Sample letter to class teacher

Hello,

My name is [name], and I have been authorised by my church to teach SRE on behalf of the churches in this area. I’m looking forward to getting to know you. It is my role to help the children explore moral and spiritual issues. 

As you can appreciate, it is difficult to come into someone else’s classroom, and I’m hoping you can help me to do my job well. I would like to spend 10 minutes with you sometime before my first lesson so that I can familiarise myself with any school or classroom procedures and fit in with them. 

I will phone the school to make an appointment with you to talk about the issues below. I will also bring a copy of the student activity book to show you.

Lesson start and finish time: ………………………………

Number of students: ……………… (a class list would be helpful please)

Any children with special needs? 
……………………………………………………………………………………….

Classroom rules

· When can children leave their seats?

· What if they ask to leave the room?

· What level of noise is acceptable?

· What’s the procedure for asking and answering questions?

· When can they use pens/textas?

Are there any special roles I need to know about? (class captain, book distributors, etc)

What equipment can I expect them to have? (pencils, rubbers, dictionary, atlas, felt pens, etc)

What equipment is available for me to use? (TV/video, CD player, OHP, white/chalk board, markers/chalk, library books, posters, maps etc)

Can I use the classroom award system? How does it work?

What groups operate in your classroom and how? 

I’m looking forward to working with you for the benefit of the children in your class. Please let me know at any time if there are things I need to know in order to serve the school better.

My phone number is [phone number]. 

Thank you for your understanding and cooperation. 

Sincerely

[name]

