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Guiding Practices for Communicating in a Crisis 
The purpose of this guide is to provide best practices for communicating in a crisis, along with sample 
templates to use in a variety of common emergency and crisis situations that we often must address as 
educators. It is designed to assist staff members who are typically involved in communicating during a 
crisis or emergency, including members of Cabinet, school site principals and their designees, and 
executive assistants. 
 
It is vital that messages to the community and statements to the media be generated as early as 
possible when a crisis or emergency situation begins to unfold. Those who are on the front lines of 
communication in our school offices typically begin to receive calls and questions immediately after a 
situation begins, particularly when students and staff are able to communicate instantly with family and 
friends outside of our school campuses about what is occurring through the use of their personal 
communication devices. Having accurate statements ready and on hand as quickly as possible will 
ensure the right message is being relayed during each contact with the community.  
 



Messages during times of crisis should always include: 
 

● the facts (reinforce that safety protocols were followed); 
● empathy;  
● acknowledgement of those involved in supporting the effort (i.e. law enforcement, counseling 

teams, etc.); 
● what is being done right; 
● the current status of the situation and next steps; 
● time and date that the message is being sent (particularly for phone messages); 
● clear identification of who is sending the message and which school site(s) are affected; 
● when the next update will be provided (or a reasonable estimate); 
● what, if anything, is expected of parents (i.e. continue to monitor for updates, do not come to 

the school site, reunification/student pickup information, etc.) 
● deliberate choice of words to minimize misinterpretation and the possibility of your words being 

taken out of context; and 
● sources of additional information (website, crisis hotlines, etc.). At the end of this document, 

you will find links to additional resources, including wellness/mental health and other related 
resources, that may be beneficial to include in particular messages. 

 
Other considerations may include running messaging by legal counsel as appropriate. 
 
Privacy Considerations: In situations where student privacy is an issue (i.e. in the event that a student 
has passed away), it is essential that staff contact the student’s family to receive consent regarding what 
information they are comfortable sharing with the broader community. Some families may not want 
their child’s name included in a community message, and it is imperative that the District follow the lead 
and wishes of the family so that we remain in compliance with our obligations to protect student privacy 
and confidentiality. We should not disclose any information that a family wishes to keep confidential, 
even if members of our school community may receive that information through other channels. 
Similarly, in situations that may involve sensitive personal health or mental health information, it is 
critical to consult with our staff experts (i.e. school counselors, school psychologists, etc.) to ensure that 
we are protecting student privacy while offering the appropriate support to students affected by the 
crisis.  
 
Who to contact in an emergency: In a situation where there is a possibility of immediate harm, the first 
call from a school site should be to 911/law enforcement. Following this, the Superintendent should be 
notified, or another member of cabinet should they be unavailable. The chart below shows the general 
flow of information that should occur during a crisis and who is typically responsible for communicating 
to each constituent group. 
 
 
 
 



Constituent Messaging Tool Staff Responsible 
Law enforcement Phone call Individual who first identifies 

the emergency 
Superintendent & site supervisor Phone call Incident Commander/lead at 

the affected site 
Board of Trustees Phone call or text Superintendent or designee 

Administration, District Office Staff, All 
Staff 

Email, text alerts Coordinator of 
Communications w/support 

from Cabinet team & Executive 
Assistants 

Special Education Staff: for 
coordination of any student related 

needs, i.e. transportation/busing  

Call or text Cabinet Team/Coordinator of 
Communications 

Front Desk/Reception: to prep for 
inquiries from the public 

In person Coordinator of 
Communications w/support 

from Cabinet Team member or 
Executive Assistant 

Students Emails, announcements Coordinator of 
Communications, Principals 

Parents Email, phone call, text alerts 
and website 

Coordinator of 
Communications 

Media Email, follow-up calls Coordinator of 
Communications 

Local community Website Coordinator of 
Communications 

Government entities Email and/or phone call Superintendent or designee 
Neighboring School Districts: 

Alia Wilson, SSD PIO 
Erin Lindsay, CUSD PIO 

Email and/or phone call Coordinator of 
Communications w/ support 

from Superintendent/designee 
 
Coordinating with Law Enforcement PIOs: 

● Santa Clara County Sheriff’s Office 
● Sunnyvale Public Safety 
● San Jose Police Department 

 
Communication Etiquette Reminders: During a crisis, it is imperative to keep the flow of communication 
open, with the focus on the most critical and pertinent information that needs to be relayed to the 
parties involved. 
 
The use of group texting during a crisis has many benefits for facilitating immediate communication and 
is often used by our team. However, it is important to remember that extraneous and unnecessary 
communication (i.e. “liking,” giving a “thumbs,” up or other reactions to messages in the group chat) can 
become an unnecessary distraction and take time away from those working on getting out 
communication in a timely fashion. As a best practice, responses in a group text should be made to 



provide additional information that is needed by those making decisions and/or communicating out to 
staff, students and families. 
 
Limitations of this Document: Please note, while the messaging templates included in this guide are 
designed to save time during a crisis or emergency and serve as a starting point for our District 
communication, they still require careful review and editing to fit each situation you encounter. While 
they have been written to be as adaptable to your needs as possible, please carefully review and edit 
your messaging to ensure you have included only information that is accurate, factual and relevant to 
the specific situation you are communicating about. Every emergency is unique, so there will never be a 
one size fits all template. You should also consider who the message is coming from so that you can 
adjust the voice and tone as needed. Some situations may not be covered in this guide, but it has been 
designed to add to and update over time. You will notice highlighted portions in many of the messages, 
indicating areas where specific information and details are required (i.e., time and location of event, 
name of affected campus, contact information for questions, etc.).  
_____________________________________________________________________________________ 

Template Messages 

Air Quality Issues/Smoke from Fires 

General message on poor air quality 
Dear FUHSD community, 
 
As you are aware, the (MULTIPLE) fires burning in (LOCATION) have negatively impacted air quality for 
the greater Bay Area, with the Bay Area Air Quality Management District issuing a smoke advisory for 
our region. Today, we are expected to reach (READING) on the Air Quality Index (AQI), which is 
considered (LEVEL).  
 
We know you are concerned about the current air quality, and we too share your concerns. At the start 
of the week, we directed all campuses to monitor outdoor conditions, review the air quality information 
with their PE teachers and coaches, be aware of students with health conditions that might be affected 
and significantly reduce strenuous activity. The District has cancelled all outdoor activities, practices and 
games for today, as well as indoor sports practices and games. 
 
We will continue to monitor the situation to make a decision no later than (DATE/TIME) concerning 
(FOLLOWING DAY(S)) practices and games. 
 
District staff will continue to monitor the air quality forecast for our area over the coming days so that 
we can ensure the health and safety of all students.  

https://www.baaqmd.gov/


 
(IF SCHOOL CLOSURE HAS BEEN MENTIONED:) We have also been in close contact with the Santa Clara 
County Public Health Department (SCCPHD) and Santa Clara County Office of Education (SCCOE) 
throughout the past (PERIOD OF TIME) in order to make the best decisions in the interest of student and 
staff safety. At this time, we are following the advice of the SCCPHD, and they remain firm that the 
current numbers do not warrant a school closure. We believe our schools provide a safe, secure location 
for our students under the current circumstances. 
 
Staff will continue to monitor the air quality, and we will do our best to keep you informed as the 
situation progresses. (AS APPROPRIATE:) Our thoughts are with those who have lost their homes, 
businesses and lives to the fires. Thank you for your support of our students and schools. 

Follow up message on school remaining open during period of poor air quality 
Dear FUHSD community, 
 
We are writing to inform you that at this time, we are planning for all schools to remain open tomorrow, 
(DATE). We are continuing to take precautions to limit the time that our students and staff are exposed 
to the air.  
 
We are following the recommendation of the Santa Clara County Public Health Department to keep 
schools open, providing a safe place and refuge from the current air quality. Our schools have heating 
and cooling systems (HVAC) with very high standards for air filtration, superior to most homes. For this 
reason, being inside our buildings is a safe place for all of us at this time. 
 
Students and staff will remain indoors during instruction time, as well as during lunch and break times. 
Classrooms and indoor spaces will be made available during breaks so that students and staff limit their 
exposure to the air. We will be continuing limitations on physical education activities, which have been 
moved inside, and after school sporting events. 
 
However, as with any illness, if your student is experiencing adverse health effects, we urge you to use 
your judgment in determining what is best for your child. We do respect the decisions of families to keep 
students home from school and are sensitive to any medical issues they may be having. Any absence due 
to health issues with the smoke will be excused. Again, we appreciate your support of our students and 
schools. 
 
Additional information on safety precautions is available from BAAQMD at http://www.baaqmd.gov and 
www.airnow.gov. 
 
When you are at home, please follow these recommendations: 
 

http://www.baaqmd.gov/
http://www.airnow.gov/


● Stay indoors in an area with filtered air. Particle pollution can get indoors, so consider 
purchasing an air cleaner if you live in an area with high levels of particle pollution. 

● Air cleaners that remove particles include high-efficiency mechanical filters and electronic 
air cleaners, such as electrostatic precipitators. Avoid using an air cleaner that works by 
generating ozone, which will increase the pollution in your home. 

● If you do not have air cleaners in your home, try to go somewhere that does have air 
filtration. This could, for example, be a friend’s home, if it has air filtration. 

● Please keep your families indoors and limit outdoor and or strenuous activity. 
● Drink plenty of water. 
● Watch your child for symptoms including coughing, wheezing, difficulty breathing and 

chest tightness. Even children who do not have asthma can experience these symptoms. 
● If symptoms occur, your child might need to take a break, do a less intense activity, stop 

all activity, go indoors, or use quick-relief medicine as prescribed. If symptoms don’t 
improve, get medical help. 

● As always, we appreciate your understanding and support in this difficult situation. 

Anti-Racism/Responding to Hate 
Dear (SCHOOL/FUHSD) community, 
  
We strongly believe that FUHSD is strengthened by the different qualities and experiences that each 
individual brings to our community, and we continue to work diligently as a District to provide an 
inclusive and healthy learning environment for all students.  
  
However, over the past several weeks, we have been made aware of (details on incident(s)) that have 
occurred on our campuses. These recent events included incidents that targeted students who are 
(indicate group(s) of students as appropriate). Each of these incidents has been deeply hurtful to our 
school community. 
 
While we cannot provide specific details about student discipline, we want to be very clear that this 
incident does not represent our school or its values. In our school community, we deeply value the 
multiplicity of perspectives that make our community a rich, vibrant place to learn. We do not tolerate 
any language or behavior, including hate speech or bullying, that targets people based on race, ethnicity, 
nationality, religion, gender identity, sexual orientation, socio-economic status or ability. Any incident of 
harassment or hate that occurs within FUHSD is unacceptable and students who engage in this type of 
behavior will face appropriate consequences. Our schools and school events must be safe spaces for all 
students and families. 
  
We encourage students and families to report any offensive and inappropriate conduct to a school 
administrator so that appropriate action can be taken. We want to take a moment to acknowledge the 
students and community members who have witnessed these events and had the courage to report them 
to staff.   



  
We are committed to acting immediately when we learn that a student has been the victim of hate, 
harassment or bullying. While we are not always able to disclose specific information about student 
discipline or other confidential information, we are committed to thoroughly investigating and 
responding to every complaint that is reported to us. 
  
It is imperative that we treat one another with empathy, dignity and respect at all times and continue to 
work to provide an inclusive and healthy learning environment for all students. 

Racist vandalism or graffiti 
Dear (SCHOOL) community, 
 
I am writing to you to share information about an upsetting incident of vandalism that took place on our 
campus. Graffiti that included (type of hateful language) was found in (LOCATION). The offensive graffiti 
was immediately removed from our campus and our administrative team will be conducting an 
investigation to determine the individuals responsible. 
  
With the work we have done over the past few years around anti-racism, we are saddened and 
disheartened that this has occurred on our campus. Slurs and hate speech of any kind impact every 
member of our school community and only seek to divide us. (SCHOOL) is such a vibrant place because of 
the incredible diversity of our students and staff, and we have no tolerance for language or behavior that 
targets people based on race, ethnicity, nationality, religion, gender, sexual orientation, socio-economic 
status or physical ability. 
  
Our administrative team and staff are committed to responding quickly when our students are targeted 
by harassment or hate. It is our role to keep every member of our campus safe, support all students and 
foster an environment that is free from intolerance. If you or your student would like to speak to 
someone about the emotions that this situation has brought up for you, please do not hesitate to come 
to speak directly to me or to one of our school-based therapists.  
   
The hateful words that we found on campus are contrary to everything that (SCHOOL) High School 
stands for. We must join together in moments like these and actively call out hate and bigotry when it is 
directed to members of our campus community. If anyone has more information about the vandalism, 
please don’t hesitate to share that with us. 

Car/Bus Accident 
Dear (SCHOOL) community, 
 
Earlier today, (one of our/several of our) students were involved in a (car/bus) accident (involving 
another vehicle). 



 
We are relieved to share that no students sustained serious injuries. Those involved have received 
medical evaluations, and some were treated for minor injuries before being released to their parents. 
 
OR 
 
At this time, all students have been transferred to the hospital for treatment. While we do not yet have 
details on the extent of the injuries suffered, we will provide additional information as we are able and 
with parent consent. 
 
OR 
 
Several students sustained serious injuries, and we ask that you keep them in your thoughts during this 
difficult time. 
 
 The district has contacted all parents and guardians of the students involved and we are in ongoing 
communication with those impacted to ensure they receive all necessary supports. We are incredibly 
grateful for the first responders who arrived quickly to provide care and assistance. Our thoughts are 
with the students and families as they recover. 
 
If you or your student needs to speak with a counselor or a trusted adult about this event, please don’t 
hesitate to reach out to your school’s counseling office. We will share additional information as we are 
able. Thank you for your continued support and care for our school community. 

Death of a student 
Dear (SCHOOL) community, 
 
It is with deep sorrow that we inform you of the passing of (NAME or a SCHOOL student). The student 
passed away on (DATE). 
 
The family has requested privacy during their time of grieving. We will share more information with you 
as we are able.   
 
We ask that you join our entire community in keeping this family in your thoughts during this incredibly 
difficult time. As always during periods of crisis, we have no doubt that our staff, students, parents and 
families will pull together and support each other through this loss. In a tight-knit school community, it is 
so important that we are there for one another in times when grief threatens to overwhelm us.  
 
Staff have been informed of the student’s passing, and we have asked them to support each other and 
our students during this time of loss. 
 



We have mobilized a crisis support team of school counselors and psychologists who will be available in 
the (LOCATION) from (TIME TO TIME) to provide support and comfort to both students and staff who are 
grieving. We are committed to ensuring that all members of our school community are provided with the 
resources they need during this difficult time. If you believe your student may need support or has been 
particularly affected by this tragedy, please do not hesitate to reach out to school site staff so that they 
can assist you. 
 
Grieving is a normal and natural result of loss and part of the healing process. Helping a young person 
through this difficult time may often feel overwhelming, so please remember to keep lines of 
communication open within your family. It is important to be honest with one another and to allow for 
the expression of feelings of sadness, grief and anger. Please reassure your child that there is always 
someone with whom he or she can talk to about these feelings and encourage them to speak with a 
member of our crisis support team if they express the desire to do so. Additional resources can be found 
through the Centre for Living with Dying (www.billwilsoncenter.org/services/all/living.html). To receive 
services, please contact the Bill Wilson Center at (408) 243-0222 and request an intake counselor.  
 
This loss to our community is a somber reminder of how precious life is. Please do not hesitate to contact 
us if you have any concerns or questions. Our district and school staff are here to provide any and all 
support possible.  

Death of a staff member 
Dear FUHSD/(SCHOOL) community, 
 
It is with deep sorrow that we share with you that our beloved (teacher/staff member/trustee) (NAME) 
has passed away. (NAME) was a cherished member of our school community, having dedicated (X) years 
of service to FUHSD.  
 
(NAME)’s passing is felt deeply by many in our community.  
 
(INCLUDE PERSONALIZATION FROM COLLEAGUES AS APPROPRIATE AND DETAILS ON THEIR ROLE AND 
CONTRIBUTIONS TO THE SCHOOL AND DISTRICT, INCLUDING THEIR YEARS OF SERVICE).  
 
Our sincerest sympathies go out to (NAME’s) family and loved ones during this difficult time. 

(INCLUDE DETAILS ON WAYS TO HONOR THE STAFF MEMBER OR MEMORIAL INFORMATION AS 
APPROPRIATE). 

This is a tragic loss for our school family and for the entire district. I know you will support one another in 
this time of deep sadness. Our school counseling team is available to support both students and staff 
that may need time and space to process the grief they are feeling over this loss. Should you need 
support, please do not hesitate to reach out to a member of our administrative team so we can assist. 



Thank you for your support of our school community and one another in this difficult time. 

Death of student & multiple family members 
Dear FUHSD/(SCHOOL) community, 
 
It is with a heavy heart that I write to you about the passing of the (NAME) family over the weekend in a 
(car crash/airplane crash/accident). As you may know, the children, (NAMES), were students at 
(SCHOOL). Their (relatives) also died in the (accident). The extended (NAME) family, friends, and loved 
ones are in our thoughts at this very difficult time in their lives. 
 
This is a tragic loss for our school family and for the entire district. I ask that you reach out and support 
one another in this time of great sadness. In such a tight-knit school community, it is important that we 
are there for one another in times when grief threatens to overwhelm us. 
 
As with any loss that impacts our students, families and staff, we as a district are fully committed to 
providing support to those affected by this terrible tragedy. Counselors are available to support students 
who may need to discuss the emotions they are feeling as they grapple with this news. 
 
For many of our students, this will be a difficult time as they deal with the grief and sadness associated 
with this loss. Please encourage your child(ren) to speak to one of our counselors if they are having a 
difficult time coping or just need someone to talk to about the emotions they are experiencing.   
 
District staff are here to offer any support needed, so please do not hesitate to contact us for support. 
 
Thank you for your support of the (SCHOOL) community and each other during this difficult time. 

Earthquake 

Dear FUHSD/(SCHOOL) community, 
 
We hope this message finds you safe. As you are aware, our area experienced an earthquake of (X.X) 
magnitude at approximately (TIME) today, centered in (LOCATION). While all students and staff are 
confirmed safe, out of an abundance of caution, we are closing our campuses for the remainder of the 
day to complete a thorough safety assessment, determine if there has been any damage to our buildings 
and to allow students and staff time to process today’s events and reset for school tomorrow, pending 
the review of our campuses. 
 
We understand that this may be a stressful time, and we want to assure you that our staff are here to 
support your children as we work through a safe and orderly dismissal process today. 
 



To ensure a smooth and safe pickup from each of our campuses, we ask that families follow these 
procedures: 

● Pickup Location: [Specify location] 
● Required Identification: Please bring a photo ID to check out your child. 
● Traffic Flow & Parking: [Provide guidance if needed to avoid congestion] 
● Arrangements for students in Special Education that use our bus services: [Indicate if buses are 

running or if alternate arrangements need to be made] 
● Students that walk or bike home: [provide instructions] 

 
Our top priority is the safety and well-being of our students, staff, and families. We appreciate your 
patience and cooperation as we manage this situation. Please continue to monitor your email and our 
school website for further updates. 
 
If you have any immediate concerns, please contact [name and phone number]. 
 
Thank you for your support and partnership. We hope you and your families stay safe, and we will 
provide updates on our facilities and the reopening of school tomorrow as soon as we have more 
information. 

Employee Arrest 
Dear (SCHOOL) Community, 
 
In keeping with our commitment to transparency and open communication, I am writing to inform you 
that a (SCHOOL) (teacher/employee/coach) was arrested on (DATE). They were arrested on charges 
related to (SUMMARY OF CHARGES) that (OCCURED ON/DID NOT OCCUR ON) the (SCHOOL) campus. 
FUHSD is cooperating fully with law enforcement, who initiated the investigation, and the 
(teacher/employee/coach) has been (placed on leave/released/relieved of their duties)etc.).  
  
Like all prospective FUHSD employees, the (teacher/employee/coach) was subject to a complete criminal 
background screening for employment as required by California State Education Code, which includes 
fingerprint clearance from the Department of Justice and the Federal Bureau of Investigation. 
  
(AS APPROPRIATE:) At this time, we have no indication that the incident has any direct connection to our 
school. However, we encourage anyone that may have information that could be relevant to this case to 
contact (Sunnyvale Public Safety/the Sheriff's Office/San Jose Police Department). 
  
I want to reassure you that the safety and security of our students is our highest priority and that we 
take any allegations of employee misconduct very seriously. Should you have any questions or concerns, 
please do not hesitate to contact us directly. If any additional information becomes available to us, we 
will share it with you as we are able. 
 



Mental health resources and support are available for students who may need to process emotions or 
feelings related to this incident. Students may contact their guidance counselor or another trusted adult 
if they need to access on campus resources. Additional resources are available on our website at 
https://www.fuhsd.org/students/mental-health-resources. 
  
We will continue to work cooperatively with our law enforcement partners to ensure the safest learning 
environment for all students. Thank you for your continued support of (SCHOOL). 

Extreme Heat 
Dear FUHSD families, 
 
As you may be aware, the weather forecast for today includes extremely high temperatures. The safety 
and well-being of our students and staff is a top priority and we will continue to monitor the heat index 
for our area today and over the coming days.  
 
During days with extremely high heat, our District and schools have procedures in place to ensure that 
students have modified outdoor activities, including for PE classes and athletics events, and alternate 
spaces to keep cool during brunch and lunch times. When the temperature exceeds 95 degrees we will 
implement the following precautions: 
 

● Closely monitor individual student conditions. 
● Encourage students to bring containers of water to help stay hydrated. 
● Encourage students to take water fountain breaks frequently throughout the day. 
● Restrict duration and intensity, or prohibit, outdoor physical activity. 
● Consider a schedule change. 

 
If the heat exceeds 100 degrees, all students will be kept in shaded areas or indoors.  
 
At this time, due to the excessive heat warning, the District has decided to cancel all our afternoon 
games and practices. Varsity games beginning after 7 p.m. are tentatively scheduled to continue as 
planned, but we will continue to actively monitor the situation. All weekend outdoor practices and events 
for band and athletic teams have also been cancelled.  
 
The following are some tips to avoid heat exhaustion and help prepare your children for the excessive 
heat we may be experiencing for the next several days: 
 

● Stay hydrated by drinking plenty of fluids. 
● Wear loose-fitting, lightweight, light-colored clothing. Avoid dark colors because they absorb the 

sun’s rays. 
● Slow down, stay indoors and avoid strenuous exercise during the hottest part of the day. 
● Postpone outdoor games and activities. 

https://www.fuhsd.org/students/mental-health-resources


● If you must be outdoors, find shaded spots to stay cool.  
 
If your child has a particular medical condition that is exacerbated by the heat, please notify the office 
staff at your campus. Thank you in advance for your assistance as we support the safety and well-being 
of our entire school community.  

Fires 

Local Fire(s) resulting in school closures 
Dear FUHSD Community, 
 
Our hearts are with everyone affected by the ongoing fires in our community. Out of an abundance of 
caution and under advisement from the local incident command responding to the fires, we are closing 
all school campuses until further notice. Prioritizing the safety of our students, staff and families remains 
our top priority. 
 
We understand that this is an overwhelming, sad and uncertain time for many in our community. The 
extreme stress of this situation has deeply affected our community, students, staff and families. Please 
know that the well-being of our students remains our top priority, and we are here to support each of 
you as we navigate this unprecedented situation for our community. 
 
What You Need to Know: 

● All school campuses will remain closed as we monitor the situation and assess air quality and 
safety conditions. 

● We will keep you updated with any changes and information about reopening as soon as it is 
safe to do so. 

● If your family needs assistance or resources during this time, please don’t hesitate to reach out. 
● We have compiled a list of local resources, including shelters, food banks, donation drop off and 

collection locations: (INSERT LIST OF RESOURCES) 
● Our School Based Therapists at each school site and School Linked Services Specialist at the 

District Office are available to connect your family with community resources (INSERT DETAILS 
ON HOW TO ACCESS) 

● A list of community-based Mental Health Services is available on our website at 
https://www.fuhsd.org/students/mental-health-resources.  

 
We are incredibly grateful for the first responders working tirelessly to protect our community. Please 
take care of yourselves and your loved ones, and don’t hesitate to contact us if you have any questions or 
concerns. We will continue to provide updates via email, our school website and social media. Please 
stay safe, and we look forward to welcoming our students back as soon as conditions allow. 

https://www.fuhsd.org/students/mental-health-resources


Gun/weapon on campus 
Dear FUHSD/(SCHOOL) community, 
 
We are writing to provide you with information regarding a serious situation that occurred today on 
(SCHOOL’S) campus. The (SCHOOL) administrative team received a tip from a (community 
member/student/staff member/law enforcement) that one of our students was in possession of a 
(gun/knife/weapon). As soon as we learned of this situation, we immediately contacted the (Sheriff's 
Office/Sunnyvale Public Safety/San Jose Police Department), who arrived within minutes to isolate and 
interview the student. 
 
Our law enforcement partners worked quickly to address this potential threat to the safety of our 
students, staff and the (SCHOOL) campus, and to detain the student involved. We understand that any 
situation where a weapon is found on a student will naturally cause concern and anxiety. We want to 
reassure you that there is no current threat to the safety of our school or district community. However, 
while law enforcement has assured us that there is no current threat, we have asked them to have a 
presence on the (SCHOOL) campus to ensure that all students and staff feel comfortable returning to 
school. Our mental health team will be available to support students and staff who may need to speak to 
someone about the emotions they are experiencing around this situation. 
 
We greatly appreciate our local law enforcement agencies who took this situation seriously and worked 
closely with us to take all necessary precautions to ensure the safety of our entire school community. We 
also want to commend the (INDIVIDUAL/GROUP) that came forward to (trusted adults on campus/law 
enforcement) with critical information and whose quick thinking helped ensure the safety of all students 
and staff. It is an important reminder to everyone in our school community that if you see or hear 
something, say something. 
 
The safety of students and staff remains our top priority. Thank you for your support of our students and 
schools. 

Power Outages 

General message regarding power outages in our vicinity 
 
FUHSD is aware of power outages in the area. Currently, we plan to hold school tomorrow with all 
campuses open. Staff are assessing safety issues & monitoring updates through the night. Check your 
email in the morning for additional updates. 

Schools closing due to power outages 
 
Dear FUHSD community, 



 
FUHSD continues to experience power outages at several of our campuses and district sites including (list 
school and district sites). We continue to monitor the situation and all updates from PG&E on when 
power is expected to be restored. (As needed: Please be advised that our districtwide email is also down 
at this time.)  
 
Because we do not anticipate the power being restored at all sites by tomorrow morning, the status of 
each of our high schools for students tomorrow, (DATE), is as follows: 

● Cupertino High School:  
● Fremont High School:  
● Homestead High School:  
● Lynbrook High School:  
● Monta Vista High School:  
● Educational Options (postsecondary including LYNCS, customized learning program, educational 

options resource, community school):  
● Middle College at DeAnza:  

At this time, we do not have definitive estimates for when power will be back on at the campuses and 
locations where it is currently off. We will provide updates as soon as possible. We will also post updates 
at www.fuhsd.org. 

Schools open following power outages 

Power has been restored to all campuses and staff have checked each school site to ensure they are safe 
and ready for staff and students. All schools will be open today as usual. Thank you for your patience as 
we’ve monitored this situation through the night and checked all the campuses this morning. 

Schools open following power outages at campuses that were closed 
 
Dear FUHSD Community,  
  
We are pleased to share that power has been restored at each of the high school campuses and other 
district sites that had been without power since (yesterday/date). 
  
As power has returned at each site, students and parents should have received information both from 
their respective school principal via email and our emergency communications phone system. 
  
School will resume tomorrow at the sites which were closed (today/yesterday): (list campuses). We 
appreciate your understanding over the past few days as we have dealt with the various challenges 
presented by power outages.  

Sexual Assault 
Dear (SCHOOL) community, 
 

http://www.fuhsd.org/


I am writing to you to address a serious matter that came to our attention today. School and district 
administrators were made aware of a sexual assault involving a (SCHOOL) student. 
 
The safety and well-being of all students remains our first priority and I want to assure you that we have 
already begun the process of looking into this incident, including following all of our responsibilities 
under Title IX and immediately contacting law enforcement. Please know that we take any allegations of 
assault, harassment or any inappropriate behaviors incredibly seriously, and will take disciplinary action 
as warranted. We want all our students and families to know that we are here to support you, and while 
we know it can be difficult, we encourage anyone who has been the victim of inappropriate harassment, 
assault or other inappropriate behavior to report it to a trusted adult. Our staff is always available, ready 
and able to support you.  
 
While there is not much detail we can share with you due to privacy concerns around the minors involved 
and the pending investigation by law enforcement, I want to remind each of you that as Superintendent 
my door is always open to listen and respond to your concerns. I would encourage anyone who has 
concerns to reach out to me directly, or to Associate Superintendent and Title IX Coordinator Dr. Trudy 
Gross, at trudy_gross@fuhsd.org. In addition, our Wellness Check-In Form may also be used should you 
wish to speak with a school-based therapist to process this information. 
 
Both the (SCHOOL) and district administrative teams strive every day to make sure that our school is a 
place where every student can thrive and feel comfortable and safe in reporting any behavior that 
threatens their sense of safety, well-being or comfort within the school community.  
 
Every student has the right to feel safe and valued at school. Should you have any questions or concerns, 
please don’t hesitate to contact me. 

Shelter in Place (Police activity in the neighborhood) 

Shelter in Place activated 
Dear FUHSD/(SCHOOL) community, 
 
This is the Fremont Union High School District (calling/writing) to let you know that (SCHOOL) is currently 
in a shelter in place due to police activity in the surrounding neighborhood. There is no active threat to 
the campus at this time, but the (law enforcement agency) has advised us to stay in shelter in place until 
the situation is resolved. We will be in communication as soon as the Shelter in Place has been lifted. If 
you are not already on campus, please do not come to campus at this time. Thank you for your 
cooperation.  

Shelter in Place lifted 
Dear FUHSD/(SCHOOL) community, 



 
This is the Fremont Union High School District (calling/writing) to let you know that the Shelter in Place 
at (SCHOOL) has been lifted. Law enforcement has given us the all clear and we will continue with our 
regular school day. We want to reiterate that there was never any direct threat to campus and the 
incident that occurred was off campus in the surrounding neighborhood. This situation was completely 
unrelated to our campus and students. Thank you for your support, patience and understanding as we 
navigated this situation today. The safety of our students and staff is always our top priority.   

Staff or student medical incident on campus 
Dear (SCHOOL) community, 
 
We are writing today to share some information with you about a situation that occurred (DATE/TIME) 
on our campus. One of our (teachers/staff members/students) experienced a major medical incident 
today during (classroom instruction/the school day/lunch). Thanks to the quick and calm reaction of both 
students in the classroom and staff on site, the (teacher/staff member/student) received medical 
attention as quickly as possible and was transported to a nearby hospital. Our thoughts are with the 
(teacher/staff members/student) and their family, and we hope to have more information to share soon. 
 
We know that witnessing an event of this nature can be traumatic for both our students and staff. Our 
mental health staff is standing by and available to assist any students who need to process what 
occurred today. If you/your child are expressing feelings of distress and would like to speak to someone 
about the incident that occurred today, please reach out to a member of our administrative team or the 
counseling staff who can assist you. Students that are struggling can also go to the (LOCATION) to speak 
to our crisis team or use the resources below: (insert resources from Wellness section). 
 
Please do not hesitate to contact school staff if you have any questions. We appreciate you keeping our 
(teacher/staff member/student) and their family in your thoughts. 

Student Fight 
Dear (SCHOOL) community, 
 
I am writing to inform you about an incident that occurred at (LOCATION) on (DATE). Police are 
investigating an altercation involving several of our students. As this happened during school hours, we 
are also assisting in the investigation. We believe this was an isolated incident and should not present an 
ongoing concern in terms of student or staff safety. When incidents like this occur, it is natural to want 
more details. However, because there is an open law enforcement investigation and we have a 
responsibility to protect both the minors and the victim involved, we may not be able to share much 
information. If we are able, we will provide updates when appropriate.   
 
Law enforcement responded to campus during the altercation and helped to diffuse the situation. 



  
If you have information pertaining to the altercation that you would like to share with law enforcement, 
please contact (NAME AND NUMBER). 
 
The district will determine what school consequences apply once the investigation has been completed. 
While we will not be able to share those specific consequences in detail with the (SCHOOL) community 
due to student privacy laws, please be assured that we do not allow students on campus if they pose a 
safety risk to their peers, teachers and staff. The safety of our students and staff remains our top priority. 
 
If you think your student might need some support as news of these incidents can be upsetting, please let 
us know so that we can have your student seen by a support staff member. 

Student medical/mental health crisis 
Dear (SCHOOL) community, 
 
I am writing to share some information about a personal health crisis involving one of our students that 
occurred today (during/at/in) (class/before or after school/during brunch or lunch). While the student 
involved and everyone on our campus is safe, we wanted to make you aware of this as many of our 
students did witness this incident and may be feeling upset or in distress and in need of counseling or 
other support services. Our crisis support team has been mobilized to provide appropriate support. If you 
as a student need to speak to someone about the feelings you are experiencing, please go to the 
(location) to speak to a counselor. If you or your child may have been negatively impacted by this event 
in any way, you can also reach out to a member of the administrative team or trusted staff member. (On 
a Friday or as applicable: Into next week, we will also continue to make support available on campus.) 
The student involved has been stabilized and is being provided with the support that they need. 
  
Students and families can also receive support via the community resources found on our Mental Health 
Resources webpage.   
  
If you are having a mental health emergency, please call 911 or a medical professional immediately. 
Other mental health resources include: 
  

● 988 Suicide & Crisis Lifeline: Call or text 988, or chat 988lifeline.org 
● 24-hour Suicide and Crisis Line (Santa Clara County): 1-855-278-4204  
● Bill Wilson Youth Hotline (24-hour Suicide & Crisis Line): 408-850-6125  
● Center for Living with Dying (part of the Bill Wilson Center)  
● Kara Grief Support for Children, Teens, Families and Adults   
● National Suicide Prevention Lifeline (24-hour): 1-800-273-TALK (8255)  
● Rape Crisis Hot Line (24-hour): 650-493-7273  
● Trevor Lifeline LGBTQQ+ Crisis Support: 1-866-488-7386  
● Crisis Text Line Text "LISTEN" to 741741  



● 911 or visit your nearest hospital emergency room if you can get there safely  
  
FUHSD also offers Care Solace as an online resource meant to assist individuals in finding local mental 
health related programs and counseling services and is being provided to district families at no cost. If 
you choose to use Care Solace as a tool to connect with community-based mental healthcare resources 
and providers, you will experience the following: 
 

● You will be assigned a personal Care Concierge to support you through the process of finding 
mental health care. 

● The Care Concierge team will be available to you 24/7 and support your preferred language. 
● Your Care Concierge will make phone calls for you to quickly find a verified provider matched to 

your needs who is accepting new clients. 
● You will have access to thousands of verified resources that will accept your insurance, private or 

Medi-Cal, or provide sliding scale options. 
● Your Care Concierge will personally assist you with booking an appointment and will check in to 

be sure you care happy with the matched provider.  
  
Care Solace may also be accessed by calling (888) 515-0595 to speak with someone from the Care Solace 
Concierge team or visiting our custom direct link at www.caresolace.com/FUHSD. All information 
entered on the Care Solace tool is completely confidential and securely stored. 
  
Thank you for your support of our students and entire school community during this time.  

Student protest/walkout 

Preparation for potential walkout 
Dear FUHSD/(SCHOOL) community, 
 
We are aware of several (local/statewide/nationwide) student-led walkouts being planned to bring 
attention to the issue of (TOPIC). The walkout gaining the most interest from students across the District 
is scheduled for (DATE and TIME). 
 
The paramount responsibility of the District is to keep each of our students safe and to ensure that every 
single student, regardless of his or her personal beliefs, feels valued and cared for. It is understood that 
some students may choose to leave class during the walkout. School administration will supervise any 
students who choose to walk out during this time in order to ensure student safety. We strongly 
encourage students not to leave campus. 
 
We are reminding and expecting all students and community members to be open to varying opinions 
and to keep communication and behavior toward one another peaceful, respectful and safe. We are not 



facilitating one message or belief over another; we are creating safe space for all students during a time 
at which they may wish to explore and exercise their right to free speech through a student-initiated 
event. We would like all students to remain on campus and not miss their educational day.  

Follow-up after walkout 
 
Dear FUHSD/(school) community, 
 
As you may be aware, walkouts and protests occurred across the (county/state/nation) today in 
response to (TOPIC). Some (SCHOOL) students opted to exercise their rights to free speech and 
participate in these walkouts during the school day. In line with our past practice, administrative and 
school staff accompanied the students who walked out in order to ensure they were able to safely and 
peacefully exercise their first amendment rights. Our law enforcement partners also provided additional 
support during the walkout and along the route the students took to (LOCATION) and back to campus. 
  
Our paramount responsibility remains keeping all students safe and to ensure they feel valued and cared 
for, regardless of their personal beliefs. While it is not our role to facilitate or organize events such as 
these, we will continue to work to provide a safe space for students to exercise their rights to free 
expression. 
  
Thank you for your support of our school community. 

Threats to a school  

Threats to a school resulting in lockdown or shelter in place 

Lockdown/Shelter in Place activated  

This is the Fremont Union High School District (calling/writing) at (TIME) on (DATE) with an important 
message. (SCHOOL) is currently in (lockdown/shelter in place) out of an abundance of caution due to an 
(email/phone/written) threat that was (received by/reported to) (staff/law enforcement) at 
approximately (TIME). Officers from the (law enforcement agency) are currently on campus helping us to 
determine next steps as we remain in (lockdown/a shelter in place). If students are not on campus yet, 
we ask that you not come to school. We ask that parents and guardians not come on campus at this 
time. We will provide an update and additional information as soon as it is available. 

Lockdown/Shelter in Place lifted and school resumes 

This is the Fremont Union High School District (calling/writing) at (TIME) on (DATE) with an important 
follow up to our earlier message. Law enforcement has now given us the all clear and we have lifted the 
(lockdown/shelter in place) at (SCHOOL). While we are incredibly grateful that this treat was a hoax, we 
have asked our law enforcement partners to remain on campus for the rest of the day out of an 



abundance of caution and to reassure our community, as we know these incidents can cause a great deal 
of distress for students, staff and families. Thank you for your support and understanding as we 
navigated this situation today. 

Lockdown/Shelter in Place lifted & students released for the day  

This is the Fremont Union High School District (writing/calling) at (TIME) on (DATE) with an important 
update to our previous message. Law enforcement has given us the all clear to end the (shelter in 
place/lockdown) that was put in place this morning at (SCHOOL) because of the threat received by 
(staff/law enforcement).  
  
Due to the extreme disruption caused by this event and to give students and staff time to process what 
has occurred, we will be releasing all students and staff immediately and cancelling school and all after 
school and extracurricular activities for the remainder of the day. While the campus has been deemed 
safe and secure by the (law enforcement agency), we recognize the distress this disruption has caused for 
our campus community. 
 
Students who transport themselves to and from school will be released to go home. Students can walk, 
bike or drive home. Parents may also come to campus to pick up their students. If students do not have 
an immediate place to go, they can wait for their parents/guardians in the (LOCATION) until they are 
picked up. 
 
We are coordinating with our bus companies for students in our special education programs that are 
transported to and from school. 
 
We will follow up with more information as possible. We look forward to seeing our students and staff 
(tomorrow/on Monday/next week) for a regular educational day. We thank our law enforcement 
partners for their assistance and support today in order to keep our students, staff and campus safe. 

Non-Credible Threat (no shelter in place/lockdown) 
Dear FUHSD/(school) community, 
 
As a district, we believe in transparent communication for our students, families and staff.  We are 
writing to make you aware that today you will see an increased law enforcement presence on our 
(SCHOOL) campus and around our school community. The reason for this is that we received an 
anonymous non-credible (email/phone call/social media post, etc.) of a (concerning/threatening) nature. 
Out of an abundance of caution we have partnered with our local law enforcement for this increased 
presence both on campus and around our school community. The safety of our students and staff is 
always our number one priority. We continue to look forward to a positive rest of this school week. 



Social media challenge to make threats to a school 
 
Dear FUHSD families, 
 
We are writing to share some information with you about troubling posts that are being shared 
(locally/across the state/nationwide) on social media via (NAME OF SOCIAL MEDIA PLATFORM). These 
posts are encouraging students to make threats of violence against schools on (DATE). While these posts 
did not originate in our community and we have not received any threats to our district, other school 
districts in Santa Clara County and across the nation are being negatively impacted by these threats. 
(NAME OF SOCIAL MEDIA PLATFORM) has been made aware of the situation and it is being monitored by 
their security team. 
 
To support and encourage positive behavior, we ask that families partner with us and discuss the 
importance of acting responsibly online and not sharing or encouraging the dissemination of information 
that may be inaccurate. Even when threats are found not to be credible, these incidents cause a great 
deal of stress and anxiety for students, staff and families. Resources on how to help your family navigate 
social media apps can be found onsmartsocial.com and www.commonsensemedia.org/socialmedia. 
While we know that the vast majority of our students do the right thing every day, it is important to 
know that threatening a school, whether credible or not, is a serious matter and against the law. If you 
become aware of any potential threat posted to social media or elsewhere, please notify the school 
administration or a trusted school adult and call local law enforcement right away. 
 
As always, we thank you for your partnership in creating a positive and healthy school community for our 
students and staff. 

Vandalism 
Dear FUHSD/(school) community, 
 
It is with sadness and great disappointment that we share with you that an act of vandalism occurred on 
our campus today. Extensive damage was done to (specific locations on campus) by someone on 
(DATE/TIME). (SPECIFY IF ANY ITEMS WERE STOLEN). 
 
The damage is significant. We are deeply troubled by this criminal act against our beloved school. Staff 
have been working diligently to clean up the affected classrooms and buildings as much as possible, (but 
unfortunately, a few rooms and spaces will not be usable for a period of time) OR (we have managed to 
repair the damage in time for students to return). Our teachers and administrators will make this 
transition as seamless and positive as possible. 
 



If you believe you may have information related to this incident, we ask that you report it to (law 
enforcement agency), who is investigating this crime. Anonymous tips may also be reported via Say 
Something. 
 
We are working to do the best we can to restore the site as quickly as possible. Thank you for your 
support of our students, staff and schools. 
_____________________________________________________________________________________ 

Additional Resources 

Wellness Resources 
● FUHSD Mental Health Resources webpage 
● Wellness Check In Forms (all forms linked on our District website)  
● FUHSD Resources for Discussing Challenging Topics webpage 
● Care Solace Information: 

○ FUHSD also offers Care Solace as an online resource meant to assist individuals in 
finding local mental health related programs and counseling services and is being 
provided to district families at no cost. If you choose to use Care Solace as a tool to 
connect with community-based mental healthcare resources and providers you will 
experience the following: 

■ You will be assigned a personal Care Concierge to support you through the 
process of finding mental health care. 

■ The Care Concierge team will be available to you 24/7 and support your 
preferred language. 

■ Your Care Concierge will make phone calls for you to quickly find a verified 
provider matched to your needs who is accepting new clients. 

■ You will have access to thousands of verified resources that will accept your 
insurance, private or Medi-Cal, or provide sliding scale options. 

■ Your Care Concierge will personally assist you with booking an appointment and 
will check in to be sure you are happy with the matched provider.  

■ Care Solace may also be accessed by calling (888) 515-0595 to speak with 
someone from the Care Solace Concierge team or visiting our custom direct link 
at www.caresolace.com/FUHSD. All information entered on the Care Solace tool 
is completely confidential and securely stored. 

LGBTQIA+ Resources 
● FUHSD Resources for Lesbian, Gay, Bisexual, Transgender, Questioning, Intersex, Asexual and 

More (LGBTQIA+) Youth webpage 

https://www.fuhsd.org/students/mental-health-resources
https://www.fuhsd.org/students/mental-health-resources
https://www.fuhsd.org/parents/discussing-challenging-topics-with-students
https://urldefense.com/v3/__http:/email.fuhsdorg.myenotice.com/c/eJxUU8m2qjoQ_RocutIRyMABrYiC7eOqk7sgBFEEzkEa8evfMt5z33qTpBJ27V3ZRaUzxAiMwUTMINUpIlDX8CSfZSxDjHOYJjFTMygSokOGORSIJTHj-uQ6QwBhQIEOKYYQT1OqU0w0nMQEqoBoCgFZlz_SurlMy1FUdXvlYsrrcnKf5W37pWBDQa6C3GEYphI5rZuLglye_ZbobFSQe79WRVY3Q9ykU56VCnYrBdsY6lhBtFOwDRRExZ89FY9Wwfab_aEg9S2gviVU5HbNPRWZqB7ifXR4XcrrHv9A1M8iK_ubKsr4epcJP0-Rh7_P-R8X_6T4AyzC-foyGttdos-9AQTDYGw2bb7fIFOK1J5jRjBo51rUoG-WpauHPybgWFRhZZnRybVAn19qYlh8vS2KNjmVpjWCnQj3cfFcBCLL6rtqlw326bNqY_PJVhWNr824PC1Wh69fRW_mi4vYxvdFpdf7vdOV82X7rs8-JnI7N2YBZPTrlUQ5HYI2HFmLoeElGy9I8qzr9_0qei09gIO04uVxbzh5tV3AToQJgc_5MUy_eW-HO1FvTsv0fHiI3ms9n4P2pknq52GbvvRu8PIsDPglSU_95rDsfPpaY1Jug70VhdruOzRzOI7M9XOgbvnLs1D0bddRvdgSAlASSK6FCp0g4lkjpIU34aEwPoJwgz35Xd5qkJFIRjsfdbv_2vpu6dt7BOVirBnt0SDj5OJwuz4N7tNQJXa8fhzKrKLoB-YTvx5g_iH7ovDBngt2KJcH_jEUNbfb41OTv7uNoMg3y_bc7m_a6dc5dPCyWpmnf9TzluhIwqzQLZpdsJby5M9vW4hRwbbjEmY60KG2ZRGgAuCYhkMp1hyDYdOEREXI0jBjJtVMQ4OurTqGRVWq6ipxHGvSzHYxz8X99-tet69rL5qfMXwP178BAAD__y7YLZ0__;!!AO96v2w!aVohus9v4mjV6EgRhrCk_2AD0W5aUlDdLjC7HL0OfHhatJCHeZo01h4kkbZGFtcSu1O4cypzQdUJGNd4cMMhi4Nu9RO-VJMLgQ$
https://www.fuhsd.org/students/lgbtq
https://www.fuhsd.org/students/lgbtq


Title IX Resources 
● FUHSD Title IX webpage 

Say Something Anonymous Reporting System 
● Say Something Information on FUHSD website 
● Link to Say Something Tip Submission Form 

 
_____________________________________________________________________________________ 

Autodialer/Emergency Phone & Text System (Connect) 
www.finalsiteconnect.com 
 
District Office staff trained to use autodialer system: 

● Rachel Zlotziver, Coordinator of Communications 
● Menko Johnson, Chief Technology Officer 
● Paula Robinson, Assistant Superintendent 
● Christine Glenny, Executive Assistant to the Assistant Superintendent 
● Christine Mallery, CBO/Associate Superintendent 
● Graham Clark, Superintendent 

 
 
 

https://www.fuhsd.org/about-us/general-information/complaint-process-public-input/title-ix
https://www.fuhsd.org/parents/interventions-for-drug-alcohol-abuse
https://www.p3campus.com/tipform.aspx?ID=3000&HF=1&Logo=0&X=1&H=0
http://www.finalsiteconnect.com/

