The following are examples of letters that you should send home with students after the corresponding incident occurs.  You are encouraged to use these templates to create letters for use in any other situation that may occur.
Sample letter – school lockdown

This afternoon, I ordered all teachers and staff to implement our lockdown procedures due to the presence of an intruder on campus.   At 1:37 P.M., an alert custodian noticed an intoxicated individual on the ____________ High School campus.  The individual was yelling and using profane language and appeared to be agitated.  The custodian immediately reported the incident to the main office and I decided to implement a preventive lockdown as a precaution in case the individual might attempt to enter the school.   I also called 911 and requested the police be dispatched to the school.   Officers responded to the school within a few minutes and arrested the individual.  

While I did not feel students were in any kind of imminent danger, I did feel there was enough concern posed by this individual to increase the level of security of the school until he was removed from campus.  I did not want the students and staff of ______ High School exposed to an intoxicated individual using profanity.

I am proud of the staff and students who followed our lock down procedures as instructed.  Our lockdown procedures were developed with the assistance of local police and fire officials as recommended by the United States Departments of Education and Homeland Security.   While no environment is absolutely risk free, we take safety seriously at ___________ High School and practice our emergency procedures each year. 

We feel that open and clear communications with parents and students is important to enhance our safety efforts and wanted you to know about this incident.  Please feel free to call me at ______________________ if you have any questions about this or any other safety concern.

Sample letter – stabbing on campus

Just after dismissal at 3:17 P.M. yesterday afternoon, I was notified that a student had been injured by another student with a weapon in the student parking area.  I activated the school’s crisis team and proceeded to the student parking lot where I learned that Officer ___________, our school resource officer, had taken a female student into custody.  Another female student had been cut and an ambulance was en route to the scene.   Officer ____________’s initial investigation indicates the two girls had a fight after an argument erupted and that one student pulled a box cutter and cut the other student on the arm.  No other students were involved in the fight or injured in the incident.  

The injured student was transported to the hospital and was treated and released.  The other student was transported to the ____________________ by Officer _______________ and booked on one count of ________________ and one count of _____________________.  I have initiated expulsion proceedings for the student who brought the weapon to school and used it.  

We made an announcement to inform our students of the basic facts of the incident and reminded them of the consequences of any weapons violations or violent acts on campus.  We have also offered counseling services to any student or staff member who might need them.  We take safety very seriously at __________________ Middle School and will not tolerate weapons or violence on our campus.  We wanted you to have a clear picture of what had taken place and our schools response to this incident.  If you have any questions regarding this or any other safety matter, please feel free to call me at ___________________.  You are also welcome to attend the next regularly scheduled meeting of the _______________ Middle School Safety Committee next Tuesday at 6:00 P.M. in the lunchroom.  Mrs. _______________, our Safety Committee Chair, will be reviewing our safety plan with the committee.

Thank you for your continued support for _________________ Middle School.  
Sample letter – shelter in place

At 10:31 this morning, we were notified by the county 911 center of a tanker truck crash on Highway ______.  As you are aware, ____________ Elementary school is only three miles from Highway ______ and we were advised by the dispatcher that the wind was blowing from the crash site in the direction of the school.   In accordance with our emergency operations plan, I alerted our building and district crisis teams and implemented the Shelter in Place Protocol immediately.  The Shelter in Place Protocol outlines the procedures to be followed when the potential exists for dangerous chemicals in the atmosphere to enter the school.  Our procedures include such measures as shutting down the HVAC system and the exhaust fans in the cafeteria so contaminated air is not sucked into the school.  We also closed all doors and windows in the building after moving all students and staff from outdoor areas back into the school.

At 10:54, I was advised by the 911 center that the _______ Fire Department  hazardous materials team had determined the tanker was not carrying any dangerous chemicals and we resumed normal activities at _____________ Elementary School.

We feel it is important to maintain frank and direct communications with our students, staff and parents regarding safety.  While no environment can be made totally risk free, we work diligently to address safety concerns at _______________ Elementary.  We have an all hazards safety plan as recommended by the United States Departments of Education and Homeland Security and conduct safety training and drills with staff each year.  

While it is now apparent that students and staff were never actually in any danger, the situation dictated that we not take any chances while the contents of the tanker were being identified.  We are pleased with the manner in which our staff and students conducted themselves and are proud of them.  Please feel free to call me at _________________ if you have any questions regarding this or any other safety concern.

Thank you for your continued support of _____________ Elementary School. 

Sample letter – student caught with a firearm on campus

At 8:37 A.M. this morning, Officer ___________, our school resource officer, recovered a .32 caliber revolver from a student’s car after he noticed part of the weapon protruding from under the seat of the car.  Our school resource officer conducts plain view vehicle checks of randomly selected student vehicles each week.  The student was taken into custody and charged with one count of __________________ and was transported to the ____________________ by Officer __________________.  I have initiated expulsion proceedings and the student has been banned in writing from all school system owned or leased property.  

We work diligently at ________________ High School to advise all students of the serious consequences of bringing any weapon to school and regret that this student chose to violate our policies and state law.  We have advised our students of the incident through an announcement and reminded them of the consequences of this type of behavior.  

We feel that open communications with students and parents on safety matters is important and wanted you to have accurate and timely information on this incident.  If you have any questions about this or any other safety concern, please feel free to contact me at _______________________.

Thank you for your continued support of _____________ school. 
Sample letter - arrest of staff member

Yesterday, I was notified by the ______________ Sheriff’s Department that an employee of ____________________ Elementary School had been arrested for soliciting a minor for sexual acts at the mall.   Investigating officers have not found any indication at this time that the individual has engaged or attempted to engage in sexual acts with any students at ________________________ Elementary School.  The Sheriff’s Department is still conducting an investigation and will continue to seek any information of additional criminal acts by the accused individual.  We have not had any reports of inappropriate conduct by the employee at school or with our students at this point.  Pursuant to school board policy, we have suspended the employee pending the completion of the criminal investigation and our own internal investigation.  The superintendent and Director of Human Resources are following the case closely.  

If you ever have any indication that any staff member has ever engaged in any inappropriate conduct with your child or children, we urge you to notify us immediately.  We take student safety seriously at ________________ Elementary School and plan to continue our efforts to work with local law enforcement officials to investigate any allegations that have implications for the school and our students.  

While we obviously have legal limitations on what we can say about any employee who is under criminal and internal investigation, we wanted to communicate directly with you on this very serious allegation.  If you have any questions regarding this or any other safety concern, please feel free to contact me at ___________________________.
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