
[Your Name]  

[Your Position]  

[School Name]  

[School Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

Dear [Parent/Guardian's Name], 

I hope this letter finds you well. I am writing to provide you with a 

progress update on [Student's Name] in [Grade/Class Name]. 

**Academic Progress:**  

[Student's Name] has shown notable progress in [specific subjects or 

skills]. Currently, they are focusing on [specific topics or skills being 

studied]. Their enthusiasm for learning is evident, and they are making 

[describe progress, e.g., improvement, grasping concepts well, etc.]. 

**Behavior and Participation:**  

In class, [Student's Name] participates actively and demonstrates 

[positive behaviors, e.g., teamwork, respect for peers, etc.]. It is 

wonderful to see their willingness to contribute and share ideas. 

**Areas for Improvement:**  

While [Student's Name] is doing well in many areas, I encourage them to 

work on [specific skills or subjects needing improvement]. With continued 

effort, I am confident they will make significant strides. 

**Upcoming Goals:**  

Looking ahead, our focus for the coming weeks will be [outline specific 

goals or units of study]. I encourage you to support [Student's Name] at 

home by [suggest activities or resources]. 

Please feel free to reach out if you have any questions or concerns. I 

appreciate your support in [Student's Name]'s education journey. 

Warm regards, 

[Your Name]  

[Your Position]  

[School Name] 


