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Dear Staff,
I wanted to provide information on an incident that occurred today at ---- school. District/School prides itself on maintaining a safe and secure learning environment for our students, staff, and families. We have taken great measures to ensure we have the best security, response plans, and training in place. The incident today consisted of (state facts not speculation or suspicions). Our goal is to provide information both internally and externally as quickly and accurately as possible. Please direct any questions from parents to -------.
Sincerely,  
[Your Name]  
[Your Title]  
[School District Name]  
[Contact Information]
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