DEATH OF AN EMPLOYEE

Sample Letter to Parents

(Date)

Dear (School) Parents:

(School) is deeply saddened by the death of (Employee Name), who was one of our (Position).  (Teacher) died at (Location) on (Date).

Your child’s class had the opportunity to talk to a counselor today about some of their concerns.  You may expect your child to want to talk to you about his/her feelings.   Talking about feelings will help deal with this tragic event.

The funeral will be (Date, Time, and Place of Funeral).  (Funeral Home) is in charge of the service.  If you decide you would like your child to attend the service, parents are responsible for seeing that students get to and from the service. Please check in at the school office to excuse your child 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.

Please telephone the school counselor, (Counselor’s Name), if you would like further help or assistance.

Sincerely,

(Principal’s Name)

Principal

