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[School or Department Name]
500 W. Arch Street, Negaunee, Michigan 49866  |  (906) 475-4157  |  www.negauneeschools.org

[Month Day, Year]
[Parent/Guardian Name]
[Street Address]
[City], Michigan [ZIP]
Subject: Parent-Teacher Conferences on [Date]
Dear [Parent/Guardian Name],
You are invited to meet with [Teacher Name] to talk about [Student First Name]’s progress. Conferences are [15] minutes long and are held [in person in Room [number] / by phone / by video]. Interpreters and accessible formats are available at no cost; see the last section of this letter.
What to Expect
1. A summary of [Student First Name]’s strengths and progress in reading, math, and other subjects.
1. A look at recent work and assessments.
1. Time for your questions and for goal setting together.
How to Prepare
1. Ask your child what they enjoy and what feels hard at school.
1. Write down questions or concerns you want to discuss.
1. Bring any information about changes at home that may affect school.
Sign Up for a Time
Choose a time below and return this form, or sign up online: Sign up for a conference time online. If none of these times work, contact [Teacher Name] at [Phone] or [Email] to arrange another time.
Table 1. Conference time slots with space to write the student name and preferred contact method
	Time
	Student name
	In person, phone, or video?

	4:00 p.m.
	
	

	4:15 p.m.
	
	

	4:30 p.m.
	
	

	4:45 p.m.
	
	

	5:00 p.m.
	
	

	5:15 p.m.
	
	

	5:30 p.m.
	
	

	5:45 p.m.
	
	

	6:00 p.m.
	
	

	6:15 p.m.
	
	

	6:30 p.m.
	
	

	6:45 p.m.
	
	

	7:00 p.m.
	
	

	7:15 p.m.
	
	



Sincerely,

[Name]
[Title]
[School Name], Negaunee Public Schools
[Phone]  |  [email@district.org]
Accessibility and Language Help
If you need this document in another format (large print, braille, audio, or accessible electronic file) or in another language, or if you need an interpreter for a meeting, contact Mary LeMoine, 504 Coordinator, at (906) 475-7861 or mary.lemoine@negauneeschools.org. There is no cost to you.
The District does not discriminate on the basis of race, color, religion, national origin, ethnicity, sex (including pregnancy, gender identity, or sexual orientation), disability, age, height, weight, marital or family status, veteran status, ancestry, genetic information, military status, or any other legally protected category (collectively, “Protected Classes”), in its programs and activities, and provides equal access to the Boy Scouts and other designated youth groups as required by law. The District prohibits unlawful discrimination, including unlawful harassment and retaliation.
Questions about this policy may be directed to Mary LeMoine, 504 Coordinator, at (906) 475-7861 or mary.lemoine@negauneeschools.org.
Template note: Delete this note before sending. If you use an online sign-up tool, check that the tool itself is accessible (keyboard navigation, labels on form fields) or offer the phone and paper options shown here.
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