DRUGS
EXAMPLE HOME LETTER TO PARENTS
School Drugs Education Advisers Recommendations 12/03/10
Example - This general letter is for use with parents/carers in the event of a drugs related incident.  It is a letter designed to address the issues, minimise parental concerns and present the basic facts.
A separate press release may be appropriate and necessary.  It is strongly advised to prepared this in partnership with the KCC Education Press Officer (01622 671411).  A press statement would not normally be issued unless it is requested by the press and only then after careful consideration is given.
Always notify the LCSP manager and KCC Safeguarding Officers as soon as possible of any potential serious drug and alcohol related incidents.  Schools are strongly recommended to notify the Schools Drugs Education Advisers (SDEAs) on 01732 225021.  
A DRUG RELATED INCIDENT CAN AFFECT THE WHOLE SCHOOL AND LOCAL COMMUNITY.  Approach the issue with this in mind and minimise concerns where possible.  However ensure that the approach does not create a ‘hidden harm’ to others and those involved.
Schools Note and Tips

· Keep letters short and to the point

· One page A4 (maximum).
· Be positive about the actions you have taken to safeguard pupils and briefly demonstrate positive actions taken.
· Request family and community support.
· Request that families talk to siblings about the issues and dangers.
· Contain the incident’s overall impact by defining how it has impacted on a few pupils eg in year X or groups.
· Do not name any pupils under any circumstances
· It is against the law to do so (Data Protection Act).
· The information might be passed on to others (eg Press).

· Naming and shaming is not an acceptable practice and this could result in a school being prosecuted for breaching the Human Rights Act.

· Try not to give too many details about the incident

· Avoid naming the substances involved if at all possible.
· Do not describe the incident in detail.
· Do not provide any specific details about the incident which will alarm families or carers.
Contact the KCC Press Office
· Ensure that any third party press offices, eg Police, liaise with the KCC press office.  Present a united response.
Language and Context

· Try to use the context of medicines as opposed to “drugs” if possible.  This reduces anxieties and perceptions of families.

· State that you are restricted by the Data Protection Act and cannot provide any detailed information.
· Reassure Parents/communities that steps are being taken to address the issues.
· Offer support if parents require information.
· Add the contact information at the bottom for the FRANK helpline, etc.
Optional Suggestion

· You might offer a school parent’s information evening or a supportive and reassuring discussion/talk facilitated by the SDEAs.  Keep this short, time managed and general.  
(See example below)

EXAMPLE LETTER
GENERAL WHOLE SCHOOL LETTER OF INFORMATION
Delete as appropriate

Dear Parents/Carers

There has recently been a drug related incident in our school.

The incident involved a medical/unauthorised substance being brought to school by a pupil.  It occurred/happened on {insert date}.  {Give brief details of the incident eg the substance was shown to a small number of pupils in Year X}.  No other children were involved.  The substance has been confiscated and no child has consumed it or has been injured by it.  
Our school take all such incidents very seriously and immediate action was taken to safeguard the school and pupils involved.  The appropriate authorities have been advised.  I have investigated the incident thoroughly, and informed the parents of the children involved.  {Give brief details and make comments eg it would appear that after initial curiosity by some pupils, several of these pupils then informed school staff.  It is very encouraging that pupils were able to take positive steps to protect themselves and other pupils at the school.  A special assembly was held today with pupils to stress the dangers involved and to thank pupils for their positive actions in reporting the incident to staff.}
These are the facts of the event and we have contacted the whole school community in order to reduce rumours and speculation and to demonstrate that our school is safe for pupils.  I am not able to provide you with any further details about the incident due to legal requirements.

Please do talk to your child about the dangers involved with the misuse of medicines or other drugs.  It is important to present a united message to pupils regarding safety and prevention.  
If you wish to discuss this matter further please do not hesitate to contact me or you can receive more general information about drug issues at www.talktofrank.com  

Yours sincerely

