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WHAT IS A SCHOOL CRISIS? 
 
 
A school crisis is a sudden, unexpected, or unanticipated critical incident that disrupts the school day. A 
school crisis involves short-term turmoil such as shock, confusion and fear. Although each student, 
teacher, parent or other school family member experiences each crisis differently, a school crisis can 
have a broad and immediate impact on many children and adults sufficient to interfere with teaching, 
learning, attendance and behavior. A school crisis can affect a single building or an entire district.   

 
A school crisis situation might be: 

a) An accident on or near the school grounds 

b) A violent incident at or near school or involving students or staff 

c) The suicide of a student, staff, or parent 

d) The death of a student, staff or one of their family members 

e) The terminal illness of a student or staff member 

 
It makes a difference to a school community how a crisis and its effects are managed.  Understanding 
the psychological consequences of a crisis situation and providing effective interventions can reduce 
the period of school disruption and restore safety and security to the school learning environment.  
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Los Angeles Unified School District 
EDUCATIONAL SERVICE CENTER (ESC) CRISIS TEAM PROCEDURES 

 

LAUSD crisis intervention teams operate within a two-tier system of response.  At the school site, 
“Under the direction of the principal or designee, every school shall establish a crisis team” (Bulletin 
962.1). 

At the second tier, the ESC Crisis Teams are comprised of employees from multidisciplinary 
assignments who volunteer to respond to and support school site crisis teams. Led by the ESC 
Operations Coordinators, the ESC Crisis Team members, with technical assistance from CCIS staff, 
respond to critical incidents that overwhelm the resources of the school to promote recovery and 
resiliency.  
 
To request ESC assistance, the principal must contact the ESC Operations Coordinator with information 
about the specific crisis. 
 

ROLE OF ESC OPERATIONS COORDINATOR 
 
The ESC Operations Coordinator (ESC OC) responds to requests from school site administrators and 
determines the type of ESC assistance and services needed. The ESC OC or District Crisis Team designee 
will:  

       
 Dispatch a member or members of the District Crisis Team to assess the need for crisis 

counseling services 

 Designate a district team member as a “point person” to remain on-site, coordinate the 
combined school and district crisis team efforts, and report back to the ESC OC 

 Convene the school site administrators, school and ESC Crisis Team Members for an 
incident debriefing and exit interview to review actions and make recommendations for 
follow up 
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Overview of Crisis Counseling/Support 
 

I. Triage and Assessment 

A. Triage students individually or in small groups 

1. Determine risk factors 

a. Direct exposure (witnesses, victims, suspects, perpetrators) 

b. On-site:  students, faculty, staff, and parents 

c. Friends or relatives of victim(s) 

d. Experience of previous trauma or loss 

2. Determine who needs group counseling, individual counseling, outside referral or 

needs to return to class 

II. Provide crisis counseling / support to students in the classroom, group or individual 

sessions utilizing the components of Psychological First Aid (PFA)  

A. Psychological First Aid Handout (refer to Safe School Plan, Volume 3 Section 8 – 

Psychological First Aid) 

B. Common Reactions to Stress (in the following page) can be discussed in the classroom 

and as part of the “Teach” component of PFA 

III. Provide as requested by site administrator 

A. Staff Support 

B. Participation in parent/community meetings 

C. Information and educational materials about crisis recovery 

IV. Exit interview / meeting with site administrators and school support staff 

A.  Review actions of the day 

B. Review the status of students, including who may benefit from additional services 

C. Plan for follow-up actions-next day / week / month 

D. Crisis response and actions should be updated in the iSTAR Incident Report, as needed. 
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CCoommmmoonn  RReeaaccttiioonnss  ttoo  SSttrreessss  oorr  TTrraauummaa  

There are many different ways that young people react to stressful life events.  Below is a list of several 
kinds of reactions, all of which are very common and may be familiar to you if you or someone you love 
has experienced a traumatic event. 
 

 Avoiding places, people or things that make you think about it. 
Just like not wanting to talk or think about the trauma, avoiding situations that remind you of what 
happened can help you feel better temporarily. The problem with this, though, is that it keeps you 
from doing normal things that are an important part of your life.  
 

 Being on guard to protect yourself; feeling like something bad is about to happen. 
After something bad happens to you, it makes sense to be prepared for another bad thing to happen. 
The problem with this is that you can spend so much time waiting for the next bad thing to happen 
that you don’t have time or energy for other things in your life. Also, you might be fearful all the time, 
because you are constantly thinking something bad is going to happen. 
 

 Feeling anger. 
Some people feel angry about the stress or trauma that happened, or about the things that happened 
afterward. Other people just feel angry all the time, at everything and everybody. Both of these are 
normal and can get better as you begin to process what happened to you. 
 

 Feeling bad about yourself. 
Sometimes, all this stress can make you feel really bad about yourself, like you’re a bad person or that 
no one likes you. This makes it harder to be friendly and to enjoy your time with others. 
 

 Feeling “crazy” or out of control. 
If all of these things are problems for you, you can start to feel “crazy” or out of control. It is normal to 
feel like you don’t have control over the things around you or that happen to you. These problems 
don’t mean that you’re going crazy, though; they are all common reactions to stress or trauma. 
 

 Feeling guilt. 
People can feel guilty about what happened or about something they did or did not do. Sometimes you 
blame yourself for things that you couldn’t control. You may also feel guilty for upsetting others. Guilty 
feelings can make it hard to talk about and deal with what happened.  
 

 Feeling sadness/grief/loss. 
Sometimes stressful events or traumas include losing someone close to you or losing something that is 
important to you. This can makes you feel sad and depressed.  
 

 Feeling scared for no reason. 
Sometimes this happens because you remember what happened to you, or you are thinking about 
what happened. Other times it happens because your body is so tense all the time that you just start 
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feeling scared. There are things you can do to help you feel calmer when this happens, such as listening 
to music, reading a book, or doing relaxation exercises. 
 

 Feeling shame. 
Sometimes people are ashamed about what happened to them or how they acted. Even though it’s 
hard to believe, this gets better the more that you talk about what happened. Seeking help from a 
mental health professional can help you process what happened and help alleviate the shame you feel. 
 

 Having physical health problems and complaints. 
Stress can have profound effects on your body and physical well-being. People sometimes get sick 
more often or notice pain and discomfort more often when they have been under stress.  
 

 Having trouble concentrating at school or at home. 
With all the nervousness you are feeling and all the time you are spending thinking about what 
happened, it can be hard to concentrate on school work or even on what your friends or family say to 
you. 
 

 Jumping when there is a loud noise. 
This is one way that your body says it is prepared for action, in case something else happens. As you 
begin to feel calmer, this startled feeling will go away. 
 

 Having nightmares or trouble sleeping. 
When something really scary or upsetting happens, it takes a while to figure out exactly what 
happened and what it means. After severe stress or trauma, people tend to keep thinking about what 
happened in order to “digest” it, just like your stomach has to work to digest a big meal. Nightmares 
are one way of digesting what happened to you. 
 

 Not being able to remember parts of what happened. 
This happens to a lot of people. The stressful event can be so awful that your memory doesn’t work the 
way it usually does. Sometimes it gets easier to remember later on, and sometimes it gets harder. This 
can be frustrating, but it is really normal. 

 Thinking about it all the time. 
This is another way to digest what happened. Just like having nightmares, thinking about the trauma all 
the time is a problem because it makes you feel upset. It can be unpleasant. 
 

 Wanting to NOT think or talk about it.  
This is natural, since it is upsetting to think about a past stress or trauma, and it can make you feel all 
sorts of emotions. Avoiding it makes things easier, but only for a while. It’s important to process what 
happened sooner or later. So, while avoiding it sometimes makes sense, you have to set aside some 
time to process it also.  
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CRISIS RESPONSE FLOW CHART 
 
 
 
 
 

             
  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

School Site Crisis Team meets to assess the 
impact of the crisis, triage & assess for other 

risks and begins the crisis response. 

If the crisis is beyond the resources of the 
school site, Principal/Designee contacts the 

ESC OC to request assistance. 

The ESC OC or ESC Crisis Team designee will 
further assess the crisis situation and deploy 

District resources as needed. 

School Site Administrator completes and 
submits the Incident Report in iStar & 

updates actions, as needed.  

CRISIS OCCURS AT THE SCHOOL SITE, the 
Principal/Designee assesses for immediate 

action & convenes the School Site Crisis 
Team and notifies the ESC Operations 

Coordinator (ESC OC). 
 

https://sopsincidents.lausd.net/login.aspx?ReturnUrl=%2fDefault.aspx
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WHEN A SCHOOL BECOMES A CRIME SCENE 
Guidelines from the Los Angeles School Police Department (LASPD) 

 
The goals of law enforcement personnel are to stop criminal acts, to apprehend suspects, to assist 
victims and to collect and preserve evidence.  When a criminal act occurs or is suspected on a school 
campus or immediately outside the perimeter of a campus, police may designate all or a portion of the 
campus as a "crime scene" from which evidence must be sought, gathered and properly stored for 
further use during an investigation or a legal proceeding. 
 

School administrators and staff should not enter a marked or otherwise identified crime scene area or 
interfere with a police investigation.  Likewise, students, parents and community members must not be 
allowed to enter, interfere with or "contaminate" a crime scene.  Persons not authorized to be within 
an identified crime scene are themselves subject to arrest. 
 

1. Law enforcement personnel will establish a "crime scene" under the following conditions: 
 Murder or suicide*. 
 Death due to suspicious circumstances.* 
 When the victim of a crime may possibly die. 
 For serious crimes with or without injuries to students, staff or others (crimes including but 

 not limited to vandalism, burglary, arson). 
 

2. Only authorized law enforcement and fire department personnel are allowed inside a designated 
crime scene area. 

 
3. Police officer(s) on scene will have specific duties to perform to ensure the protection of the crime 

scene and to make sure that the crime is investigated properly.  If officers seem impatient or 
abrupt toward staff, it is likely due to their attention to these necessary tasks.  Despite the 
sometimes chaotic nature that characterizes many crises, the police must be permitted to do their 
jobs according to established procedures. 

  
4. A LASPD supervisor or designee will serve as the liaison with the school's administration. 
 

5. Depending on the size and the nature of the crime scene, the law enforcement officer Incident 
Commander will determine if and when crisis team members or other support personnel from 
outside the school can enter the campus to begin their intervention assessments and follow-up 
activities.  It would thus be useful for school site administrators to identify in advance one or two 
adjacent locations that could be used on a temporary basis by other crisis team and support 
personnel to check in and establish contact with school site staff until access to the campus is 
allowed.  

6. School administrators may be asked to provide one or more on-campus locations to isolate 
witnesses for questioning by law enforcement personnel.  Keeping witnesses apart helps to 
preserve the integrity, clarity and objectivity of each person's account.  

*Note: Death notification to next-of-kin is the responsibility of law enforcement personnel. 
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GENERAL STEPS IN LEGAL REPORTING PROCEDURES 
 
DUTY TO REPORT 

While it is important to establish a trusting and supportive relationship with students and their 
parents/guardians in order to provide an environment for effective intervention after a crisis, it is also 
important for both certificated and classified staff to remember that they have a state-mandated legal 
duty to make a formal report in the following circumstances: 

 

CHILDREN AND ADOLESCENTS (under 18 years of age) 

Category Duty to Report the Following: Reporting Procedures: 
Suspected Child 
Abuse/Neglect 

● For complete discussion of child 
abuse/neglect mandates and reporting 
procedures, see bul-1347.2 Child Abuse 
and Neglect Reporting Requirements, 
July 1, 2011. 

● Staff member, from information 
received or conclusions drawn, has a 
reasonable suspicion that student has 
been abused/neglected. 

Report to appropriate children’s 
protective services agency (including 
Department of Children & Family 
Services and local law enforcement 
agencies).  For programs operated by 
the Early Childhood Education 
Division, the school must also notify 
the Department of Social Services of 
any on-campus suspected child 
abuse. 

NOTE: School police departments are 
not children’s protective service 
agencies and are not recipients of 
child abuse reports. 

Harm to Self ● Child discloses that s/he is thinking of 
harming himself/herself. 

● Another party discloses to staff member 
that child is thinking of harming 
himself/herself.  For more information 
and guidelines, see BUL-2637.1 Suicide 
Prevention, Intervention and 
Postvention, dated July 16, 2012. 

Inform parent or legal guardian and 
provide referrals to appropriate 
community mental health agencies. 

Harm to Other • Child indicates his/her intent to harm 
someone else and/or has been involved 
in or witnessed a crime in which a 
person was harmed. 

If appropriate, contact intended 
victim to provide notification.* 
Contact law enforcement, as 
necessary, and convene a threat 
assessment team. 

Criminal Activity ● Child discloses that s/he has engaged in 
or intends to engage in a crime likely to 

Contact appropriate law 
enforcement agency. 
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cause serious physical injury or 
significant property damage.  

● Staff member observes, or has 
knowledge that the child has committed 
or intends to commit a crime likely to 
cause serious physical injury or 
significant property damage. 

 

ADULT STUDENTS 

Category Duty to Report the Following: Reporting Procedures: 
Suspected Child 
Abuse/Neglect 

Students ages 18 or older who are 
determined to be dependent adults are 
reportable victims of suspected dependent 
adult abuse. 

Report to appropriate adult 
protective agency (see BUL-2449.0 
Dependent/Elder Adult Abuse and 
Neglect Reporting Requirements).   
 
NOTE: School police departments are 
not adult protective service agencies 
and are not recipients of adult abuse 
reports. 

Harm to Self The adult student indicates intent to harm 
self. 

Contact a third party to assist in 
helping the adult obtain mental 
health services; provide referrals to 
appropriate community agencies. 

Harm to Other Someone's life or physical safety is being 
threatened or an individual indicates intent 
to harm self or others. 

If appropriate, contact intended 
victim to provide notification.* 
Contact law enforcement, as 
necessary, and convene a threat 
assessment team. 

Criminal Activity Staff member has knowledge of adult 
student's involvement in criminal activity. 

Contact appropriate law 
enforcement agency. 

 
*In situations where there is clear or imminent evidence of danger to the client or other persons, the 
counselor must determine the degree of seriousness of the threat and notify the person in danger and 
others who are in a position to protect that person from harm. For guidelines and procedures for 
threat assessment and management, see BUL-5799.0 Threat Assessment and Management (Student-
to-Student, Student-to-Adult), dated July 16, 2012 or BUL-5798.0 Workplace Violence, Bullying and 
Threats (Adult-to-Adult), dated July 16, 2012. 
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WORKING WITH THE NEWS MEDIA WHEN A CRISIS OCCURS 
Guidelines from Office of Communications  

(213) 241-6766 
 

News media reporters, photographers and camera crews may come to your campus as allowed by 
state law to gather information for use as “news,” if they are not disrupting instruction.  Media persons 
who show legitimate press passes such as from the Los Angeles Police Department or the Los Angeles 
County Sheriff’s Department may be permitted on school property with the principal’s (or designee’s) 
permission if they have checked in with the school office, stated the purpose of their visit and agree to 
comply with reasonable “ground rules” set by the school.  School or law enforcement authorities can 
establish different ground rules in the aftermath of a crisis than those generally in place for a 
reporter’s visit on a more routine story. 
  
The media can be a quick and effective tool for providing emergency and post crisis information to 
parents, guardians and the community. 
 
ADVANCE PREPARATION 
 

• Designate the most appropriate spokesperson for the school (principal and/or designee or staff 
from the Office of Communications).  A Spanish-speaking spokesperson should also be 
available.   

 
• Identify an area in front of or adjacent to the campus where news media can be briefed.  

Anticipate a large media presence after a serious incident or emergency and pre-select your 
briefing area(s) accordingly to minimize safety risks and/or interference with any emergency 
service providers. 

 
WHEN A CRISIS OCCURS 
 

• After requesting appropriate assistance from 911, the School Police Department and/or the 
Local District office, contact the Office of Communications, (213) 241-6766, as soon as 
possible.  Provide enough information to enable that office to be in contact with the media and 
thus lessen the communications burden on the school.  A communications officer may be sent 
to your school to assist with media relations activities, at the request of the principal, staff in 
the Educational Service Centers or in the Central office. 

 
• Write a brief fact sheet that can be used by persons answering the phone in the school office 

when parents or guardians call in the hours immediately following an incident; news media 
should be directed to call the Office of Communications.  The fact sheet can serve to confirm 
known facts (i.e., “Yes, we did have an explosion in one of our science labs.  Two students were 
injured and have been taken to the hospital.”), and use follow-up phrases such as:  “We’re still 
checking the facts to find out exactly what happened…The police are still 
investigating…Children are now back in their classes with their teachers…Everyone followed the 
evacuation plan that we have practiced…School will be dismissed today at    
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instead of the usual time…Parents with proper I.D. can pick their children up at the Reunion 
gate on the    side of the campus starting at 1 p.m….We will send a letter home to all 
parents…,” etc.  Emphasize that the students at the school are safe. 

 
• Media always should be referred to the Office of Communications or to the designated media 

liaison at the school. 
 

• Before agreeing to a group media briefing or an interview with one or two reporters, contact 
the Office of Communications for guidance.  If you decide to do either, jot down some basic 
chronological notes about the incident to use as your statement of what happened.  Make your 
statement before taking questions, and remember you do not have to answer questions.  Refer 
to your notes, if necessary, when speaking to reporters or answering questions.  Avoid 
implications of “blame” or “responsibility” for an incident before the matter has been fully 
investigated.  Be mindful about the privacy rights of students and staff and what type of 
information can be provided to media and what, by law, must remain confidential. 

 
 
POST CRISIS 
 

• Students and parents should be asked to refer media questions to the principal. 

• Reporters are subject to reasonable restrictions with regard to on-campus interviews, 
particularly post-crisis when confidentiality and sensitivity are still heightened.  By law they may 
interview anyone – students, staff, parents and guardians-- outside of the school.  However, 
everyone has the right to decline speaking to the media. 

• On-campus interviews with elementary level students after a traumatic incident are never 
recommended (a parent who is on campus that day may be willing to permit an interview, but 
this is completely voluntary). 

• Students waiting to give witness statements to police or school staff should not be permitted 
to speak with reporters first in order to preserve the integrity of the investigation. 

• Students waiting to give first hand witness statements are under police authority and should 
be isolated until released by law enforcement officials 

• Media cannot enter classrooms to speak with students without specific permission from the 
principal.  Any interviews with or statements given by faculty members should be voluntary and 
not conducted during class time. 

• Keep the Office of Communications staff (or the communications officer assigned to your 
school that day) informed of new developments. 
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Los Angeles Unified School District 

OFFICE OF COMMUNICATIONS 
 

PUBLIC INFORMATION RELEASE 
This is a form to guide you in preparation for a public information release. 

 
Date:            Time:     
 

Note:  If this is used as a script, read only those items checked.  Make no other comments. 
(Check off, fill in, and cross off as appropriate) 

 The  students/  employees)      are being      have been     accounted for. 

 No further information is available at this time. 

 Emergency medical services   are here      are on the way     are not available to us. 

 Police    are here      are on the way      are not available to us. 

 Fire Dept. /Paramedics       are here      are on the way      are not available to us. 

    _________        are here      are on the way      are not available to us. 

 Communication center(s) for parents (is/are) being set up at:   ________  _______ 
to answer questions about individual employees. 

 Injuries have been reported at     ___________________ and are being treated at 

 the site by      staff      professional medical responders.         (#)  ________ reported injured. 

 Students have been taken to a safe area, and are with     classroom teachers/staff or 

  __________________________________________________________________________. 

 Students have been taken to the local emergency room for treatment of serious injury. 

Parents of injured students should go to the emergency room at     ______. 

 Structural damage has been reported at the following sites:    ___________________ 

 Release restrictions:  No  Yes   If yes, what? ____________________________________________  

 
Released to the public as Public Information Release # _________________________________________________ 
 

           Date:    _______      Time:  __ 
 

 
For further assistance, please contact the LAUSD’s Office of Communications (213) 241-6766. 
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Forms 

 Crisis Response Checklist 
 Crisis Counseling Referral Form 
 Crisis Team Members Sign-In 
 Crisis Counseling Log-In  
 Confidential Counseling Log 
 Community Resources Form 



 
 

Los Angeles Unified School District 
STUDENT HEALTH AND HUMAN SERVICES 

SCHOOL MENTAL HEALTH 
CRISIS COUNSELING & INTERVENTION SERVICES 
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CRISIS RESPONSE CHECKLIST 
I. ASSESSMENT/PLANNING 

 Determine impact, call 911 as needed 
 Secure campus (Lock Down, if needed) 
 Activate school crisis team response 
 Inform ESC Operations Coordinator, School Police* and Office of Communications 

   Determine bell schedule, if changes are necessary   

II. LOGISTICS/OPERATIONS 

 Determine location and establish sign-in procedures for the following: 
  Command Center            Parent Center 
  Communication Center      Media Center      
  First Aid Center           Triage/Crisis Counseling Areas 
  Police Interview Area 
   Holding Area for witnesses to be interviewed 

III. PUBLIC INFROMATION/COMMUNICATIONS 

 Determine stakeholders to be informed 
 1.  Develop brief fact sheets and/or letters for distribution  
  (Verify all facts before releasing information) 

                                       a.  Faculty & Staff 
    b.  Students 
    c.   Parents 

2.  Identify spokesperson(s) (Bilingual) 

 Keep staff and crisis team members informed 
   1.  Distribute updated memos to staff for rumor control 
   2.  Inform staff/team members of all schedule changes 
    a.   Bells (nutrition / lunch / dismissal) 
    b.   Buses & after-school activities 
   3.  Inform staff of location for crisis counseling and other centers 

4.  Clarify procedures for counseling referrals 

 Determine potential impact on neighboring schools 

 IV. REUNION PROCEDURES AND PARENT SUPPORT 

   Identify and communicate reunion location   
1.  Calm parents, reinforce safety and reunion procedures 
2.  Reinforce parent/student sign in/out procedures 
3.  Inform parents that crisis counseling is available 

 V.  INCIDENT DEBRIEFING & EXIT INTERVIEW (Administrator, Crisis Team, ESC OC) – Review  
 actions/identify students who may need additional assistance. 

*Please note: Death Notification can only be provided by law enforcement or coroner office officials.  



 
 

Los Angeles Unified School District 
STUDENT HEALTH AND HUMAN SERVICES 

SCHOOL MENTAL HEALTH 
CRISIS COUNSELING & INTERVENTION SERVICES 

 

 

 

Crisis Counseling Referral Form 
 

After a critical incident, some students may need extra support and crisis counseling services. To 
maintain order, crisis counselors will summons students from this list.  
 
Complete the form below and provide as much information as possible in the Comments section, such 
as: 

• They have witnessed community violence involving a death or serious injury 
• They had a close relationship to the teacher/staff member 
• They have experienced a recent loss of family/friend 
• Any other relevant information 

 
Please return this form to__________________________________________ (designated staff/office). 
 

Thank you for your support and cooperation. 
 
PERSON MAKING THE REFERRAL: ________________________________________________________ 

Room/Office:                    Date:         
 

Name & DOB (optional) 
Grade/ 
Room # 

Comments 
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SCHOOL MENTAL HEALTH 
CRISIS COUNSELING & INTERVENTION SERVICES 

 
 

CRISIS TEAM MEMBERS SIGN-IN 
 

SCHOOL:___________________________________________________________________________  DATE:__________________________________ 
 

 

NAME 
LAUSD OFFICE OR 

AGENCY AFFILIATION 
PHONE NUMBER 

CERTIFIED 
FOR CPR 
(Y or N) 

LANGUAGES 
SPOKEN 

LICENSE 
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SCHOOL MENTAL HEALTH 
CRISIS COUNSELING & INTERVENTION SERVICES 

 
CRISIS COUNSELING SIGN-IN 

 
Date:___________________________________________   Room:_________________ 
  

TIME IN / 
PERIOD 

GRADE / 
TRACK 

NAME (PRINT) BIRTHDATE TIME 
OUT 

SEEN? 
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CONFIDENTIAL COUNSELING LOG 
 

SCHOOL:___________________________________________________________________________  DATE:__________________________________ 
 

COUNSELED BY (Name and Title):________________________________________________________ Contact Number:_________________________ 
 

Name & DOB (optional) Grade Referred By 
Comments / Reason Seen Needs Follow-Up  

(Yes or No) 
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STUDENT HEALTH AND HUMAN SERVICES 

SCHOOL MENTAL HEALTH / UNIDAD DE SALUD MENTAL 
 
 

School Mental Health Document-Community Resources  REV. 9-10 

LLooss  AAnnggeelleess  UUnniiffiieedd  SScchhooooll  
DDiissttrriicctt  

S h l  M t l  H lth  S i  

Community Resources 
 

The community resources listed below are provided to assist parents or guardians in finding 
community services. The Los Angeles Unified School District does not assume responsibility for 
the services provided by the agencies nor for fees that may be charged to the parent or 
guardian. 
 
Agency     Address    Telephone Number 
 
 

 

 

 

 

 

 

 
 
 

Recursos de la Comunidad 
 

Los recursos de la comunidad que se describen en la lista que sigue, son proporcionados para 
ayudar a los padres o tutores a localizar los servicios disponibles en la comunidad.  El Distrito 
Escolar Unificado de Los Angeles no se hace responsable por los servicios proporcionados por 
las agencias, ni por las cuotas que pudieran cobrar a los padres o tutores. 
 
Agencia     Direccion    Telefono 
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D. Crisis Response Templates 
for Letters, Memos, 
Blackboard Connect 
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Sample Memo/Template: provided as a guide, please make changes as needed.  
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TO STAFF: ACCIDENTAL DEATH OF STUDENT 

School Interoffice Memo 
 

 
TO:  All Faculty and Staff     Date: 
 
FROM:  Principal (Designee) 
 
SUBJECT: ACCIDENTAL DEATH OF A STUDENT 
 
This morning, we were informed by ______________ (LDOC, Police Department, etc) that one of 
our ___(grade) students was killed as s/he crossed the street on her/his way to the bus stop at 
__________ (intersection/street).  The __________ Department is currently investigating the 
matter. Many students were at the scene or in close proximity of the accident.  
 
We have prepared a statement for you to read. After reading the statement, students may want 
to talk or write about their feelings. 
 
Some students may need extra support and a referral to the crisis team may be needed, 
especially if: 

• Student witnessed the accident 
• Student had a close relationship with the victim 
• Student has suffered a recent family/friend loss or illness 

 
We have established a crisis response center in   (place).  *Send the attached referral 
form to  (place)  for any student who seems to need help dealing with this incident. Please 
contact me if you have any questions or concerns. 
 
Information regarding funeral arrangements will be shared as soon as information becomes 
available.  
 
 
 
 
*Note:  Be sure to attach referral form in Section 3C. 
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TO STAFF: DEATH OF A STAFF MEMBER 

School Interoffice Memo 
 
TO:  All Faculty and Staff     Date: 
 
FROM:  Principal (Designee) 
 
SUBJECT: DEATH OF A STAFF MEMBER 
 
Staff: Please take a moment to review this memo about the loss of our colleague and friend. I am 
asking every teacher to read the following statement to students at the beginning of 4th period 
today.  
 

Class: 
We have just been informed that early this morning our teacher/counselor, 
 ___________(name), died. At this time, Mr./s __________ family is waiting for the 
medical report to determine the cause of death.  Mr./s.    will always be 
remembered as a warm, caring and nurturing person.  S/he made sure that his/her 
students were taken care of first.  We will miss his/her involvement, dedication and 
the support that s/he provided for our students.  

 
At this time with your permission, students may take ten minutes to write a card, note or letter of 
sympathy. Please bring the cards to the main office before the end of the school day.  We will 
make sure that the family receives the notes of support. 
 
If any student needs crisis counseling, please send the attached *referral form to 
____________(office) as soon as possible.  To avoid a rush of students at any one time, crisis 
counselors will schedule time to meet with the students sometime during the day using your 
referral list.  
 
Crisis counselors have told us that some students have a greater need for support and a referral 
to the crisis team, if: 

• They have witnessed community violence involving a death or serious injury 
• They had a close relationship to the teacher/staff member 
• They have experienced a recent loss of family/friend 

 
Support is also available for staff, as needed. 
 
A letter to parents will be sent home today at ____________________(time/period). 
 
*Note:  Be sure to attach referral form in Section 3C. 
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TO STAFF: INJURY OF STUDENT ON CAMPUS 
School Interoffice Memo 

 
TO:  All Faculty and Staff     Date 
 
FROM:  Principal (Designee) 
 
SUBJECT: INJURY OF A STUDENT 
 
 
Yesterday, day of the week, date, during ___ period, shots were fired from the perimeter of the school, 
just outside classroom __, on ______ Street.  As a result, one of the bullets entered the classroom and 
grazed the leg of a student, in Room ___.  Los Angeles School Police and the Los Angeles Police 
Department responded to the scene immediately.  The student was transported to the hospital via 
ambulance and our school was placed on a lock down, until law enforcement secured our campus. 
 
I have been in contact with the family of the injured student and have received reports that his injury 
was not life-threatening.  He was treated and released by the hospital this morning and is at home 
recovering.   Many students were in the classroom or in close proximity of the incident.  
 
We have prepared a statement for you to read. After reading the statement, students may want to talk 
or write about their feelings. 
 
Some students may need extra support and a referral to the crisis team may be needed, especially if: 

• Student witnessed the accident 
• Student had a close relationship with the victim 
• Student has suffered a recent family/friend loss or illness 

 
We have established a crisis response center in   (place) .  If you notice that student(s) in your 
class need support in the aftermath of this incident, please complete the attached referral form with the 
student’s name and information and send it with another student to the  (place) .  Our Crisis Response 
Team will summons referred students from class throughout the day.  Please contact me if you have any 
questions or concerns. 
 
 
*Note:  Be sure to attach referral form in Section 3C. 
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TO STAFF: INJURY/DEATH OF STUDENT/STAFF ON CAMPUS 
 
 
TO:  All Faculty and Staff      Date 
 
FROM:  Name, Principal 
 
RE:  INCIDENT ON (DAY), (DATE) 
 
As you may be aware, DAY’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 Friday evening.  However, it is 
with great sadness that I report to you that our th grade student succumbed to his/her injuries during 
surgery on DAY 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 1st period: 
 

Over the weekend, we were informed that DAY evening, your peer and ___th grade student here 
at _______________ School, died from the injuries s/he received during the incident that 
occurred on campus DAY afternoon.  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. 
Some students may need extra support and a referral to the crisis team may be needed, especially if: 

• Student witnessed the incident 
• Student had a close relationship with the victim 
• Student has suffered a recent family/friend loss or illness 

 
We have established several crisis response centers to address the needs of our school community 
during this difficult time.  School and ESC staff will be available to provide crisis counseling throughout 
the day and week, as needed.  If you feel that s student in your class may benefit from speaking to a crisis 
counselor, please complete the attached referral form and send it to the Library.  We will summons 
students individually, as crisis counselors are available.  Please refrain from sending students or groups of 
students to the library in need of counseling, as we want to ensure everyone receives immediate 
attention when they are summonsed.   
 
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 during that time.  Crisis counseling for staff will be made 
available in the ________________.  Parents in need of counseling support may go to the ________.   
 
Thank you once again for your support and cooperation during these challenging times. 
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TO PARENT/GUARDIAN: ATTEMPTED ABDUCTION 
Date 

Dear Parent/Guardian: 
 
 
As the principal of                                                      School, the safety and well being of our students and 
staff is my top priority. I’m writing today to inform you that there was an attempted kidnapping of one 
of our students that occurred this afternoon/morning/yesterday evening. Our student managed to get 
away from the suspect without physical harm and reported the incident as soon as s/he arrived at 
school. The suspect is described as (build/gender/ethnicity/height).  He has a   (other distinguishing 
marks)   and is wearing   (describe)  . (Law enforcement) is handling the investigation at this 
time. 
 
A flyer will be circulated to the community alerting everyone to be on the lookout for this suspect. 
Neighboring schools will also be contacted to alert them regarding the suspect’s recent activities. 
 
We strongly encourage you to speak to your children about the general safety information they need to 
know when walking to and from school and also anytime they are without direct adult supervision. We 
also would like for you to share the following safety tips with our child: 
 

• Whenever possible, walk with your child. 
• Do not accept rides from or approach strangers. 
• When alone, do not walk with headphones on. It is unsafe when you cannot hear 

what is happening around you. 
• If you walk to or from school, walk in groups. 
• If you observe any stranger or dangerous situation, report the information to the 

authorities. Do not talk to strangers. 
• Students should walk on the inside portion of the sidewalk, not on the edge bordering 

on the street. 
 

Sincerely,  
 
 

(Name) 
Principal 
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TO PARENT/GUARDIAN:  
BOMB SCARE/SUSPICIOUS OBJECT 

 
Date 

 
 
Dear Parent/Guardian: 

 
As the principal of School, the safety and well 
being of our students and staff is my top priority. I’m writing today to inform you of an 
incident that took place at our school on    (day/date of incident). 

 
(Option A) 
An unidentified caller contacted the principal’s office and claimed that an explosive 
device had been placed at/near the school’s   . 

 
(Option B) 
A suspicious object/package was found in front of the 
school officials were quickly notified. 

 
 
office/building and 

 
School staff immediately instituted the orderly evacuation of the campus, and notified 
the Los Angeles Police Department (LAPD) and the Los Angeles School Police 
Department.  As a safety precaution, the LAPD Bomb Squad detonated the object, which 
was later determined to be a __________  .  Once the campus was deemed safe, 
students returned to class. 

 
The school and the Los Angeles Unified School District take these types of threats very 
seriously. I would like to reassure parents and guardians that the school and District will 
take every precaution to ensure the safety of students and staff at our schools. If you 
have any questions or concerns, please contact me at (school number)   . 

 
Sincerely, 

 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN: CONDOLENCE LETTER 
 

Date 
 

Parent/Guardian Name 
Address 
City, State, Zip Code 

 
Dear   , 

 
On behalf of the Los Angeles Unified School District and the staff of (school/ESC)  , I would like 
to offer my sincere condolences to you and your family for the loss of your loved one(s).  
Words cannot adequately express the sorrow we are feeling for you at this very difficult time, 
but please know that your heartache is shared by   (school/ESC). 

 
A tragedy of this magnitude is impossible to comprehend and the grief is overwhelming. As you 
mourn your loss(es), be assured that we are here as your school community for support and 
assistance.  You will continue to be in our thoughts and our hearts during these very difficult 
days ahead. 

 
Please do not hesitate to contact    (person/title)   for school and community 
resource information. S/he will be able to help you access counseling and other services that 
your family may need.  Again, please accept the condolences of our school/District. 

 
Sincerely,  

 
 
 
 
 

(Name) 
Principal 
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TO PARENT/GUARDIAN: DISRUPTIVE PARENT 
 
Date 
 
Dear  (parent)  , 
 
I am writing to confirm our conversation of this morning regarding your access to our 
campus.  Your conduct yesterday created a serious disturbance, which required the attention 
of school personnel, including the school police officer, assistant principal, teachers, and 
staff. 
 
(Option A) 
You began screaming in the main office and when staff met with you, you continued in this 
manner. Furthermore, you made threats to the personal safety of the student accused of 
fighting with your son/daughter.  While I appreciate your concern for your child, such a 
disturbance to the instructional program cannot be tolerated.  I cannot operate a school 
effectively and give that level of attention to all parents.  My time must be spent on behalf of all 
children. 
 
 
 
(Option B) 
Your conduct on our campus today created a serious disturbance which impacted not only the 
teacher (name) but also the 30 students in his/her classroom.  You began screaming at  
 (name)   and threatening him/her, thus interfering with the 
instruction of his/her students, not to mention causing him/her great discomfort and anguish. 
 
 
 
If you have business on campus, please call my office in advance for an appointment and go 
directly to the main office at the appointed time.  You may not enter the campus without 
authorization. 
 
Board Rules 1265 and 2002 provide that the presence on school campus of any parent, 
community person, organization representative(s), concerned groups, or other individuals or 
groups, regardless of affiliation, requires the principal’s consent and approval.  The rules go on to 
state that pupils, school personnel, classroom, special programs or other activities, regardless of 
their funding source, are not subject to visitation observation or any other external attention 
without the school administrator’s endorsement.  Further, visitors who defy the school 
administrator’s authority can be reported to the appropriate police agencies and may be subject 
to criminal charges under California Penal Code Sections 626.6 or Los Angeles Municipal Code 
Section 
63.94. 
 
We intend to enforce the Board Rules and seek your cooperation.



Sample Memo/Template: provided as a guide, please make changes as needed.  

 

Safe School Plan, Volume 3 – Recovery  Section 3D 

TO PARENT/GUARDIAN: ENVIRONMENTAL THREAT 
Date 
 
  
 
Dear Parents/Guardians, 
 
As the principal of School, the safety and well 
being of our students and staff is my top priority. I’m writing today to inform you of an 
incident that took place at our school on    (day/date of incident). 
 
The strong scent of an unknown gas or chemical substance emanating from the school’s  
(building/an external location) lead to the immediate evacuation of students and staff 
from campus. School officials notified the Los Angeles Police Department (or other police 
agency), School Police and the Los Angeles Fire Department (or other fire agency). 
 
(Option A) 
To ensure their safety, students and staff gathered at safe location away from the incident 
while authorities investigated the environmental hazard. The substance was identified and 
removed, and students were directed back to class. 
 
(Option B) 
Due to the nature of the situation, Los Angeles Unified School District Superintendent    
   Announced today that the campus will remain closed until 
authorities declare the school safe for students and staff to return. Parents and guardians 
will be notified by telephone when the school will reopen. 
 
I would like to reassure parents and guardians that the school and District will take every 
precaution to ensure the safety of students and staff at our schools. If you have any 
questions or concerns, please contact me at    (school number). 
 
Sincerely, 
 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN:  

PERSON WITH GUN/WEAPON ON CAMPUS 
 
Date 
 
 
Dear Parents/Guardians, 
 
As the principal of School, the safety and well 
being of our students and staff is my top priority. I’m writing today to inform you of an 
incident that took place at our school on    (day/date of incident). 
 
A man/woman was spotted walking/running on campus carrying a gun/weapon and school 
officials were quickly notified. School staff immediately instituted “lock down” procedures, 
and notified the Los Angeles Police Department and School Police. The suspect was subdued 
by school officials and handed over to the police when they arrived or Authorities conducted 
a thorough search of the campus, however, no suspect was found. To ensure their safety, all 
students and staff remained in their classrooms until the campus was declared safe by 
police. 
 
The Los Angeles Unified School District is working closely with police to investigate the 
incident. I would like to reassure parents and guardians that the school and District make 
every effort to ensure the safety of students and staff at our schools. If you have any 
questions or concerns, please contact me at    (school number) 
 
Sincerely, 
 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN: MISSING CHILD 
 

Date 

Dear Parent/Guardian: 
 
As the principal of    School, the safety and well-being of our 
students and staff is my top priority.  I’m writing today to inform you of an incident that took 
place at our school on     (day/date of incident). 
 
(Option A) 
A   (grade) student was reported as “missing” by his/her parents because s/he did not come 
home after school.  School staff immediately notified School Police, as well as Los Angeles Police 
Department (LAPD)/Los Angeles County Sheriff’s Department (LACSD)/other local police agency, 
which searched the campus and community with negative results.  Parents contacted the school 
later that evening to report that the student had been located. 
 
(Option B) 
A   (grade) student was reported as “missing” by the teacher because s/he did not come 
back to class. We went into “lock down” mode as part of our efforts to locate the student. We 
took every precaution to ensure for the safety and well-being of all our students. We are happy 
to report that the student was found and is safe and well. 
 
Please be assured that the safety of students and staff is of the utmost importance.  It 
is, in fact, one of our highest priorities.  To support our efforts at school, we would like to ask you 
to review the following safety guidelines with your own children: 
 

• Walk the most direct route to school with one or more friends or an adult 
• Report directly to your assigned area upon arrival to school 
• Report any unusual activities to school personnel or to another adult 
• Be aware of your surroundings in order to make good decisions for safety 

 
If you have any questions, please call us at   .  We would be 
happy to talk with you. 
 
Sincerely, 
 
 
 
 
Principal 
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TO PARENT/GUARDIAN: OFF-CAMPUS SHOOTING 
RESULTING IN DEATH/SERIOUS INJURY 

 
Date 
 
Dear Parent/Guardian: 
 
As the Principal of ____________________ School, I am writing today to inform you of a tragic 
incident that took place across the street from our school on                (day/date of incident). 
 
A shooting occurred across the street from school resulting in the death of 
student/parent/staff/passerby and injuries to others.  School staff immediately instituted 
“lock down” procedures, and notified the Los Angeles Police Department and School Police. 
To ensure their safety, all students and staff remained in their classrooms until the campus 
was declared safe by police. 
 
The Los Angeles Unified School District (LAUSD) is working closely with police to investigate 
the incident. The District will provide an increased security presence on campus for an 
indefinite period of time. In addition, crisis counseling and intervention services will be made 
available to any students and staff who may be in need of support and counseling. 
 
I’d like to offer my condolences to family members of the victim(s). I also would like to wish a 
speedy recovery to all injured students and staff.  Although these kinds of tragic events can 
happen at any time, we will continue to make every effort to ensure the safety of students 
and staff at our schools. If you have any questions or concerns, please contact me at    
(school number). 
 
Sincerely, 
 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN: OFF-CAMPUS SHOOTING 
RESULTING IN DEATH/SERIOUS INJURY 

 
Date 
 
Dear Parent/Guardian: 
 
As the Principal of ____________________ School, I am writing today to inform you of a 
tragic incident that took place across the street from our school on                
(day/date of incident). 
 
A shooting occurred on-campus resulting in the death of ____student/staff/ and critically 
injuring ___others.  School staff immediately instituted “lock down” procedures, and 
notified the Los Angeles Police Department and School Police. To ensure their safety, all 
students and staff remained in their classrooms until the campus was declared safe by 
police. 
 
The Los Angeles Unified School District (LAUSD) is working closely with police to 
investigate the incident. The District will provide an increased security presence on 
campus for an indefinite period of time. In addition, crisis counseling and intervention 
services will be made available to any students and staff who may be in need of support 
and counseling. 
 
I’d like to offer my condolences to family members of the victim(s). I also would like to 
wish a speedy recovery to all injured students and staff.  Although these kinds of tragic 
events can happen at any time, we will continue to make every effort to ensure the 
safety of students and staff at our schools. If you have any questions or concerns, please 
contact me at    (school number). 
 
Sincerely, 
 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN: 
ON-CAMPUS FIGHT INVOLVING MULTIPLE STUDENTS 

 
 
Date 
 
Dear Parent/Guardian, 
 
As the principal of    School, the safety and well 
being of our students and staff is my top priority.  I’m writing today to inform you of an incident 
that took place at our school on     (day/date of incident). 
 
A fight broke out among a small group of students at lunch that escalated into a clash involving 
dozens of students.  The incident resulted in no injuries or minor injuries to      
   students and staff.  School staff immediately instituted “lock down” procedures, and 
notified the Los Angeles Police Department and School Police.  Police restored order and 
students were directed to class. 
 
The Los Angeles Unified School District (LAUSD) is working closely with police to investigate the 
incident and appropriately respond to any students that may have been involved. Human Relations 
and crisis counselors will also be deployed to meet with students and diffuse any lingering tensions. 
 
I would like to reassure parents and guardians that the school and LAUSD make every 
effort to ensure the safety of students and staff at our schools.  If you have any questions or 
concerns, please contact me at    (school number). 
 
Sincerely, 
 
 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN: SEXUAL PREDATOR 
 

Date 
 
Dear Parent/Guardian, 

 
As the principal of ____________School, the safety and well-being of our students and 
staff is my top priority. I’m writing today to inform you of an incident that took place at our 
school on                                        (day/date of incident). 
 
(Option A) 
A student/staff member/local resident/passerby reported seeing a man/woman standing 
on the sidewalk next to the school’s perimeter fence or (another 
school location) exposing himself/herself to children and/or masturbating as students 
were recreating in the playground. 
 
(Option B) 
A student/staff member/local resident/passerby reported seeing a man/woman sitting in 
a vehicle masturbating and trying to lure other children to their car with offers of 
candy/by requesting their help to find a missing pet. 
 
School staff immediately notified School Police, as well as Los Angeles Police Department 
(LAPD)/Los Angeles County Sheriff’s Department (LACSD)/other local police agency. A 
patrol car was immediately dispatched to the school, but there was no sign of the alleged 
sexual predator. Authorities took a report and received a description of the suspect, who 
was described as   . 
 
Anyone with information about this incident is encouraged to call 
(lead investigating agency name & telephone number). 
 
The school and the Los Angeles Unified School District take these types of threats very 
seriously. The campus will be on heightened alert while the suspect remains at large. I 
would like to reassure parents and guardians that the school and District will take every 
precaution to ensure the safety of students and staff at our schools. If you have any 
questions or concerns, please contact me at (school number)   . 
 
Sincerely, 
 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN: STAFF ARREST 

 
 
Date 
 
 
Dear Parents/Guardians,  
 
As the principal of _____________School, the safety and well-being of our 
students and staff is my top priority. I’m writing today to inform you of an incident that 
took place at our school on    (day/date of incident). 
 
The Los Angeles Police Department notified School Police and the school about the 
arrest of an assistant principal/ counselor/teacher/staff member for alleged 

   . As part of the 
investigation, the assistant principal/counselor/teacher/staff member has been 
removed from school. The District will provide crisis intervention counselors to work 
with students that might be impacted by the arrest and removal of the assistant 
principal/counselor/teacher/staff member. 
 
The school and the Los Angeles Unified School District take these allegations very 
seriously and will fully cooperate with the police investigation. I would like to reassure 
parents and guardians that the school and District will take every precaution to ensure 
the safety of students and staff at our schools. If you have any questions or concerns, 
please contact me at (school number)   . 
 
Sincerely, 
 
 
 
(Name) 
Principal 
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TO PARENT/GUARDIAN: TRAFFIC ACCIDENT 
Date 

Dear Parents/Guardians 
 
As the principal of    School, the safety and well-being of our 
students and staff is my top priority.  I’m writing today to inform you of an incident that took 
place at/near our school on     (day/date of incident). 
 
(Option A) 
A student was hit by a car (on the way to school/going home from school).  The accident 
happened at (description of incident).  At present, s/he is at the hospital, and is recovering at 
this time.  Let this unfortunate accident serve as a reminder to all of us that when crossing any 
street with or without a light, to pay attention to the traffic around us.  I know that all of us 
wish him/her a speedy recovery. 
 
(Option B) 
A parent was hit by a car (on the way to school/going home from school).  The accident 
happened at (description of incident).  At present, s/he is at the hospital, and is recovering at 
this time.  Let this unfortunate accident serve as a reminder to all of us that when crossing any 
street with or without a light, to pay attention to the traffic around us.  I know that all of us 
wish him/her a speedy recovery. 
 
(Option C) 
A student was hit by a car (on the way to school/going home from school).  The accident 
happened at (description of incident).  We have learned that the student died because of 
his/her injuries. A tragedy of this magnitude is impossible to comprehend and the grief is 
overwhelming.  I know that all of us offer our sincere condolences to the family for the loss of 
their loved one. 
 
(Option D) 
A parent was hit by a car (on the way to school/going home from school).  The accident 
happened at (description of incident).  We have learned that the parent died because of 
his/her injuries. A tragedy of this magnitude is impossible to comprehend and the grief is 
overwhelming.  I know that all of us offer our sincere condolences to the family for the loss of 
their loved one. 
 
Sincerely, 
 
 
Name 
Principal 
 

(May also use the same information as a memo to staff) 
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BLACKBOARD CONNECT MESSAGE: INHALANT ABUSE 
 
This is a very important message from ____________ School. On _________ evening, the 
Sherriff’s Department received a call regarding suspicious activity on Fraser Avenue and 
Whittier Boulevard.  Upon arrival, officers found one of our students, a 12 year old male, using 
inhalants.  During questioning, he went into cardiac arrest and was immediately transported to 
the hospital.  His mother was notified and he is currently receiving medical attention for his 
injuries.  
 
At _______ School the safety of all students and staff is our priority.  Reporting any substance 
abuse activity is the responsibility of all of us, school staff, students, parents, and the 
community.  If your child or someone you know is abusing inhalants, please contact the school 
so we can help connect that person with the appropriate resources.  
 
For more information about inhalant abuse and how to talk to your children about inhalant 
abuse, please join us for an important parent meeting on DAY / DATE / TIME / LOCATION.  
Translation services and child care will be provided. 
   
Thank you for your attention to this matter. 
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BLACKBOARD CONNECT MESSAGE: SEXUAL ASSAULT 
 
This is a very important message from the Los Angeles Unified School District. Yesterday 
evening, DATE it was reported that a female high school student was allegedly sexually 
assaulted after school at a local park.   
 
The LAW ENFORCEMENT Department responded and the incident is under investigation.   
 
All schools in the area have been informed of this incident so that they can be on alert. 
 
At LAUSD the safety of all students and staff is our priority.  Should your child share any 
concerns with you, please contact a school counselor or administrator.  We are all involved in 
creating a safe environment for our students.   
 
If you have any information concerning this incident, please do not hesitate to call LAW 
ENFORCEMENT AND TELEPHONE NUMBER. 
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BLACKBOARD CONNECT MESSAGE: STUDENT DEATH 
 

Parents and Guardians, this is Principal ____________, with an important message from 
_____________________ School.  It is with great sadness that we inform you of the death of 
one of our students.  This afternoon, one of our ___th grade students collapsed during lunch in 
the LOCATION ON CAMPUS.  S/He received immediate medical attention from our school nurse 
and the paramedics.  S/He was transported to the hospital where s/he was pronounced dead.    
 
I want to assure you that we have taken every step necessary to provide our students and staff 
with the emotional support that is needed during this difficult time.  Crisis counselors will be 
available to speak with students next week as well. 
 
If you feel your child needs additional support, please notify his/her teacher or counselor or 
they can call TEEN LINE every night from 6-10pm at 1800 TLC-TEEN. 
 
Thank you and please have a safe three-day weekend. 
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