


Example of Email to Parent/Guardian of Top Performer
About two times per quarter, every five weeks or so, I sent an individualized email to the parent/guardian of each top performer in each class. A top performer was someone who earned an “A” or equivalent score on one or more major assignments during that period. PARENTS/GUARDIANS LOVED THESE EMAILS—MOST TEACHERS DO NOT SEND THEM, SO IF YOU DO, THEY WILL LOVE YOU. I usually sent these emails on a Saturday or Sunday morning after going through my gradebook and highlighting the top performers. Within minutes of sending these emails, I started getting parent/guardian replies thanking me for letting them know—in many cases, the student had never said anything.
Here is an example of what I sent:

“Dear Mr./Ms. (parent/guardian name),
Over the past (month, six weeks, or whatever time period) in (name of class), the students have done the following major assignments:
· (Any labs done.)
· (Any engineering design projects done.)
· (Any other major projects done.)
· (Any assessments done.)
Your (son/daughter) did outstanding work and earned an “A” on (list the items where the student scored an “A”). (He/She) did (excellent, outstanding, or other appropriate adjective) on the remaining major assignments. You should be proud of (his/her) performance—congratulations! 
All the best,
Bryan Holmes, (class) teacher”
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