SOP Template: Guidelines for Preparing Student
Academic and Behavior Reports

This SOP provides detailed guidelines for preparing student academic and behavior reports, including the
collection of accurate academic data, consistent observation of student behavior, standardized formatting of reports,
timely submission protocols, and effective communication with parents and educators. The objective is to ensure clear,
comprehensive, and objective reporting that supports student development and informed decision-making by
stakeholders.

1. Purpose

To standardize the process of preparing academic and behavior reports, ensuring accuracy, clarity, and timeliness.

2. Scope

This SOP applies to all educators and staff involved in the preparation and submission of student academic and
behavior reports.

3. Responsibilities

¢ Teachers: Collect and document data, prepare reports.
¢ Class Advisors: Review and approve reports before submission.
¢ Administrative Staff: Ensure timely distribution and archiving of reports.

4. Procedures

1. Data Collection
o Gather all relevant academic performance data (grades, attendance, assignments, assessments).
o Conduct regular and consistent observations of student behavior in various contexts (classroom,
group activities, independent work).
o Document observations immediately to ensure accuracy.
2. Report Preparation
o Use the standardized report template provided by the institution.
o Include sections for academic achievements, areas of improvement, observed behaviors, positive
attributes, and concerns.
o Write objectively, avoiding personal opinions and unverified claims.
3. Formatting Standards
o Follow the specified font, margin, and section headings.
o Ensure all data and comments are clear, concise, and free from errors.
o Label all figures and tables appropriately.
4. Submission Protocols
o Submit reports to class advisors for review by the specified deadline.
o Revise reports as needed after receiving feedback.
o Finalized reports must be submitted to administrative staff for record-keeping and distribution to
parents/guardians.
5. Communication
o Use clear and professional language when communicating findings to parents and educators.
o Be prepared to discuss the content of reports in meetings or conferences.

5. Documentation

¢ Maintain comprehensive records of academic scores, behavioral observations, and submitted reports for
reference and future interventions.

6. Review and Update
¢ This SOP should be reviewed annually or as required to incorporate improvements and policy changes.

7. Appendix

e Sample report template (attach as a separate document if required).
¢ Rubrics for academic and behavior evaluation.
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