Sample first letter to Parent/Guardian

Date the letter

Dear Mr. Rodriguez (use last name with title, do NOT use first name!)   

My name is Jan Mentor and I am a Western Oregon University mentor. This year I am excited to be working with your son/daughter NAME OF MENTEE. I am writing this letter to introduce myself, tell you about our program, and ask about how best to help NAME OF MENTEE.  

I am a senior psychology major at Western Oregon University and I am very enthusiastic about mentoring at Talmadge. Tell them something about yourself. Say something positive and genuine about their child. For example, although I’ve only met with NAME OF MENTEE a few times, I can tell that she is very bright and willing to work to improve her grades.   

I will be meeting with NAME OF MENTEE on specify dates and times. During this time we will focus on developing skills for academic success. 

NAME OF MENTEE and I are thinking about what to work on together. Right now our general goals are…


1) Improve grade in Math  


2) Turn in assignments on time


3) Improve in-class behavior 

NAME OF MENTEE can track her progress in school using the online grade book
https://www.spihost.com/HomeAccess2.1/?SiteCode=ctl
If you are comfortable giving her your login and password, we could check her progress during our mentoring time. If you are not comfortable with that, we can always get grade reports in the school office. Thanks! 

What other areas do you think that we should work on?  

About every two weeks, I’ll send home a note like this with NAME OF MENTEE so you will know how we are doing. Could you please sign the note and send it back with NAME OF MENTEE  to our meetings? Thanks! Then I’ll know that you got the note.   

Is there anything else that I should know about working with NAME OF MENTEE?  

I really appreciate your feedback and look forward to meeting you soon. 

Please send this form back with Struggling Student for our next meeting.  

 If you have questions, please free to contact me at my email supply email address here or contact the Western Oregon Mentoring Program Faculty Sponsor, Chehalis Strapp, at (503) 838-8316 or strappc@wou.edu 
If necessary work with your mentee to translate the letter to a form that the parent/guardian will understand. Don’t worry about a perfect translation. Your attempt will be appreciated.     
Sample follow up letter to parent 

April 15, 2007

Dear Mrs. Johnson,

Hi Mrs Johnson! I just I wanted to keep you updated on what Finnian and I have been working on during Mentoring.  First off I wanted to make sure you knew that our schedule has changed slightly as spring term has brought new classes and times for me at WOU.  Our schedule has actually remained the same as far as what days Finnian and I are meeting, but the times are slightly different.  Monday we meet after school from 3-4:30 instead of during 4th period now.  Tuesday we meet from 3-4:30 instead of just until 4 now.  Finally Thursday hasn't changed at all; we still meet from 3-4:30 on Thursday.  

We have come up with a few supplemental goals to go along with the goal of receiving grades of C's or higher in each of Finnian’s classes.  One of these goals is to have all homework completed before mentoring is over each day.  Another is to have Finnian’s planner filled out each day for all of his six classes.  Finally, we would like to have no missing assignments in any class these 9 weeks.  Some of these goals we might actually be tracking so we can graph them and visually see the progress we are making.

I have to say once again how much I enjoy working with Finnian.  I believe we can be successful in achieving the goals we have set for these 9 weeks.  Thank you so much for your cooperation.  Please sign this and return it with Finnian for our next meeting.  Thanks again!

As always, if you have any questions or concerns feel free to e-mail me at beethob@wou.edu, send a note with Finnian, or contact the Western Oregon University Mentoring Program Faculty Sponsor, Chehalis Strapp, at (503) 838-8316 or strappc@wou.edu.  Thank you!

Sincerely,

Ludwig Beethoven

WOU Mentor

