Sample Letter to Parents
(can be modified to suit building destruction or disaster)

date 

Dear parents, 

(opening) 

I want to share with you information about a recent event that has affected the entire school community. I'm sending you this letter to give you the facts as opposed to any rumors you may have heard, to assure you that we are doing everything we can to get through this event with a minimum of hardship, and to suggest ways you may help your own children. 

(facts) 
The recent windstorm did damage to many homes in the area; our school, <school name>, was also damaged. Many windows have been broken, and a small fire broke out in the boiler room, which spread throughout the ground floor. Although the fire was extinguished before any of the classrooms were threatened, the water from the hoses, as well as the smoke and the residue, have made our school unusable for at least a month. We are now waiting inspections and reports from the fire and safety people to tell us when we can again attend our school. 

(effects) 
I have made plans for all students to attend alternative schools until we are able to return to <school>. Please see the enclosed materials to find out where your children have been reassigned. Some of these plans will no doubt inconvenience you; I understand that. Please call us at <phone> if you need assistance. In times like this, however, I hope we can all come together so that our children, our students, can resume a routine as soon as possible. I believe this is important for not only their education but also their emotional state. 

(what parents can do) 
You can help this situation in a number of ways: 

1. Volunteer if you have time. We need people to manage phone requests, to make phone calls, to assemble and distribute materials, to transport children to and from the new schools, and to perform a variety of other tasks. Again, call us at <phone> if you can help. 

2. Please try to be flexible with our reassignments. If you positively are unable to bring your child to the alternative school, then we'll do our best to reaccommodate you. But failing that, everyone benefits when everyone makes some small sacrifices. 

3. Stay calm. Reassure your children. Let them know that everything will be okay, that they will be taken care of, and that they will return to their old school, their old classes, their old friends as soon as it's safe. Your handling this situation with humor and tolerance will set a model for your children. 

4. If your children are upset by the windstorm, the damage to the school, or the move, get them to talk. Listen to their feelings. Encourage them to express themselves in other ways, e.g., by writing or drawing about their feelings. Finally, give us a call; we have counselors available to talk to children who are upset. 

(future event) 

We've planned a Parent Meeting on <Date/Time>, in the <location>. At that meeting, we can talk more about how we can get past this crisis. 

(other material) 


Please look carefully at the material I've enclosed. You'll find your child's temporary reassignment, directions, bus routes and times, and a list of other children who will be reassigned to that school. 

Sincerely, 

