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Three emails, one situation. Adapt the bracketed parts. Write observations, not verdicts — and assume the
family will read every one of them.

1 - To the student (send first, keep it short)

SUBJECT: YOUR [ASSIGNMENT NAME] — QUICK CONVERSATION [DAY]
Hi [Name],

I’'m reading through the [assignment] and | have a question about yours. [One sentence of plain
observation — e.g. “Three of the paragraphs closely match a source that isn’t in your citations,” or
“Two of the sources listed don’t appear to exist.”]

Before | do anything else | want to hear how you put it together. Come see me during [specific
time], or tell me a time that works.

I’'m not assuming anything yet. | do need to understand it.

[Your name]

2 - To the parent or guardian (after you have spoken to the student)

SUBJECT: [STUDENT NAME] — [ASSIGNMENT], AND WHAT HAPPENS NEXT
Dear [Name],

I'm writing about [student]’s [assignment], submitted [date]. [The same factual sentence you sent
the student.]

| spoke with [student] on [date]. [One sentence on what they said, neutrally reported.]

Under our [handbook section], the next step is [exact next step]. That will happen by [date]. [If a
grade is affected, say precisely how. If it is not yet decided, say that instead.]

| want to be straightforward with you about two things. The first is that this is being handled as a
teaching situation, not a character judgement. The second is that [student] is not in any trouble
they cannot come back from — the repair is defined and it is finite.

I'm glad to talk. [Phone / timel.

[Your name]



3 - To an administrator (facts, artefacts, and the ask)

SUBJECT: POSSIBLE INTEGRITY ISSUE — [STUDENT], [CLASS, PERIOD]
[Name], reporting under [handbook section].

What | observed: [Factual, one to three sentences.]

Evidence attached: [Submission, source, comparison, timestamp.]
Student conversation: [Date, and what they said, neutrally reported.]
Family contact: [Date and method, or “not yet — advise.”]

What I’'m asking: [Guidance / formal referral / confirmation.]

[Your name]

Phrase swaps

GETS READ BACK TO YOU SURVIVES THE MEETING

“l know you cheated.” “Three paragraphs closely match a source that isn’t
cited.”

“This is the third time this term.” “On this assignment, here is what | found.”

“[Other student] told me...” Nothing. That goes to the administrator, not the
family.

“I'm very disappointed in you.” “This isn’t the standard, and it is fixable.”

“We’ll discuss consequences later.” “I'll know by Thursday and I'll email you Thursday.”

Before you send

Every sentence describes something | observed, not something | concluded.

No other student is named, referenced, or implied.

The student has been spoken to — and knows what is going home before it goes.
There is a specific next step and a specific date.

If a grade is affected, | have said exactly how.

No adjective describing the student appears anywhere in it.

I would be comfortable reading this aloud in a meeting with the family.

If the student has an IEP or 504 plan, the case manager is involved.

The family can actually read it — right language, right channel.

| wrote it last night and | am reading it again this morning.

The one rule underneath all of it. A written communication directly related to a student and kept by the school
can form part of that student’s education record, and parents of K-12 students have the right to inspect it. Write
every one of these as though it will be read by the family — because it may be. This sheet is not legal advice; your
district policy and state law govern.
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