SOP Template: Guidelines for Sharing Student
Progress and Reports

This SOP provides guidelines for sharing student progress and reports, ensuring clear communication between
educators, students, and parents. It outlines procedures for timely distribution of reports, maintaining confidentiality,
using appropriate communication channels, and addressing concerns or feedback. The goal is to promote
transparency, support student development, and foster collaboration among all stakeholders through consistent and
respectful information sharing.

1. Purpose

To establish clear procedures for sharing student progress and reports that promote transparency, support student
growth, and encourage open dialogue among educators, students, and parents.

2. Scope

This SOP applies to all faculty and staff involved in preparing, handling, and distributing student progress updates and
academic reports.

3. Responsibilities

¢ Educators: Prepare accurate and timely progress updates and reports, and communicate proactively with
relevant parties.

¢ Administration: Oversee adherence to reporting schedules and confidentiality protocols.

¢ Students and Parents: Review reports and provide constructive feedback or raise concerns as needed.

4. Procedures

1. Timely Distribution
o Progress reports to be shared at designated intervals (e.g., midterm, end of term).
o Circulate final academic reports within one week of grading completion.
2. Maintaining Confidentiality
o Share reports through secure channels (e.g., password-protected portals, sealed envelopes).
o Do not share student progress publicly or with unauthorized parties.
3. Communication Channels
o Use official school communication platforms, emails, or parent-teacher meetings for report sharing.
o Avoid using personal or unsecured communication apps for report distribution.
4. Addressing Concerns and Feedback
o Encourage students and parents to review the reports and submit queries within five working days.
o Arrange follow-up meetings with relevant staff to address concerns or provide clarification.
5. Documentation
o Maintain records of distributed reports and any subsequent communication for future reference.

5. Confidentiality & Data Protection

e Comply with institutional and legal standards for data privacy.
e Store all records in secure, access-controlled systems.

6. Review & Continuous Improvement

e This SOP should be reviewed annually or upon significant changes in policy.
¢ Feedback is welcomed from all stakeholders to improve the effectiveness of information sharing.

7. References

e School communication policy
e Data protection and privacy guidelines
¢ Parent-student handbook



8. Appendices (Optional)

¢ Report distribution schedule template
e Sample progress report
¢ Parent/Student feedback form
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