienen respuestas.”

Hoy, los estudiantes tuvieron la oportunidad de consultar con un(a) consejero(a). Si usted piensa que su hijo(a) necesita consulta adicional, envié una nota con su hijo(a) o llame a la escuela al <phone number>. Para recordar al(a) Sr./Sra. [name of teacher], los niños participaran en (creating a memorial on campus or other activity). El concilio estudiantil honrara al(a) Sr./Sra. (name of teacher), y la asociación de padres y maestros proveerá listones azules para los estudiantes y personal de la escuela.

El Sr./Sra. (Name of teacher) fue socio(a) de (name of church) localizada en (address) . La familia ha pedido que en lugar de flores se haga un donativo en el nombre de el/ella a la iglesia. Les avisaremos cuando se finalicen los arreglos para los servicios. Nosotros aquí en (name of school) apreciamos mucho a los padres que nos apoyan.

Sinceramente,

· >, Director(a) [name of school]

. . . . . . . . . . . . . . . Crisis Response Handbook  . . . . . . . . . . .  II-22
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Communicating with Staff and Parents

Use this form to notify parents in writing

regarding funeral services for teacher/staff

member when you have written parent permission

or the information is deemed public information.

<Death of Faculty/Significant Adult – Notification of Funeral Services>

<School Letterhead>

(Date)

Dear Families in (name of teacher)’s class:

(Name of teacher)’s family will have a funeral service for him/her (date, time, location).

You are welcome to attend either or both services.


We thought it would be important to share the information on the service. <Provide specific information regarding the church or synagogue service, how children might be involved, length of service, reception, closed or open casket or cremated, wake, viewing, etc.>

Thank you for the support you have given the staff and students.

Sincerely,

______________, Principal

(name of school)
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Use this form to notify parents in writing

regarding funeral services for teacher/staff

member when you have written parent permission

or the information is deemed public information.

<Death of Faculty/Significant Adult – Notification of Funeral Services> (Spanish)

<School Letterhead>

(Date)

Estimadas Familias en la clase de (name of teacher):

La familia de (name of teacher) tendrá un servicio final (date, time, location). El (day, date) a las (time), su familia en (name of school) tendrá un servicio conmemorativo aquí. Usted es bienvenido a cualquier o ambos servicios.


Nosotros pensamos que seria importante compartir la información sobre el servicio…< Provide specific information regarding the church or synagogue service, how children might be involved, length of service, reception, closed or open casket or cremated, wake, viewing, etc.> Gracias por el apoyo que usted le ha dado al personal y los estudiantes.

Atentamente,

El personal de

(name of school)
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Communicating with Staff and Parents

Use this form to notify parents in writing

regarding incident on campus, information must

be public information or according to the Police

Report or you have written parent permission.

<Letterhead>

<Generic letter regarding: violence, illness, vandalism, natural disasters, and assault of a student – Parent Notification>

Dear Parent or Guardian:

We would like to inform you that ________________________ occurred at our school.

(Give facts of the incident as delivered to the students according to the Police Report.)


The Crisis Team visited our school to meet with the faculty and students. All students were allowed to meet with the counselor. We urge you to talk your student about what happened. We encourage you to take this opportunity to share your beliefs and discuss ways of coping with the feelings your student may have.

(In this paragraph give information as to what the school has done and what is planned for the following days.)

Please feel free to contact the school if you have any concerns about your student’s response to this ____________ event. A counselor will be available to consult with parents or provide any additional help we can.

Sincerely,

_____________, Principal

<school name>
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Communicating with Staff and Parents

Use this form to notify parents in writing

regarding incident on campus, information must

be public information or according to the Police

Report or you have written parent permission.

<Letterhead>

<Generic letter regarding: violence, illness, vandalism, natural disasters, and assault of a student – Parent Notification (Spanish)>

Estimados padres o tutores,

Queremos informarles que hoy ocurrió lo siguiente en nuestra escuela,

_____________________________________________________________________________.

(Give facts of the incident as delivered to the students.)


Hoy el Equipo de Crisis visitó nuestra escuela, y se reunió con la facultad y los estudiantes. Todos los estudiantes tuvieron la oportunidad de hablar con un(a) consejero(a). Pedimos que hablen con su hijo(a) de lo que sucedió. También les sugerimos que tomen esta oportunidad para compartir sus creencias y hablar con su hijo(a) sobre sus preocupaciones.

(In this paragraph give information as to what the school has done and what is planned for the following days.)

Llame a la escuela si su hijo(a) muestra alguna preocupación tocante a este evento. Un consejero(a) estará disponible y proveerá ayuda adicional durante esta crisis.

Sinceramente,

________________________, Director(a)

<school name>
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