Student Release – Elementary Parent Letter

Dear Parents/Guardians: 

In an ongoing effort to provide for our students’ safety and well-being in an emergency, [School Name] is taking strong steps to ensure all students are kept as safe as possible. It is important that parents/guardians and families become familiar with the school’s emergency procedures and what you should do in the event of an emergency at the school. We encourage you to discuss how you expect your child to behave and respond during an emergency. 
 
To make your child as comfortable and safe as possible until you arrive, we ask for your help in the following areas:
 
1. Complete and return the attached forms (instructions on reverse): 
· Student Emergency Identification Form  
· Student Emergency Release Form  

2. In the event of an emergency, we ask that you follow these guidelines:
· Do not call school following a disaster. Phone lines must be used for emergency calls. 
· In a lockdown, do not phone your child’s cell phone. A ringing or buzzing phone can call attention to students. 
· Do not drive to the school. Street access must remain clear for emergency vehicles. Park as close as you safely can and walk to the school. 
· Listen and watch for updates; the school will use a variety of communication tools including [specify school communication channels such as email, social media, parent portal] to alert parents of the current situation and next steps. 
· As soon as school officials indicate it is safe to do so, we request you or your alternate guardian travel to the school (or other identified release site) to reunite with your child. 
· No student will be released from the school unless a previously authorized parent/guardian or alternate comes for the student. 
· All parents/alternates who come to pick up children must sign the students out at a designated student release area. 

3. Familiarize yourself with the school’s emergency preparedness plans available here [Link]. 

4. Prepare and/or update your child’s comfort kit which will be kept in the classroom.

Effective school emergency planning depends on having accurate and up-to-date information. You are responsible to keep this information current. Please note that the information on the attached forms is kept strictly confidential at the school unless it is needed to help ensure your child’s safety.

Please return all forms by [Date].	

Thank you for your cooperation and assistance. This process helps to ensure a timely reunion for you and your child in an emergency. 

Emergency Management Planning Committee

Instructions for Completing Student Emergency Release Form

Students will only be released to parents or authorized guardians listed on the form. 

Please read the following guidelines before filling out the form.

LAST NAME
· Last name of student(s) at the school, including siblings who share a last name
· Students in the same family with different last names need separate forms
PARENT/LEGAL GUARDIAN
· If the school needs to contact you urgently, first attempt will be made by cell phone. If networks are compromised, home address and email may be critical for communication.
OUT OF AREA CONTACT
· If local phone lines and networks are down, the first possible calls may be out of area (different city, province or country). In this case, the school will call the designated out of area contact to leave a message about your child’s whereabouts or condition. 
MEDICAL ALERT
· Any critical medical care your child may require if it is not possible to reach you or local medical facilities
· If your child requires essential medication, you are responsible to ensure that the school has some on hand. 
SPECIAL INSTRUCTIONS FOR STAFF
· Anything school staff should be aware of that might impact your child’s ability to manage a stressful situation.
AUTHORIZED GUARDIANS
· Up to 4 people to ensure that your child(ren) are picked up in a timely way
· If possible, people who live or work within reasonable walking distance of the school
· 19+ years old; could be community members, neighbours, friends or relatives
· Ensure that you have their consent and that they are aware of expectations
· Make sure everyone listed on the form has a copy
· Inform your child(ren) who is authorized to pick them up and care for them in an emergency

The bottom of the form is for SCHOOL USE ONLY during a student release.

DURING AN ACTUAL EMERGENCY
Please keep in mind the following:
1. School staff will be very busy accounting for students and keeping them as safe as possible.
2. In a stressful situation, having a predetermined and practiced plan greatly decreases long-term emotional impact.
3. Release and reunification can be a slow process. PLEASE be prepared to wait patiently in line. While everyone will be anxious to be reunited, it is essential that staff follow safety protocols.

If you have any questions about the form, or anything else related to emergency preparedness, please contact the school. Thank you for your cooperation and continued support. 

Parents must ensure that the school has accurate, updated information.
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