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JAID Teacher Email Template
Subject line: Your help is needed to ensure a successful JA in a Day
Greetings [teacher name],

My name is ____________ and copied on this email is my JA partner _______. We will be your JA volunteers on [day of week, month, date]. We are looking forward to the event!

To help us be successful, please provide the following information about your students: 

· Please provide a roster of student names – we will prepare the certificates of achievement 

· Suggested best practices to keep your students engaged

· Identify any students who are ESL (English as a second language)
· Identify any students with special needs which we should be aware of
· Any other important details, expectations or tips?
· If we choose to distribute treats, are there any specific allergies of which we should be aware?*
* OPTIONAL - You do not have to bring treats, but if you do, please ask this question.
We’ll look to you for guidance in managing the following classroom and student behaviors:

· How to regroup your students during transition (i.e., “show me 5”, count-down method, etc.)
· During group work activities, please assist with assigning groups as you know your students best.
· We encourage you to help us “connect the dots” between the JA curriculum and examples pertinent to your students

· Please assist in giving the students a short break between lessons (i.e., stretch, bathroom, drink, etc.) 

· If your students have difficulty with group activities, please let us know so we can modify for the entire class

We look forward to meeting you and your students on [date]! Thanks so much for your help.
Sincerely,
[Your name] and [partner’s name]
