ADD SCHOOL HEADING FOR MEMO
School Interoffice Memo

Date: 
TO:

All Faculty and Staff





FROM:

____________________, Principal
RE:

School Wide Crisis Event/Situation
(** CONSULT WITH OPERATIONS COORDINATOR AND/OR CRISIS COUNSELING AND INTERVENTION SERVICES TO DETERMINE WHAT INFORMATION SHOULD BE COMMUNICATED ABOUT THE CRISIS EVENT/SITUATION….SEE EXAMPLE BELOW)
…As you may be aware, Friday’s incident on campus involved the injury of two students and two adult staff member, caused by another student.  I would like to inform you that the male student and two staff members were treated for their injuries and released from the hospital by ___________ (morning, afternoon, evening).  However, it is with great sadness that I report to you that our ____ grade student succumbed to her injuries during surgery on __________ Friday (morning, afternoon, evening).  Law enforcement officials are currently investigating his/her death. Many students and staff were at the scene or in close proximity of the accident.  We have prepared a statement for you to read to your students during ____ period:
Over the weekend, we were informed that Friday evening, your peer and ___ grade student here at ______________ School, died from the injuries s/he received during the incident that occurred on campus __________ (morning, afternoon, evening). Our thoughts and prayers are with his/her family during this difficult time. This incident is still under investigation.  S/he will always be remembered as a sweet, warm, and caring person.  
After reading the statement, students may want to talk or write about their feelings.
Crisis counselors have told us that some students have a greater need for support and a referral to the crisis team, if:   
· Student witnessed the incident
· Student had a close relationship with the victim(s) 
· Student has suffered a recent loss of family/friend or illness
We have established several crisis response centers to address the needs of our school community during this difficult time.  School and Local District staff will be available to provide crisis counseling throughout the day and week, as needed.
If you feel that a student in your class may benefit from speaking to a crisis counselor, please complete the attached referral form and send it to the ____________ (Location).  We will summons students individually, as crisis counselors are available.  Please refrain from sending students or groups of students to the ____________ (Location) in need of counseling, as we want to ensure everyone receives immediate attention when they arrive.   

Crisis counseling is also available for staff. If you would like an opportunity to speak with a crisis counselor, please let the main office know and we will send a substitute teacher to your classroom. Crisis counseling for staff will be available in the ____________ (location). Parents in need of counseling support may go to the ____________ (location).   
Please know that we are here to support you in any way we can. If you feel you may need extra support during this difficult time, please reach out to one of your administrators.

Thank you for your understanding and flexibility as we work together to ensure the safety and well-being of our students and staff in the face of this difficult news.

