sAMPLE LETTERs TO STUDENTS’ FAMILIES
Runn Elementary School   





August 2001
Dear Families, 

Welcome to the first grade!  I am looking forward to a very productive and exciting year in Classroom 49.  This year each student will be doing a lot of reading, writing, and problem-solving in English.  As a part of our dual-language program your child will spend half of his/her school day in my classroom and the other half in the classroom of my team teacher, Ms. Diana Ruiz.  Our students can have a lot of pride in being bilingual, bi-literate, and bi-cultural; please encourage him or her to do his/her best.

In order to create a positive learning environment, I have developed a classroom discipline plan with specific expectations for all students.  Everyone in the classroom will work together as a team to achieve our learning goals with few interruptions.  The plan below outlines the classroom rules, positive rewards, and consequences for appropriate and inappropriate behavior.  

My classroom expectations:


Treat others as you would like to be treated.


Expect the best.


Ask before acting.


Minds on!


Walk at all times.


Offer to help.


Remember the signals. (quiet, question, bathroom, water, etc.)


Keep hands and feet to yourself.

If a student chooses to ignore an expectation:

· First Consequence: 

Verbal warning.

· Second Consequence:  
Thinking time (student will sit apart from group for 5-10 minutes) 

· Third Consequence:  
Student loses privilege (such as: sitting with group, recess, etc.) 

· ‘
· Severity Clause:

Office visit (if student chooses to fight or break multiple rules)

To encourage students, I will recognize appropriate behavior with individual, group, and class rewards.  Individual students will be praised for their good behavior and will be rewarded with positive notes, stickers, or special privileges.  On a weekly basis, groups may earn points towards a special trip for cooperation and preparation.  Also, the entire class may earn pickles for certain achievements as a class.  

This week’s homework is to discuss this plan, fill out the following survey, and return it by Friday.  Your support of this plan is essential; I will be contacting you as a result of both positive and negative behaviors. Starting next Monday, I will be sending a weekly homework packet which will be due by Friday.  I look forward to working with your child and your family throughout the school year.  My door is always open to you: please do not hesitate to contact me for any reason.  It’s going to be a great year!

Sincerely, 

Ms. Cate Swinburn

Runn Elementary: #464-XXXX
•
Home: #973-XXXX
•
Cellular: #490-XXX

Paul Junior High School

 September 5, 2000

Dear Parents and Guardians, 

Welcome to Paul Junior High School and 7th grade Life Science class!  I am excited to work with you and your child.  I know we will have a successful, productive year and I look forward to being a part of the academic progress your child will make. 

In 7th grade Life Science I expect students to BE scientists – we will observe and question the natural world, keep careful records of our activities in our laboratory notebooks, think critically, perform experiments, and draw conclusions.  The science curriculum will integrate mathematics, reading, and writing.  We will study cells, the human body, animals, plants and other subjects in Life Science.  By the end of the school year, your child will possess an age-appropriate understanding of the scientific world and to be able to conduct scientific investigations on his or her own.  I look forward to sharing more about the science curriculum and the academic goals for the class at Back to School Night.  

There are various ways I would appreciate your support at home:  

· Ask your child what they learned in school that day (some science homework assignments will involve your child teaching you a scientific concept they learned in class).  

· Emphasize the importance of homework and hard work.  As they will have science homework every night except Friday, please help them to establish a regular time and place (away from the TV) to complete their homework.  

· You can stay up to date on your child’s science homework and assignments by checking their Paul JHS Resource Book.  There is also a space on each page of the Resource Book for you to write notes to me.  I will check this book daily. 

· If you are able, visit the classroom!  There is a space on the attached Parent/Guardian Survey to note any ways you would like to become involved in the classroom.  Please fill out this survey and return it with you child by Friday, September 15th.  

· I will send my grading system and classroom rules/procedures home with you child tomorrow after we have gone over them together in class.  Please read, sign, and return the classroom rules/procedures by Friday the 15th as well.

Please do not wait for formal conferences to discuss any concerns you have with me.  As I mention in the Parent/Guardian Survey, you may email me (mbothner@hotmail.com) or call me at school (202-576-6190), home (703-XXX-XXXX), or on my cell phone (703-XXX-XXXX).  I look forward to frequent communication with you as we work together to ensure your child’s success!

Sincerely,

Ms. Margaret Bothner 

CARTA MuESTRA PARA LAS FAMILIAS DE LOS ESTUDIANTES
Paul Junior High School

 5 de Septiembre, 2002

Queridos Padres de Familia y/o Guardianes, 

Bienvenidos al Paul Junior High School y a la clase de Ciencias Naturales del 7mo grado!  Estoy muy emocionada de trabajar con ustedes y con sus niños.  Sé que tendremos un año exitoso y productivo y espero ser parte del crecimiento académico de sus hijos/as. 

Mi expectativa para la clase de Ciencias Naturales de 7mo grado es que los estudiantes SEAN científicos – observaremos y cuestionaremos el mundo natural,, mantendremos registros detallados de nuestras actividades en nuestros cuadernos de laboratorio, pensaremos de manera crítica, haremos experimentos y llegaremos a conclusiones.  El curriculum de ciencia integrará matemáticas, lectura y escritura.  Estudiaremos la célula, el cuerpo humano, los animales, las plantas y otros temas de las Ciencias Naturales.  Al finalizar el año escolar, su hijo/a entenderá el mundo científico y podrá realizar investigaciones científicas por si solo/a. 

Espero poder compartir mas con ustedes sobre el curriculum de ciencia y sobre las metas académicas para la clase durante la  Noche de Regreso al Colegio 

Les quiero animar a que trabajemos juntos y contar con su apoyo en sus hogares: 

· Pregúntele a su hijo/a qué aprendió en el colegio cada día.  (Algunas tareas de sus hijos/as tendrán como objetivo que su hijo/a le enseñe a usted un concepto científico que hayan aprendido en clase) 

· Enfatícele a su hijo/a la importancia de hacer la tarea diaria y de la disciplina.  Debido a que tendrán tarea todos los días con excepción del viernes, por favor ayúdeles a establecer  un horario y un lugar fijo (lejos de la  Televisión) para que hagan la tarea.  

· Por favor, manténgase al tanto de las asignaciones y tareas de la clase de ciencia de su hijo/a revisando el Libro de Recursos Paul JHS.   Además hay un espacio en cada página del Libro de Recursos para que usted me pueda enviar mensajes o comentarios.  Revisaré diariamente este libro. 

· Si usted puede, visite nuestro salón de clase.  Hay un espacio en la Encuesta de Padres de Familia/Guardianes para que usted pueda expresar las maneras en que le gustaría involucrarse en ayudarnos en las clases.  Por favor llene este encuesta y regrésela con su hijo/hija a mas tardar el viernes 15 de septiembre. 

·        Estaré enviando mi sistema de evaluación y mis reglas y procedimientos con sus hijos/hijas mañana después de repasarlo con los estudiantes en clase.  Por favor léanlos, fírmenlos y regresen el documento Reglas y Procedimientos a mas tardar el viernes 15 de septiembre. 

Les animo a que no esperen a tener conferencias formales conmigo para poder discutir cualquier asunto..  A como mencioné en la Encuesta Padres de Familias/Guardian, me pueden escribir a mi correo (mbothner@hotmail.com) o llamarme al colegio al (202-576-6190), mi hogar (703-XXX-XXXX), o mi celular (703-XXX-XXXX).  Espero que logremos una comunicación frecuente durante este período y que trabajemos juntos para asegurar el éxito de su hijo/a. 

Sinceramente,

Ms. Margaret Bothner 

Back
Dear Parents and Guardians, 


Welcome to the 1999-2000 school year at Bell Haven.  I hope each of you had a terrific summer.  I am looking forward to working with you and your child this year.  I know that this year will be a great one, filled with a wide variety of learning experiences for your child.  As a second grade teacher I stress academic as well as non-academic areas to prepare your child for middle school and high school.  These are very important years for the students and I will do my best to encourage good study habits.  I feel these are necessary skills for success in school.  


In order to foster excellent study skills I assign homework on a regular basis.  There will also be several research projects and book reports assigned throughout the year.  Establishing a suitable time and a quiet well-lit place for home study will enable your child to “get into a routine” of studying each day.  I require that the students read for at least twenty minutes every night.  

I have set high standards for our classroom.  Being prepared for class on a daily basis is a requirement for all students.  Please send your child to school with a pencil and a working eraser.  This pencil can stay at school and will be sharpened each day.  All other necessary supplies will be provided for your child.  Backpacks should be kept simple and should carry homework folders to and from class daily.  Please encourage your child to keep any toys at home, as they will not be allowed in the classroom.  


Because you are an integral part of your child’s education, I feel home-school communication is of vital importance.  I welcome your comments.  Please feel free to contact me at school by calling the office at (650) 329 – 2898 during school hours.  I will also be available before and after school; my home number is (650) XXX-XXXX.  I encourage you to become involved in our class in a variety of ways.  Please see the attached volunteer form and indicate how you might be available to help.  


Thank you in advance for you support.  By working together we can make this a wonderful year for all of us.  You are a very important part of our Bell Haven team.  I look forward to meeting you at or before Back to School Night.  

Sincerely, 

Amanda Feld

Room P-9  
Please respond to the following questions and return this note to school with your child.

Will you be able to attend Back to School Night? 

Do you have any plants or art supplies you could donate to help decorate your child’s classroom?

Queridos Padres de Familias y Tutores (Personas con la Patria Potestad), 


Bienvenidos al año escolar 2002-2003 de Bell Haven.  Espero que hayan tenido un verano fabuloso.  Estoy sumamente entusiasmada de poder trabajar con ustedes y con sus hijos/as este año. Sé que este año será excelente, lleno de una amplia variedad de experiencias de aprendizaje para sus hijos/as.  Como una profesora de segundo grado, yo enfatizo las áreas académicas y no académicas para preparar a sus hijos/as para middle school (6to al 8vo grado)  y high school (9no al 12vo grado).   Estos son años muy importantes para los estudiantes y haré lo mejor que pueda para promover buenos hábitos de estudio.  Siento que son habilidades necesarias para el éxito en el colegio.


Para fomentar habilidades excelentes de estudio yo asigno tareas en casa frecuentemente. También asignaré proyectos de investigación y reportes sobre libros durante todo el año. Es clave que usted y su hijo/a encuentren un horario y un lugar con iluminación apropiada para que su hijo/a realice sus tareas diariamente.  Esto promoverá que su hijo/a establezca una rutina de estudiar diariamente.  Yo requiero que los estudiantes lean por lo menos veinte minutos cada noche.


Tengo altos standares para nuestra clase.  Uno de ellos es que los estudiantes lleguen preparados a clase.  Por favor envíe a su hijo/a con un lapiz y un borrador.  Este lapiz puede quedarse en el colegio y le sacaremos punta todos los días.  Todos los otros materiales serán provistos para sus hijos/as.  Las mochilas/bolas de los libros deben ser lo mas prácticos posibles y deben de servir para llevar los folderes con las tareas a la casa y de regreso al colegio. Por favor anime a sus hijo/a a dejar los juguetes en la casa/vivienda ya que no se permitirán en la clase.
Debido a que usted es parte integral de la educación de su hijo/a, considero que la comunicación entre ustedes, padres de familia y yo es de vital importancia.  Bienvenidos sus comentarios.  Por favor contactenme en el colegio llamando a mi oficina al número (650) 329 – 2898 durante horas del colegio. También estaré asequible antes y después del colegio; mi número de mi casa es (650) XXX-XXXX.  Les animo a involucrarse con nuestra claseI en una variedad de maneras.  Por favor lea el formulario de voluntariado adjunto e indíquenos cóomo usted puede estar asequible/disponible para ayudar.


Gracias de antemano por su apoyo.  Al trabajar de la mano, juntos, podemos hacer que este sea un año maravilloso para todos nosotros.  Usted es una persona sumamente importante para el equipo Bell Haven.  Espero conocerles y platicar con ustedes durante la Noche Bienvenidos de Regreso al Colegio.  

Sinceramente, 

Amanda Feld

Room P-9  
Por favor responda a las siguientes preguntas y regrése esta nota al colegio con su hijo/a. 

Asistirá a la Noche Bienvenidos de Regreso al Colegio? 

Tiene plantas o materiales de arte (pinturas, brochas, etc) que puede donar para decorar el salón de clase de su hijo/a? 

Back

PARENT LETTER
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Please save for future reference
6 January 2002

Dear Parent and/or Guardian,

Hello!  My name is Mr. Maddin and I am lucky enough to have your son or daughter in one of my classes.  Your child will find that I am a tough, but fair, teacher who has planned an exciting and productive school year.

My particular style of teaching is based on three things: setting high expectations for EVERY student, showing respect for all students and expecting respect in return, and last, but certainly not least, parental involvement.  It is my belief that when parents and teachers work together a student can accomplish anything.  

It is my hope to talk with the parents and/or guardians of all those in my classes.  I plan to contact you personally in the next week.  Also, let me extend an invitation to contact me at school (Tel: 828-XXXX), at home (Tel: 828-XXXX) or via the Internet, (E-mail: maddin@cox-internet.com) should you be concerned or curious about your child’s progress in my class.  If you would like to meet in person, my conferencing block runs from 9:10-10:30 a.m. or we can schedule a more convenient time.  Please don’t feel that you need to wait for me to contact you should you wish to talk.

To help your child succeed in my challenging science class, there are five simple things that you can do:  

1. PROGRESS REPORTS—Ask your student to see their progress report every week. Each Monday, I print out new progress reports that give a detailed summary of their grade and all missing assignments.  Please sign these reports and return them to school with the student.  A sample progress report is on the back of this letter.

2. STUDY AT HOME—Make sure that your student studies each night for at least 20 minutes.  Every Wednesday and Friday we have quizzes or exams that they should be studying for.  We will also have homework almost every night.  

3. THURSDAY NIGHT STUDY SESSION—Help your student find a ride to McDonald’s every Thursday night from 5PM – 8PM.  I run free tutoring sessions for all of my classes.  In the past, students attending these sessions have much higher grades in my class.  This is also a great time to make up missing assignments.

4. ENCOURAGE—Encourage your student to ask questions in class and come in for extra help when they need it.  I am available before school, during lunch and after school.  Also, praise them for doing well…they deserve it! 

5. ASK THEM WHAT THEY LEARNED—Have your student explain what they learned in class each day.  This simple routine will help them review and find holes in their understanding.  

To help me serve your student better, I would be grateful if you could take five minutes out of your busy day and complete the parent survey.  Please have your student return it to me as a homework assignment before Friday.  Feel free to use the backside of the survey for any questions or comments that you may have for me at this time.  I look forward to working with you and your student!

Wishing you peace,

Mr. Maddin

Teacher of Chemistry / Physics / Biology / Physical Science

Franklin Senior High School
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