
FOR PREK–4TH GRADE TEACHERS IN THEIR FIRST THREE YEARS

Parent Communication
Playbook
Emails, phone scripts, and conference agendas for PreK–4th grade
teachers

Say the hard thing. Keep the relationship. Be done by 4:00.

40+ copy-and-paste scripts · Emails · Phone calls · Conferences · Documentation
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THIS IS A WORKING DOCUMENT, NOT READING
Every bracketed blank is yours to fill. Anything in parentheses is a note to you and
should be deleted before sending. Nothing in this book needs to be read in order.
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Before You Read a Word
You did not become a teacher because you love conflict. You became a teacher
because you like seven-year-olds, and seven-year-olds are wonderful. Nobody warned
you that the job comes attached to forty adults who all believe their child is the main
character.

This playbook exists for one reason: so you never again sit in your car at 6:40 PM
composing the same email for the ninth time, deleting it, and starting over. Everything
here is copy-and-paste. You fill in the brackets, you read it once out loud, you send it,
you close the laptop.

How to use this book
1. Skim Module 1 before the first day of school, or the first day you can. Boundaries

set in week one cost you twenty minutes. Boundaries set in November cost you a
semester.

2. When something hard happens, go straight to the swipe file in Module 2. Find the
closest scenario. Do not write from scratch at 9 PM — that is when careers get
complicated.

3. Fill the brackets. Every [SQUARE BRACKET] is a blank. Delete anything in
(parentheses and italics) — those are notes to you, not to the parent.

4. Log it. Ninety seconds in the communication log from Module 4 is the difference
between 'he said, she said' and a documented record your administrator can stand
behind.

The four rules underneath every script in this book
Rule 1: Describe, never diagnose.
You are a licensed observer of behavior, not a clinician. 'Marcus left his seat eleven
times during a twenty-minute math block' is unassailable. 'Marcus may have ADHD' is
a lawsuit and an apology letter. Every script here trades adjectives for numbers.

Rule 2: Lead with the child, not the complaint.
A parent hears the first sentence and decides whether you are an ally or a threat. If
sentence one is a problem, they defend. If sentence one is genuine warmth about their
kid, they listen. This is not manipulation; it is the order of operations.

Rule 3: Put the ending in writing.
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Every phone call gets an email recap within twenty-four hours. Every verbal
agreement gets a sentence with a date in it. Memory is a rumor. Email is a record.

Rule 4: You may be kind or you may be available, but you cannot be
infinitely both.
Warmth is your professional posture. Availability is a schedule. Parents who receive a
10:47 PM reply learn that 10:47 PM is a reasonable time to write to you. They are not
being rude — they are being taught.

THE 15-MINUTE WEEK
Two ten-minute email blocks (one at 7:45 AM, one at 3:35 PM) on Tuesday and
Thursday, plus one five-minute logging sweep on Friday. That is the entire system.
Everything else in this book exists to protect those fifteen minutes.
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Module 1 — The First 30 Days:
Setting Ironclad Boundaries
Almost every parent-communication disaster in a first-year classroom traces back to
something that was never said in August. Not something said badly — something
never said at all. Parents fill silence with assumptions, and their assumptions are
always more demanding than your reality.

This module gives you four documents. Send them in this order and roughly ninety
percent of the after-hours pressure never forms.

1.1 The 'Welcome to My Classroom' Letter
Send this the Friday before school starts, or day one at the latest. It is not a
newsletter. Its job is to answer four questions before a parent thinks to ask: who are
you, how do I reach you, when will you answer, and what should I expect to hear from
you.

TEMPLATE 1.1 — Welcome Letter (email or printed)
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Subject: Welcome to [GRADE] — a little about our year together

Dear [FAMILY NAME] family,

I am so glad [CHILD FIRST NAME] is in Room [#] this year. My name is [YOUR NAME], and
this is my [ORDINAL] year teaching [GRADE] at [SCHOOL].

A few things that will make this year easier for all of us:

How to reach me. Email is best: [EMAIL]. I check it twice each school day — once
before students arrive and once after dismissal. You can expect a reply within one
school day. For anything urgent during the school day (pickup changes, illness,
emergencies), please call the front office at [PHONE] — they can reach me
immediately, and I cannot check email while I am teaching.

What you will hear from me. I send a short class update every [DAY] afternoon. I also
reach out individually with good news, not only concerns — if you get a note from me,
it is just as likely to be about something wonderful [CHILD FIRST NAME] did.

What I ask of you. If something happens at home that might affect your child's day —
a rough night, a change at home, anything at all — a one-line email helps me
enormously. I do not need details. 'Tough morning' is plenty.

If you ever have a concern, please bring it to me first. I would much rather hear it
early and directly than have it grow. I am genuinely on your child's side.

Looking forward to a great year,
[YOUR NAME]
[GRADE] Teacher, Room [#]
[SCHOOL] | [EMAIL]

WHY THIS WORKS
You never said 'do not text me at night.' You said what you do, in a friendly voice, with a
reason attached ('I cannot check email while I am teaching'). Reasons are what turn a
rule into a courtesy.
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Script 2 — Aggressive Physical Behavior (Hitting,
Biting, Throwing)

SAME-DAY RULE
Physical behavior gets a phone call the same day, before dismissal if humanly possible.
A parent who learns about biting from another parent at pickup becomes an adversary,
and they are right to.

Order of operations
1. Handle the classroom. Both children safe, both supported.

2. Write your notes immediately — time, trigger, behavior, your response, outcome.
Two minutes now, while it is exact.

3. Tell your administrator before you call. Always. This is not asking permission; it is
making sure they are not surprised.

4. Call the family of the child who acted. Never name the other child.

5. Call or write to the family of the child who was hurt — typically your admin's call
on who does this. Never name the child who acted.

6. Email recaps to both, same day.
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SCRIPT 2A — Phone call to the family of the child who acted

OPEN: 'Hi [PARENT NAME], this is [YOUR NAME], [CHILD]'s teacher. Everyone is okay — I
want to lead with that. I am calling because something happened today that you should
hear from me directly, today.'

FACTS, FLAT: 'At about [TIME], during [ACTIVITY], [CHILD] [EXACT BEHAVIOR — 'bit
another student on the forearm']. The other student is okay and was seen by
[NURSE/OFFICE]. I am not able to share who that student is.'

CONTEXT: 'What I saw leading up to it: [TRIGGER]. What happened after: [YOUR RESPONSE
AND HOW THE CHILD RECOVERED].'

NORMALIZE WITHOUT EXCUSING: 'At this age, big feelings sometimes arrive faster than
words do. That is developmentally real. It is also something we have to work on
directly, because it is not safe.'

ASK: 'Has anything been going on that might be sitting heavy for [CHILD] right now?
You do not have to share details — even just knowing there is something helps me.'

PLAN: 'Here is what I am putting in place starting tomorrow: [SPECIFIC — e.g. 'a
check-in with me at arrival, and a break card [HE/SHE/THEY] can use before the
frustration peaks']. What would you like to reinforce at home?'

CLOSE: 'I will email you a short summary of this call today. And [PARENT NAME] — I
want to say this plainly: I am not writing [CHILD] off. Not even a little. This is
one hard day, and we are going to work on it.'

SCRIPT 2B — Contacting the family of the child who was hurt

Hi [PARENT NAME], this is [YOUR NAME], [CHILD]'s teacher. [CHILD] is okay — I want to
start there. I am calling because there was an incident today and I want you to hear
it from me before you hear it at pickup.

At about [TIME], during [ACTIVITY], [CHILD] was [WHAT HAPPENED TO THEM — 'bitten on
the forearm by another student']. [HE/SHE/THEY] was seen by [NURSE], and [DESCRIBE
CARE GIVEN AND CURRENT STATE]. [HE/SHE/THEY] was [emotional state] afterward and [how
they recovered].

I am not able to tell you which student was involved or what consequences were given
— the same privacy rules protect [CHILD] too. What I can tell you is exactly what I
am doing to keep [CHILD] safe: [SPECIFIC SUPERVISION OR SEATING CHANGES].

(IF THEY DEMAND THE NAME): 'I understand completely why you want to know, and I would
want to know too. I am genuinely not permitted to share another student's information
— and that same rule is what protects your child's privacy in every other family's
conversation. What I can do is make sure [ADMIN NAME] knows you would like to speak
with them.'
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There are 40 more pages
where these came from.

You just read 8 pages of a 48-page playbook. The full guide also includes:

The remaining difficult-conversation scripts — suspected learning needs, the

chronic non-completer, daily-photo demands, “you yelled at my child,” grade disputes

The time-stamped 15-minute conference agenda, de-escalation lines, the Exit Strategy

Documentation and CYA: the communication log, phone-call email recaps,

and the exact triggers for bringing in your administrator

The 30-day launch checklist, phrase-swap table, and full script index

Plus a separate editable Word / Google Docs file with all 43 scripts, ready to fill in

One payment. Instant download. Yours forever, updates included.

Get the full Playbook

The Essential Parent Communication Playbook ·  Free Preview

Questions? Email andreajamette@gmail.com

$27
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