General Tips for Communications with Teachers and Parents

1. Always be appreciative for support or help that they have provided.

2. Always give them an opportunity to provide you with more feedback or ask questions.

3. Tell them about what you’ve been working on with the mentee. Tell them about specific academic goals you have been working on. For parents, be sure that you explain why you and your mentee think that this goal is important. (i.e., Jan and I have been working on turning in homework on time. This is an important goal because she is doing the homework correctly, however, she is getting a much lower grade in math because her assignments are late. Jan is happy to see that when she turns in her homework on time, she is getting full credit for all of her work, and her grade is going up in math).  
4. Tell them about improvements you’ve noticed with the mentee.

5. Solicit their advice regarding challenges you’ve experienced. 

6. Be sure to note any schedule changes or mentee absences. Politely ask if they were aware of the absence. 


For parents…


e.g., “ I was disappointed that I didn’t get to meet with Fabian on Friday. 

Hopefully she is not getting that bug that everyone else seems to have”


For teachers..


e.g., “ Fabian has missed our last two mentoring sessions. Do you have any ideas 
why she might be missing mentoring?”

    7.    Be sure to check your spelling and grammar before you send the letter. 


