Sample First Letter to Teachers

Date the letter

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

My name is Jan Mentor and I am a Western Oregon University mentor. This year I am working with Struggling Student. I am writing this letter to introduce myself, tell you about our program, and solicit feedback from you about ways to help Struggling Student.  

I am a senior psychology major at Western Oregon University and I am very enthusiastic about mentoring at Talmadge. Tell them something about yourself. I will be meeting with Struggling Student on specify dates and times. During this time we will focus on developing skills for academic success. 

Struggling Student and I are establishing specific goals for our time together, and we would like to solicit your advice. Right now our general goals are…


1) Improve grade in Math from D to B 


2) Turn in assignments on time


3) Improve in-class behavior 

Since you are Struggling Student’s Language Arts teacher (insert topic for each teacher) what other areas need improvement in your class? 

Would you be willing to send progress reports with Struggling Student for our meetings to assess progress toward goals?  Yes

No

What is the most convenient way to maintain contact with you regarding Struggling Student? (e.g., notes in your box? Email or telephone communication? Meeting personally after-school or during school hours?)

Is there anything else that you would like to tell me about Struggling Student?

I really appreciate your feedback. Thank you!

Tell them how to return this note to you… (provide your email address)

Sample follow up letter to teacher
March 20, 2010 

Hello Mrs. Schnitzel, 
I am sure you are very busy with grading, but I wanted to tell you about the progess that Cecily and I have made over the last two weeks. 
The week before spring break we worked each day on math. It seems that even though we struggled through math, Cecily proved to know how to do the math because she is getting an "A" in math! She is also receiving a "B" in science. As for the rest of the classes, I do not know her grades. How is she doing in your class? Could you send me a quick reply to let me know? Or if you would like, you can put a progress report of your class in the mentoring mail box in the office and I can pick it up next week.

Thank you all for your continued support for Cecily’s academic success! I have been trying to get her to think about long term goals toward the future, for example going to college or getting a job. She seems excited but also seems to need a positive push to goals such as those. Thank you for all that you do to support Cecily. We both appreciate your help!
Thank you and happy grading!

Kali Takira  

WOU Mentor 

