Communication/Email Etiquette

Our primary form of communication to you and from you to your classroom parents will likely be through email, so thank you in advance for providing email addresses for communication. 

1. Concise

We understand that many folks are using work email sites so please try to minimize communications by pooling information together in one email. Monthly is a good way to handle it. List month’s events and any relevant classroom business items. It is best not to overwhelm your parents with email, if you wish them to read your communications.  

2. Clear

Start all emails with the teachers name in the re: line.  Using “____ Class:” in the re: line minimizes confusion with multiple class families and allows parents to see immediately that it is classroom business.   This is especially considerate for those people using work addresses. 

3. Consistent

It is extremely helpful if you consistently send notices listing upcoming events in the classroom (and school) with corresponding dates and times. And, any classroom business:  such as fundraising, volunteer requests, special field trip instructions, etc.  Again, first of the month and pooling information is a good way to handle. 

4. Considerate.  

Please remember that not all parents have an email address, if this is the case, please figure out the best way to contact that parent regarding classroom information. Hard copies in their child’s folder and/or calling them directly may be good alternatives. And, please ask your parents to be selective with their “reply all” command.  

Thank you!!! 
