[SAMPLE LETTER TO PARENTS]

[DATE]

Dear Parent/Guardian,

We regret to inform you about a recent loss to our school community. On [DATE], [NAME OF DECEASED]¹ [INSERT BRIEF FACTS ABOUT THE DEATH]². This loss is sure to raise many emotions, concerns, and questions for our entire school, especially our students. 

We are available to address the many emotions, concerns, and questions for our entire school, especially our students. Our school [AND, IF APPLICABLE, NAME OF SCHOOL DISTRICT] has a School Crisis Team made up of professionals trained to help with the needs of students, parents/caregivers, and school staff at difficult times such as this. At our school, we have counselors available for any student who may need or want help or any type of assistance surrounding this loss. We encourage you, as parents/caregivers, to also feel free to use our resources.
[Include the following paragraph only if suicide has been confirmed as the cause of death, or is presumed to be the cause of death, AND the family has given permission for the likely cause to be discussed.]

Given that the cause of death was suicide (or is presumed to be due to suicide), we will be holding an information meeting for parents/caregivers on how to talk to children about suicide and steps that children and adults should take if they are concerned about depression or thoughts of self-harm in themselves or in friends or family members. The meeting will be taking place on [DATE AND TIME(S)] at [LOCATION/ADDRESS]. We hope that you will be able to join us for this meeting (or one of these meetings).
We have enclosed some information that may be useful to you in supporting your child at home. If you would like additional information or assistance, please do not hesitate to contact [NAME OF COORDINATOR OF COUNSELING SERVICES OR DESIGNEE] at [PHONE NUMBER AND/OR EMAIL].
Sincerely,

[Name of the signer and title. This letter is usually signed by the principal, superintendent, or crisis team coordinator.]

[EXAMPLES OF INFORMATION TO INSERT IN THE OPENING PARAGRAPH]:
¹John Smith, one of our 9th grade students

 Mrs. Jones, who taught 7th grade English

²died by suicide (before stating that the cause of death was suicide, ensure this has been 
 confirmed by the authorities or the circumstances are highly consistent with suicide – such as a 
 death by self-inflicted gunshot when a suicide note has been left -- AND the family has given  
 permission to release that the likely cause was suicide; if unconfirmed AND the family has given 
 permission to release that the likely cause was suicide, it is best to describe as presumed, such as 
“died by an overdose that is considered likely due to suicide”)

