OUTLINE FOR CLASSROOM PRESENTATION BY TEACHERS
The following outline can be used regardless of the type of incident. Use your best judgment in determining the parts of the outline that are appropriate for the situation.  Counselors will be available to talk with teachers about how to present information to the students.  Immediate presentations help diffuse unwanted student responses.  
REMEMBER only twenty-five percent of students will react immediately to the bad news.  Seventy-five percent will have a delayed response.  Take your time in facilitating discussions and encourage students to continue bringing issues to the staff’s attention over the next few days.
All relatives (siblings, parents, spouses, ex-spouses, cousins, best friends, and girl/boyfriends) should be told privately, rather than in a group.  Generally, school personnel do not shoulder the responsibility for telling a relative about a family member's death.  In most cases, a family member will come to the school to share the news personally.  However, should it be necessary to tell a family member, the same basic guidelines will apply. If possible, a family member or close friend should transport the shocked staff member or student home. Even if the individual feels stable enough to drive, assistance is a courtesy and an issue of safety.  Gently insist.  It may also be necessary for two staff members to be involved in transportation so that automobiles can be driven to appropriate locations.  It may be necessary for someone to think for a bereaved person.  She may not be able to think clearly enough to remember coats, purses, etc.

This outline does not include the different reactions survivors may have following different types of incidents such as:  suicide, murder, non-violent trauma, grief, etc.  
Refer students to the school counselor for individual attention.
1. Introduction

This is very difficult for us all.  It is not easy to know what to say or how to act.  Sometimes our own reactions frighten us because they are so new to us and seem so strong.

If someone assists in the classroom presentation, they might say that we are here with your teacher to talk about _______________, to answer questions if we can and to tell you of some of the reactions you may have that are normal.

2. Beginning

This is what we know so far: _________________________________________________________.  

a. Have any of you heard anything different about (the way he/she died, was killed, kidnapped, etc.)?  

b. Did any of you play/spend time with or have conversations with ________ in the past couple of weeks?  Tell us about that.  What do you remember? 

c. Have any of you had a similar incident happen to a family member or friend?  What upsets you most about _______________’s (death, murder, injury, etc.)?  

d. What questions do you have about what happened or even about what will be happening over the next few days?

3. Normalizing

Let us discuss the kinds of reactions that most people have following this kind of situation.  Examples:  shock, anger, fear, sadness, hurt, frustration.  What do people do with those reactions?  What does it look like?  You may already have experienced some of these reactions or you may experience them weeks, even months, from now.  They are very normal reactions so do not be alarmed.  It will help, however, if you talk to someone about them.  Let’s identify some people you can talk to.  
4. Identifying Appropriate Behavior

This will vary somewhat depending on the incident.  If the incident is suicide, the students need to clearly hear what they are to do if a friend talks about ending his/her life.  If the incident is murder, students need to hear messages against revenge, etc.

This is a time when it is not unusual for us to look for reasons why this happened.  A lot of rumors that are not at all helpful to the family or to close friends can get started.  If you hear stories that are different from the information we give you, please let us know so we can check them out, correct them, or confirm them.

Sometimes we want to blame others.  This is normal but not something we want to do.  It simply doesn’t help and can, in fact, cause the person or persons being blamed to retaliate (want to fight back) and that doesn’t help anyone.  Although it is very normal to be angry, it is not acceptable to seek revenge on those we think may be the cause of ___________’s death.   We simply will not accept anyone going after anyone else.

Sometimes situations like this cause us to ask many questions we never thought of before.  It is important that you ask the questions.  Some of your questions may be personal.  I encourage you to see our school counselor, ____________________.
5. Conclusion

Are there any other questions that we need to answer or discuss today?   Is there something you would like to do to honor ___________?

Notes and Assurances

a. Be prepared for silence.

b. If students do not respond to your initial questions, ask and then answer the questions you anticipate students might ask.

c. You may wish to express your own reactions initially, this sometimes give students “permission” to open up also.

d. Inform students of related activities that are planned over the next days.  Keep them informed of new information and upcoming activities.

e. It is recommended that classroom presentations be conducted by school-based staff.  Children in crisis look to their counselors, teachers, administrators, and other school-based staff for protection and help.  Using outside sources frequently angers students, distances them from staff, and “chips away” at their trust in staff.
ANNOUNCEMENTS AFTER THE SCHOOL DAY STARTS

When an announcement must be made after classes have begun, crisis team members should go in pairs to each classroom.  One of the team members should take over the class while the regular teacher is given the “bad news” in private.  After the classroom teacher has regained his/her composure, the teacher should return to the classroom and make the announcement.  Additional staff from feeder schools, district office, or substitutes may be needed.  

GUIDELINES FOR TELLING STUDENTS

1. Have the chairs arranged in a semi-circle prior to students entering the classroom if possible.  If the announcement has to be made during class, have students rearrange the chairs first.  The teacher should sit within the circle and maintain eye contact with students.  Tissue should be readily available and visible.

2. The teacher should center him/herself first by assuming a nurturing adult role.

3. Read the announcement in a soft and calm voice.
4. Give students the time to process the news.  Ask students if they have questions or feelings they would like to share.  Respond as needed to students’ concerns.  DO NOT RUSH STUDENTS THROUGH THIS PROCESS.  Allow them to talk and express their disbelief.  Teachers should remember that they are “defusing” the event.
5. Students who become distressed and need special assistance should be accompanied to the quiet room.  The teacher should follow designated procedures for releasing students.
6. When the discussion is over, rearrange chairs and return to normal routines, if possible.  However, be prepared for students to need to periodically discuss issues.
Classroom teachers may need to consider the following:

1. Ensure the counselor is aware if a student has been absent due to a death in the family
2. Call the student at home to express  condolences and to inquire about the student’s needs 
3. If the death is a parent, sibling, or grandparent raising the child, the classroom teacher may wish to attend the funeral or family visitation 
4. Assist with the discussion of things the students might do to help when the student returns to school 
5. Provide the students with information about the wake (visitation), funeral, or memorial service.
6. Ask the students if they have ever been to a wake or funeral.  Discuss what usually happens at these services.  Answer questions, as appropriate, about death from a biological perspective.
Acknowledge the Loss – Teach children what to say

a. “I’m sorry about your loss.”

b. “John was in my biology class. He was always friendly and willing to help others.  He had such a great sense of humor. I miss him.”

c. “This is a tragic loss.”

d. “This must be very painful for you.”

e.  “It hurts so much to lose…”

f. “We’re never ready to lose a loved one.  It is  O.K. to miss him and to grieve for him.”

g. “This is an overwhelming loss.”

h. “I think of you and wonder how you are coping with all this.”

i. “I care and want to be there for you.”
Condolence Letters 
a. Always personalize the letter. Begin by acknowledging the loss.  You may want to share how you learned the news and your shock.  Refer to the deceased by name.
b. Express your sorry sincerely.  Let the grieving person know that you care and relate to their pain.  Be honest. Don’t be afraid to use death words…murder, suicide, accident.  Share your sadness because it reminds the deceased that they are not alone in their suffering.
c. Describe the special qualities of the deceased, especially those you cherish.
d. Share a favorite memory of the deceased.
e. Remind the bereaved of special qualities they possess.
f. Offer concrete assistance to help – follow-up.
g. Close with a thoughtful phrase, “We share your grief and send love and prayers.

Student projects if a student or staff member dies:
h. Students and staff can create a collage of photographs, school memorabilia, student drawings or stories written about the deceased.  Funeral homes usually have tripods and boards for display purposes.
i. Allow students to make ribbons in the students favorite color to wear through the funeral process.
j. Allow students to plan a perennials flowers.
k. Allow students to decorate the student’s locker or desk.  Plan to remove these the week after the funeral.
l. If scholarship funds are established, students may participate in donating money to the fund.
m. Whatever you do for one student, be consistent.
Other Suggestions for Classroom Teachers 

7. Contact John before he returns to school.  Ask him what he needs from others to make his return easier.  
a. Prepare his classmates for his return.  If John doesn’t want to talk about the death, make sure his classmates are aware of his wishes, etc.
b. Encourage the students to greet him by saying “I’m glad you’re back,” or “I missed you.”
c. Encourage the students to assist John with catching up with school work.

8. Periodically check in with grieving students to see how they’re doing.  
9. Know what books are available in your school library and encourage students to read about loss.
10. Create writing activities that will allow the student to write about the loss.
11. Stay in touch with the parents.  Keep them informed of any problems the student is encountering.
12. Encourage grief counseling if the child is demonstrating problems.
13. BE PATIENT.  Understand that the child may be sitting in class, be triggered, and not hear a word you’re saying.  Additional assistance may be needed to keep the child on task and continuing to progress.
