DEATH OF AN EMPLOYEE

Sample Faculty/Staff Memo

(Date)

Dear Faculty and Staff,

You may be aware that one of our employees died (when). (Describe the basic circumstances. Describe what assistance was provided by emergency and/or medical personnel).

Would you please tell your students this information so they will hear the sad news from you and hopefully stop the spread of rumors? Some children may want to talk about their own experiences of deaths in their families at this time. Our school counselor is available to assist you in the classroom if you would like. He/she will also be in (location – suggest the library) if any of your students need assistance. Please let us know if you believe there are any students who need further counseling.

I understand that our faculty and staff members may need someone to listen, or at least just a place to take a break. You are welcome to come to the (location) any time today. We will arrange to cover your classes or other duties during that time. Do let me know how we can help.

The funeral will be (Date, Time, and Place of Funeral).  (Funeral Home) is in charge of the service. (Describe what the family’s wishes are and what the school plans to do for the family: flowers, cards, etc.)

If you wish to attend, please inform (lead secretary) and we will arrange to cover your classes or other duties. Remind parents that if they decide to allow their children to attend the service, the parents are responsible for seeing that students get to and from the service. Parents must check in at the school office to excuse their children from class. The school will be unable to provide transportation. We encourage you to accompany your child if you want him or her to attend the service.

If you have any questions or if I can be of assistance in any way, please do not hesitate to let me know.

(Principal Name)

Principal

