SAMPLE LETTER 

TO PARENTS/GUARDIANS

(Use school stationery.)

Current Date

Inside Address

Dear Parent/Guardian:

With the war in Iraq, global terrorism, and other world events that may cause uncertainty and fear for citizens throughout the United States, the board of trustees and I want to assure you that the XYZ Charter School is taking all appropriate and reasonable measures to ensure the safety and welfare of your child.  Although we learned from September 11 that our safety cannot be guaranteed, we are doing what we can to protect your children.

The well being of your child is always paramount in our minds.  The local police department, emergency management officials, and I have worked closely to create plans and procedures for crisis situations.  If the appropriate authorities activate a specific security plan, our school will follow existing emergency procedures.  We will follow all procedures necessary to keep your child safe and protected.  Staff will be available for supervision and to meet your child’s needs.

The police department will coordinate traffic control and any other necessary safety measures during this time.  Critical information will be disseminated via our telephone chain, website, and radio stations that have routinely been used for school closings.  The Home and School President will begin the telephone chain when any critical information is received.

We are asking you to review and update the information regarding where you can be contacted in case of an emergency.  Please send the names and telephone numbers of at least three contacts (parent/guardian, grandparent, other relative, or adult friend) to school with your child by November 3, 2003.

The American Red Cross has provided an excellent resource during these difficult times.  By logging onto their site, http://www.njredcross.org, you will have access to information related to family preparedness, disaster supply kits, and how to help your children cope with their fears.

Please know that we are doing everything we can to ensure your child’s safety and well-being.  Please do not hesitate to contact us at XX (telephone number with area code) if you have any questions or concerns.

Sincerely,

Name

Lead Person Title
