
This is an example of how I do my weekly communication with students parents and guidance 
counselors. I use Google Sheets and a mail merge add on called “Yet Another Mail Merge”. But 
this would work with any mail merge program you are comfortable with.  I have created a 
spreadsheet that has student email, their name, do they have an IEP Any extenuating 
circumstances, (and this is just a quick reminder for me before I send off a message), as well as 
a column for how many consecutive absences they have, the date of their last submission, 
reason for concern if it's not in attendance concern and then I have their date of birth (in case 
they are over 18) and guidance email address or anybody else who I would like cc'd on the 
email so that could also include a parent's email address or a student success teacher or 
special education teacher. And then I just have some other contact information for the student 
for my own reference and I also have a column here with the course code in it and that is so you 
will see in a minute how all of this gets plugged into the email.  
 
So I use a mail merge program call Yet another mail merge and you could probably do this with 
any sort of male merge program but the one I use I like because it syncs automatically with 
Google and we are a Google board so it works for me.  So basically what I will do is I will go in 
every week and put in how many absences that student has and I only mark the students who I 
actually have a concern about so let's say David Pear has been absent for 5 days and Jennifer 
Berry has been absent for 10 days and let's say there's no absence concerns but I do have a 
concern about Sarah Orange and that she has not yet submitted her unit summative 
assignment. 
 
 Once I have put in all of this information I filter it first so I turn on my filter and again this is 
something that any mail merge tool would probably be able to do for you, and basically I will 
filter according to which email I want to send so let's say I want to do my 5 day absence, only 
the rows that have a 5 day absence are now going to appear. And from here I'm going to go to 
my add-ons Yet another mail merge and I I'm going to start the merge. And this lets me send so 
many free emails a day. So this is going to say who it's from, that’s me, and then I’m going to 
select from My last my pre-written email So this is a five-day absence so this is my elearning 
attendance e-mail. And the program can also track your emails If they've been opened and so 
on so it's going to be from me as my 5-day email and now I can send the mail.  and now in this 
example I only had one student but if I had five or six students who all had five absences then 
This would be a huge Time Saver and that it would send it to all of these people and see see all 
at once so as you can see now it says 1 emails Has been sent for a total of 2 recipients and 
that's because It was sent to the student as well as to their guidance counselor so if I wanted to 
change that now I could change my filter and send my 10 day email to my other student and in 
my drop down list I would simply select might end a message so eLearning 10 absences and 
now that would get sent to the student and just to show you a quick look here are my saved 
e-mails that gets saved in my draft folder so this was the five-day absence email that we just 
sent so eLearning attendance in the subject line and then their first name and last name we'll 
got plugged in here and the place holders these will all get filled in so high so and so I just 
wanted to touch base because I noticed you have not submitted any work in our course 
whatever the course maybe since and here I have the date of their last admission I don't want to 



see you get too far behind so please make sure you're keeping up with due dates so this sends 
a personalized email but save me the time from having to individually personalized H1 I also 
have any mail for 10 days same idea telling them that they need to login before they risk getting 
removed from the course and then this is the progress update so this is the one for the student 
who did not have an attendance concern but there was something else that I wanted to discuss 
with them so high so and so I just wanted to touch base about your progress in our course and 
then the course code would go here I am concerned because and here is where I would say you 
have not yet submitted your unit 1 summative please let me know if you need help getting back 
on track so that is how I do my weekly Communications  


