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SAMPLE WEEKLY EMAIL OUTLINE

For Class Coordinators

Please Note: 
· After creating your weekly email, create a .pdf before sending to your classmates.  This makes the information easier to read on mobile devices.

· Please plan to send the weekly email at roughly the same time each week, sending to parents 2+ days in advance of class.  Be sure to copy the instructor and forward any class replies of absences.

· Please do not duplicate information – for example, if information is in your section, do not also include it in the instructor section, etc.
Information from Class Coordinator (may list your name here):

1. Note any information that the class members need to take note of based on your observations of the class or any reminders for upcoming activities, etc. 

Information from Instructor (may list instructor name here):  

1. Cut and paste information that the instructor sends you for the weekly email.
From WTG Parent Board of Directors:
1. There will be a Class Coordinator taking notes for all CCs at each board meeting; these notes will be emailed to you after the meeting by the note taker. Cut and paste pertinent notes into this section. Skip this section if there hasn’t been a meeting recently.
2. Include information sent to you from other board and support team members that are important to your class (ie. book order due dates, upcoming events, etc.).
Important Dates for Your Calendar:   
1. Keep a running list of important upcoming events and deadlines for the current quarter.  For first email; may list first day of class, dates for October and November evening parenting education, T-shirt order due date, etc.

This Week’s Curriculum Theme
1. Refer to this month's curriculum calendar.  Cut and paste the upcoming week’s curriculum and activities here.  Forward entire calendar to classmates at the beginning of each month.  

2. Use the table below to include duties for the upcoming three weeks.

3. List class allergies here every week.

4. List “Happy Birthday this week to __________!”

	Class Date
	Snack
	Vacuum
	Prep Parent

WASHING & RESET
	Prep Parent

SWEEP & RESET
	Prep Parent

HALL & BATH

	September 14
	
	
	
	
	

	September 21
	
	
	
	
	

	September 27
	
	
	
	
	


Signature:

1. It is helpful to list our website and log-in information under your signature for easy reference.
In a Second Email, send Parenting Education Information and Attachments

1. Your instructor will send information to you about the topics being covered during in-class parenting education.  Forward the email in its entirety to your classmates, using “Parenting Ed. Info: toilet training (ex)” in the subject line.  You will receive this information about once every two weeks.
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