
10 Ready-to-Send Behavior Emails
Effective communication templates for classroom teachers

1. First Offense — Minor Incident

Use when: Something happened once and you want to loop the parent in early without alarming them.

"Hi [Parent name]. I wanted to give you a quick heads up about something that happened 

today. During [activity], [Student] [specific observable action]. We talked about it 

and [he/she/they] handled the conversation well. I do not anticipate this being an 

ongoing issue, but I always like to keep you in the loop. Feel free to reach out if 

you have any questions."

2. Repeat Pattern — Third Occurrence

Use when: The same issue has happened three or more times in a week.

"Hi [Parent name]. I am reaching out because I have noticed a pattern I want to 

address early. [Student] has [specific action] on [Monday, Wednesday, and Thursday] 

this week. Each time, I [intervention you used]. I would love to connect and hear if 

you are seeing anything similar at home. Together we can figure out the best next 

step."

3. Physical Incident — Safe Hands

Use when: A student pushed, hit, or made unsafe physical contact.

"Hi [Parent name]. I am writing to let you know about an incident that happened today 

at [time/activity]. [Student] [specific physical action]. No one was hurt. I spoke with 

[Student] immediately and [consequence/intervention]. I want to make sure we are on 

the same page about safe hands expectations. Can we find a time to chat this week?"

4. Work Refusal

Use when: A student is consistently refusing to attempt assignments.

"Hi [Parent name]. I wanted to touch base about something I have been noticing during 

independent work time. [Student] has been having difficulty getting started on 

assignments. When I check in, [he/she/they] [specific behavior]. I have tried 

[strategies you used] and I want to make sure I am not missing something. Is there 

anything going on at home that might be affecting their energy or motivation right 

now?"

5. Emotional Outburst / Meltdown

Use when: A student had a significant emotional episode that disrupted the class.

"Hi [Parent name]. I wanted to give you a heads up about [Student]'s afternoon. During 

[activity], [he/she/they] became very upset when [trigger]. The episode lasted about 

[duration]. I sat with [him/her/them] and [what you did to help]. [He/She/They] 

recovered and rejoined the group. I am not alarmed, but I wanted you to hear it from 

me first. Has anything been weighing on them lately?"
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6. Defiance Toward Teacher Direction

Use when: A student directly refused an instruction in front of the class.

"Hi [Parent name]. I want to be straightforward with you about something that happened 

today. When I asked [Student] to [specific direction], [he/she/they] [specific 

response]. I handled it calmly and [what happened next]. I am not writing this to get 

[him/her/them] in trouble. I want us to work together on building the habit of 

following adult directions."

7. Parent who tends to get Defensive

Use when: You need to set a collaborative tone immediately.

"Hi [Parent name]. I am reaching out because I respect our relationship and I always 

want to be upfront with you. I noticed [specific observable behavior] happening more 

frequently this week. I want to be clear that I am not frustrated with [Student]. I am 

on [his/her/their] side. I just want to make sure we are both working from the same 

playbook. Would you be open to a quick call this week?"

8. Positive Behavior Note

Use when: A student had a genuinely great day.

"Hi [Parent name]. I just wanted to take thirty seconds to share something good. Today 

during [activity], [Student] [specific positive action]. It was one of those moments 

that reminds me why I love this job. [He/She/They] should be proud. Have a great 

evening."

9. IEP-Related Behavior

Use when: A behavior is relevant to an existing IEP goal and you need to document the contact.

"Hi [Parent name]. I wanted to update you on how [Student] is doing with [IEP goal 

area] in the classroom. This week, [he/she/they] [specific observation with frequency]. 

I am documenting this as part of our ongoing data collection for [his/her/their] plan. 

Please let me know if you have any questions or want to set up a time to review 

progress together."

10. End of a Hard Week Reset

Use when: It has been a rough week and you want to close it on a forward-looking note.

"Hi [Parent name]. This week had some challenges and I want to be honest with you 

about that. [Student] struggled with [specific issue] on a few occasions. That said, I 

also saw [one genuine positive]. I am not giving up on them. I just want to make sure 

we go into next week with a shared plan. Can we connect briefly soon?"
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