Parent Letter
This week you will write a letter home to your preschool buddy’s parents. Your letter will inform them of the activities, lessons, and learning the preschool student has been involved in during the past several weeks.
Your letter must be typed, using Times New Roman 12 point font. Indent new paragraphs. Use spell check. These letters will be sent home to the parents and must show the high level of learning that is expected in Preschool Palace. The final copy of your letter is due November 8th. 
Your letter must be attached to your last two project time goal sheets. 
I highly recommend that you save your letter so that you can easily fix errors. If you follow the directions provided you should have very few if any errors. If you do not have a printer at home you can email your letter as an attachment to me at rgrabhorn@scappoose.k12.or.us If you do not have a computer at home please let me know so I can make sure to give you time during class to type your letter once you have written your rough draft. 
Do not focus on the negative parts of a child’s day unless you can write about it in a positive way. See me if you need some help with this. 
Your letter will be a formal letter. The letter will include the following

· Dear Mr. and Mrs. or just Mrs. or Mr. depending on the child’s family status. Parents that are divorced will each receive a letter so you will print two letters changing the beginning as needed. 
· Information regarding project time projects – the current curriculum area you worked on these past few weeks. What did you do, what has your buddy learned, and what other learning did you see as you completed these projects? Explain the project so the parent knows what the project was. Include the goals you wrote and explain how the student reached or did not reach these goals.
· Information on social skills - What have you seen your buddy do during free time, snack time, outside time? What growth have you seen during non-structured time? Who does the child play with, what do they play with? How does the child interact with other children? What suggestions can you give parents to help their child during this time?
· Cognitive learning - What growth have you noticed in your buddy during structured learning time? This includes circle, sharing, skill building, craft and large motor.  

· Any other information you would like to include. 

· Signature - Sincerely, Students before or after snack buddy, Preschool Palace, Scappoose High School

Sincerely,
Jane Doe

Sally Ann’s after snack buddy

Preschool Palace

Scappoose High School
Grading rubric

	Area
	Proficient (4)
	Almost (3)
	Developing (2)
	Not there (1)
	Did not do (0)
	Score

	Project Time
	Letter includes information on the lesson in this curriculum area. The letter explains to the parent:
· What the activity was
· The child’s beginning skills

· How the child’s learning progressed

· May include other skills learned while working on this curriculum area
· You have listed your goals and explained how the student met or did not these goals.
	The letter includes information regarding the lesson but is lacking details explaining the lesson, goals, and what the student learned.
	The letter may touch on the activities or curriculum areas worked on. Lacks an appropriate explanation of what you taught and what the child learned.
	Letter lacks major required elements
	Letter was not written
	

	Writing,
Spelling and
Indenting
	You have typed your letter using Times New Romans 12 point font
Spell check was used and all words are spelt correctly.
Paragraphs have been indented.
	Your letter is typed using Times New Romans 12 pt font
Spell check was not used as some words are misspelled.

Paragraphs have been indented.
	The incorrect font/size was used. No use of spell check.
No indentations
	Letter lacks major required elements
	Letter was not written
	

	Signature
	The letter has been signed appropriately using the sample given in the directions.
	
	The letter was not signed using the sample given in the directions.
	Not included
	Letter was not written
	

	Social Skills
	The letter gives the parent information regarding non-structured social skills giving them a complete picture of their child’s week.
· What have you seen your buddy do during: 

·    free time 

·    snack time  

· Who does the child play with?
· How does the child interact with other children?

· What does the child play with?

What suggestions will you give the parents to help their child with these skills?
	The letter gives parents information regarding social skills however it lacks detail in one or more of the following:

· What have you seen your buddy do during: 

·    free time 

·    snack time  

· Who does the child play with?
· How does the child interact with other children?

· What does the child play with?

What suggestions will you give the parents to help their child with these skills?
	The letter may touch on some social skills; however there is a lack of detail preventing the parent from having a clear picture of the child’s learning.
	Letter lacks

major required elements
	Letter was not written
	

	Cognitive Skills
	The letter gives the parents information regarding structured cognitive learning time. 

· What skills has your buddy gained during circle time?

· What skills has your buddy gained during craft time?

Share information regarding participation during skill building, sharing, and songs.


	The letter gives the parents some information regarding the child’s cognitive development. There is, however, a lack of detail in one or more of the required areas. Refer to the Proficient column.


	The letter touches on some areas of cognitive development; however there is a lack of detail preventing the parent from having a clear picture of the child’s learning.
	Letter lacks major required elements
	Letter was not written
	

	Management skills
	Your letter is attached to your project time goal sheet
	Your letter has been turned in unattached to the goal sheet. 
	
	
	Letter was not written
	

	Writing standards
	
	
	
	
	Total ____/24
	

	Time management skills
	Your letter was turned in on time 
50/50 points
	Your letter was turned in one day late 45/50 points
	Your letter was turned in two days late 40/50 points
	Your letter is three or more days late 30/50 points
	Total

___/50
	


Learning targets:

Students will improve writing skills through professional writing communication with preschool parents, focusing on conventions, and language appropriate to the audience. 

NAEYC standard 1.A.01 Teachers work in partnership with families, establishing and maintaining regular, ongoing, two-way communications.
