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Communicating Student Progress to Families

Building Trust Through Clarity and Consistency

Purpose

Families want to understand how their child is doing, not just whether goals are being “met.”
Transparent, compassionate communication builds partnership and trust. This worksheet
provides templates, sample language, and timing tools for sharing meaningful progress updates
that reflect both data and humanity.

Why Progress Communication Matters

e Legal: IDEA requires regular updates on IEP goal progress.

e Practical: Data shared regularly reduces surprises at meetings.

e Relational: Families feel respected when information is proactive, not reactive.

e Instructional: Joint reflection strengthens interventions at school and home.

Elements of Effective Progress Communication

Element Description Example
Consistent Send updates at predictable Every 68 weeks aligned with
Schedule intervals. grading periods.

Plain Language

Avoid jargon; describe learning in
parent-friendly terms.

“Uses break card 3 out of 5 times,”
not “criterion met.”

Visual Data

Include graphs or percentages to
show growth.

“Reading accuracy increased from
72% to 85%.”

Balanced Tone

Combine strengths + next steps.

“He’s improving in turn-taking; next
we’ll add transitions.”




Actionable Suggest home carryover ideas. “Practice sequencing daily routines
Feedback at home.”

How to Structure a Progress Note

1. Greeting & Positivity
“Hi [Parent Name], [ wanted to share how [Student] is progressing on their IEP goals.”

2. Goal Summary (in plain language)
“We’ve been working on staying on task for 10 minutes using a checklist.”

3. Data Snapshot
“This week, [Student] reached the goal 4 out of 5 times.”

4. Growth Reflection
“They’re using fewer prompts and showing more confidence.”

5. Next Steps
“Next, we’ll increase task time to 12 minutes and introduce self-monitoring.”

6. Home Connection
“You can support this by using a short timer for chores or reading time.”

7. Closing
“Thanks for your continued support—your partnership makes a difference!”

Progress Communication Templates

Quick Email Update (for minor updates)
Subject: [Student Name] Progress Update
Hi [Parent Name],

I wanted to share a quick update about [Student]. This week, they made great
progress with [specific skill]. They’re now able to [describe behavior/skill] in [X]%
of opportunities.

Next, we’ll focus on [next target]. You can help at home by [simple strategy].
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Thank you for your partnership,
[Your Name]

Quarterly Progress Report Summary

Goal Current Progress Next Step Home Carryover
Reading 85 wpm (Goal: 100 Increase daily Read 10 minutes nightly
fluency wpm) reading
Self-regulation | Uses break card in 4/5 | Fade adult Practice at home with visual

trials prompts cues
Math 70% accuracy Add visual Use manipulatives or
computation supports real-world math

Common Pitfalls & Fixes

Pitfall Fix

Jargon-heavy communication | Translate into plain language and concrete examples.

Overemphasis on deficits Lead with strengths and effort, then discuss needs.
Infrequent updates Use consistent schedule; even brief notes help.
No actionable home link Always include one “Try This at Home” idea.

Visualizing Progress: Sample Graph

A simple bar graph or trend line visually reinforces growth and helps families interpret data at a

glance.
(Example: Reading words per minute across weeks.)

Communication Frequency Guide

Type Frequency Method

Daily Quick note or check-in for intensive support students | Home notebook, email, or app
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Weekly

Brief summary for Tier 2 students

Email or phone update

Quarterly

Formal progress report for all [EP students

Standard district format

(Adjust based on student need and family preference.)

Collaborative Reflection Questions

Are my updates clear, measurable, and encouraging?

Do I highlight student growth, not just goal attainment?

Do families know how they can help between meetings?

Have I asked how families prefer to receive communication?

Family Communication Log

Date

Method Summary

Next Steps

10/30

Email Reading goal update shared | Send follow-up data next Friday

Action Starter

e Choose one student to pilot a consistent progress communication routine.

e Draft a short, plain-language summary using the template above.

e Send it this week and note any family feedback or questions.
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