SAN LEANDRO UNIFIED SCHOOL DISTRICT
Quick Reference Guide for Parents/Guardians
In an effort to improve communication between the school and parents/guardians, this “Quick Reference Guide” is designed to provide parents/guardians with important information in a consistent, easy to read format so that they may better support their child.  The intent is to provide parents/guardians with this information so that they know what is expected of their students and how to check in with a teacher if needed.  This information is intended to be used as a general guide rather than an exact description of a teacher’s procedures and practices.  Please understand that deviations from this chart may occasionally occur.  Parents are encouraged to contact their student’s teacher directly if they have a question or concern.  

Teacher:  Ms. Jacob


 Course/Class Period__ELA 7th____
	
Mode of Communication:

	Teacher’s preferred mode of communication? Check as appropriate.  
	X    Voice mail (classroom phone):
       # to call: _618-4400___ex. 3721
X     Email: __mjacob@sanleandro.k12.ca.us
X     Send a note with the student

____  Other: 

I typically try to respond to parent contacts 

within   __24___   hours  during the school week (after receiving the message)

	The best way to set up a time to meet with me is:  

	Contact me via the mode listed above or by:
1. Email
2. Voice Mail

	
Classroom Procedures & Expectations

	Grading Practices

	What are the components that are used to determine a student’s grade?
  
	X  Tests                                                   
X  Quizzes                                               
X  In Class Assignments                
X  Homework                                           
X  Writing Assignments

X  Projects                            


	How do you notify parents if their child is in danger of getting a C- or below?  
	X  Mid quarter progress report
X  Other: Printed out ABI with missing    

               assignments


	Use of ABI:

	Use of ABI
	I use ABI for (check all that apply):
Required:
X  Mid quarter progress reports
X  Attendance
Optional:
X  Tests/Assessments/Projects

X  Quizzes
X  Classwork 
X  Homework
X  Writing Assignments

	How frequently do you update ABI?
	At least once a week

	Homework Practices:

	How often do you give homework?
	-Written work (worksheets) 3-4 times a week, Monday to Thursday
-Ongoing book report (once a quarter) – every weekend

	Approximately how much homework do you give each night?  Weekly?  
	Between 15 – 30 minutes each night, depending on the assignment (spelling 15 mins; rewriting an edited paper 30 mins)

	Testing Procedures:

	How often do you administer tests/assessments?  
	-Spelling quizzes on most Fridays
-After each unit, every 4-6 weeks

-Writing units, after 3-4 weeks (no test, but they must submit a final paper)
-Book reports, once every quarter

	How soon after a test /assessment is given will a student know their results?
	Within 2 weeks 



	When do you return tests?


	Within 2 weeks, or used for reteaching

	Do you allow test retakes?


	No

	
Student Support

	If a student is struggling in your class, what recommendations would you make so the student can receive additional support?  


	-Check ABI to make sure their assignments are turned in.
-Come back after school to ask questions.

-Request tutoring when the different tutoring programs start.

	If a parent has a concern about student progress, what should they do?
	Contact teacher using preferred 

mode of communication


SAN LEANDRO UNIFIED SCHOOL DISTRICT

Quick Reference Guide for Parents/Guardians
In an effort to improve communication between the school and parents/guardians, this “Quick Reference Guide” is designed to provide teachers with important information in a consistent, easy to read format so that they may better support your child.  The intent is to provide teachers with this information so that they know how best to contact you. Please complete the following information and return this form to your child’s teachers. 

Student’s Name:
_____________________________________________

Parent/Guardian Name(s):
_____________________________________________


_____________________________________________

Course/Class Period:
_____________________________________________
	
Mode of Communication:

	Parent/Guardian preferred mode of communication:  
	___  Telephone (please write preferred # below): 
       

___  Email (please write e-mail address below):



___  Send a note with the student


___  Other:  

The best time of day to reach me is:

_____ Before school (8-8:15)

_____Teacher Prep (during the day)

_____After School (3:00-3:20)



	The best way to set up a time to meet with me is:  

	Contact me via the mode listed above or:


	Please describe any other information that would assist a teacher in communicating with you: 


	


