SAMPLE STAFF ANNOUNCEMENT FOR
DEATH IN A STAFF MEMBER’S FAMILY

Dear Colleague:

Yesterday, many of you were dealing with a number of very difficult emotional reactions about the death of ______. I know you care a great deal for _____ and you want to reach out and help her through this tragedy.

(Give accurate information.)


i.e., ____________ was informed that her father died of a heart attack while on vacation in Florida.

This has left __________ and her family with a void that can only be understood by those of you who have experienced such a loss. You love and support for __________ will be an important part in her ability to cope with this loss and at the same time continue on with her personal and professional life.

Last night, I shared with __________ the fact that so many of you were so concerned and that you wanted to do something for her to show your feelings and to comfort her. She was sincerely touched by this. She understands this is not the school’s sentiment but the many personal feelings of each of you.

We discussed ways that people could demonstrate their caring. __________ has decided that she would like people to make contributions to __________ in __________’s name. He had a love for their work and their support to public education.

Funeral services for __________ will be held at 10:00 a.m. on Friday at __________ Everyone is invited to __________’s home following the services. Her address is: _________________________.
Your caring and support has been, and will continue to be very important to __________ The sensitive and loving nature of the people with which she has had the privilege of working for so many years in __________ has been so clearly communicated to __________ She is indeed fortunate.

Very truly yours.

