
Guide to WFM Progress Reports FALL 2016 

 
Each December and June, classroom teachers have the opportunity to communicate with parents 
through written Progress Reports.  We recognize that writing these reports requires a great deal of 
time, thought and energy from every member of the teaching team.  In a similar fashion, the 
administrative staff devotes significant effort to editing the reports so that they reflect the amazing 
work you do in the classroom.  While the process may seem complex at times, please be assured that 
we are only trying to help you, the teachers, deliver the highest-quality product to the parents.  Both 
the administrative staff and your students’ parents deeply appreciate your commitment to this vital 
component of parent-teacher communication. 
 
The reports are comprised of two sections: the narrative (a four-paragraph description of the child’s 
progress during the term) and the assessment (a checklist of milestones the child has reached in a 
variety of developmental and curriculum areas).  
 
Please note: Toddler reports contain only the narrative section.  Middle School reports are 
created in ManageBac.  
 
1.  The narratives are completed and submitted to administration in a Word document with a specific 
format.  Content and formatting instructions can be found below. 
 
2.  The student's progress (except for those students in Toddlers or Middle School) is reported 
through the school's Progress Reports portal at www.wfmstaff.com.  Each of you should have your 
own individual login.  If you do not, please contact Karen right away. 
 
PRIMARY & UPPER ELEMENTARY:  Progress Report narratives are due in batches of 1/3 of 
your class on each of November 14th, November 21st and December 1st. Reports are to be 
submitted to Karen.  Karen will forward the Primary reports to April for editing. 
 
TODDLERS & LOWER EL:  Progress Report narratives are due in batches of 1/2 of your class on 
each of November 14th and November 21st.  Reports are to be submitted to Karen.  
 
MIDDLE SCHOOL:  Drafts of the Eighth Grade preliminary reports for High Schools should be 
completed on ManageBac by November 21st. Completed drafts of all other Middle School 
Reports must be ready by December 5 th.  Please note that the firm deadline for submitting First 
Semester reports to High Schools is December 8 and lead time is needed to finalize them.  
Please complete all Eighth Grade reports first.  See Karen for parameters for High School 
reports. 
 
Early submissions are always appreciated (even if it is only a partial batch).  To facilitate your 
writing of the reports, you might want to pull the final, edited version of the Spring 2016 narratives for 
your students and follow the structure and style.  Please make sure that if you are using prior term 
report narratives as a model, you are not repeating a narrative that was previously delivered for that 
child.  It is the teaching team’s job to compare current narratives with prior narratives in order to make 
sure this does not happen. 
 
The cut-off for attendance for the year is Monday, December 12 at 10 a.m.   
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PURPOSE AND TONE OF THE PROGRESS REPORT 
 
The main purpose of the reports is to communicate with the student’s parents about the child’s gifts 
and challenges, his/her life during the school day, his/her special interests, and any major curriculum 
milestones he/she has reached.  It is not necessary to list his/her progress in each and every subject 
area.  We want to present a portrait of the child as a whole person:  While academics are an important 
component, they are by no means the only lens through which we see our students.  Social 
development, emotional growth, independence and character development are equally crucial to 
understanding the whole child. 
 
Please keep in mind that Progress Reports are often requested by future schools to which the student 
may apply.  While we encourage you to write honestly about your students, please remember that the 
report will become a part of the child’s permanent file and can affect his/her chances of acceptance 
into another school.  Please make certain that parents are not hearing about serious issues for the first 
time in a child’s Progress Report.  Any significant issues should have already been discussed either 
during conferences or through direct communication with parents.  While you may briefly discuss a 
student’s ongoing difficulties, please do not dwell on them at length and keep the overall tone of the 
report constructive. 
 
Finding the right tone for the narrative section can be a bit of a balancing act.  Without compromising 
the truthfulness of the narrative, the wording should convey your love and compassion for the student, 
as well as your belief that he/she is capable of growth and change.  In no way are we asking you to 
write sugar-coated descriptions or scrub the reports of negative content:  On the contrary, discussing 
a child’s areas of difficulty is just as essential as highlighting his/her successes.  However, we ask that 
you use sensitive, diplomatic and non-judgmental language when describing issues of concern.  In 
short, there is nothing you cannot say in a progress report; the question is how you say it.  

 
STUDENT DATA 
 
Please make every effort to ensure that all student data is correct.  Computer and database systems 
can have errors.  Please check all student data, which is pulled from the school database, for 
accuracy when you are doing input. 
 
Always double-check to make sure your student’s name is spelled correctly.  This simple mistake will 
upset the child’s parents a great deal. 
 
The student’s formal name should appear on the data page.  In the comments, however, use the 
student's usual name (eg. Mei Mei, Kate). 
 
We do not use student middle names or initials, EXCEPT where we have two students with the same 
first and last names and need a way to tell them apart (as in "Tyler C. Wong" and "Tyler K. Wong"). 
 
Please follow the formatting guidelines for narratives.  The rules are below. 
 
Attendance 
 
Find out what the cutoff date is for attendance and late data.  Do not fill in data until that cutoff date. 
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Please do not leave blanks in the section for attendance and late data.  Enter ‘zero’ if that is the 
appropriate number.  
 
Attendance data comes from MRX.  Since attendance for each classroom is entered daily in MRX by 
an administrator, MRX attendance records should be accurate.  However, if a day has not been 
documented correctly, the office keeps sign-in sheets until the school year is over; if you see 
discrepancies, you will need to go through them by hand. 
 
Please compare all sibling data.  For example, if two siblings at the same campus have a different 
number of Lates, one classroom's data may be incorrect.   

 
ASSESSMENT SECTION 
 
If you find errors in or have other issues with the assessment section of the Progress Reports, please 
inform the office that changes may be needed.  The line items are hard coded and may have typos or 
be improperly spaced.  Please be vigilant in checking for errors. 
 
In the assessment section, we use three designations to describe the child’s progress in a variety of 
developmental areas.  
 

“S” stands for “Skilled for Age.”  This indicates that while a child may not always complete the 
task perfectly, he/she consistently demonstrates a level of mastery appropriate to his/her age. 
 
“SP” stands for “Steady Progress.”  This describes a child who may demonstrate the skill 
inconsistently, but has made observable progress toward the goal. 
 
“P” stands for “Presented.”  This indicates that the child may have received lessons in the task, 
but has not actively worked on following up yet. 

 
“IN” or “Improvement Needed” indicates a serious and significant problem area for a student.  
Please use this designation thoughtfully, but do not feel that you must avoid it entirely.  Keep in 
mind that we are a Montessori school; we support and believe in the children’s ability to 
progress, even if it happens very slowly.  Therefore, we avoid using “IN” for academic subject 
areas whenever possible.  Please reserve this designation for social/emotional/behavioral issues 
that are significantly affecting the child’s life in the classroom.  If you mark a student “IN” in 
any category, please note that you must explain it in detail in the Narrative section. 

 
Over the course of a three-year cycle in the same class, most children’s reports will show a steady 
increase in the number of "S" or "Skilled" designations.  Please review the child’s assessments from 
previous terms to ensure that his/her growth is accurately reflected in your report.  Certain skills are 
unlikely to regress; for example, a child who has an “S” for “Demonstrates linear counting” in the fall 
should not be marked with an “SP” in the same category in the spring.  However, children can and 
often do fluctuate in their capabilities for self-control, positive communications with peers, emotional 
regulation, etc.  If you mark a child as having regressed in any category from the previous term, 
please note that you must explain why in the Narrative section. 
 
Please make sure the designations in the assessment section match the comments in the narrative.  
For instance, do not say the student is mature if there are “INs” on the Social/Emotional page.  
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Please make sure that the child's progress is accurately reflected within the subject areas.  For 
example, do not mark "Demonstrates linear counting" with “SP” if the student has earned an “S” for 
everything else in Math down to "Performs dynamic addition with material." 

 
NARRATIVE SECTION 
 
All classrooms (except Toddlers) are to submit comments for all students in that classroom in ONE 
Microsoft Word document (in batches of 1/3 or 1/2 of the students in each classroom on the dates 
noted on page 1 of this document). 
 
Each Toddler student’s narrative should be submitted as a separate Word document, using the 
Toddler Progress Report Template. 
 
Save the document for your class as F16 ClassName Narratives (eg:  F16 Primary 2 Narratives 1.doc 
(or .docx), or F16 LE North Narratives 2.doc (or .docx)). 
 
Student narratives are to be listed in alphabetical order by student's last name.  Students should be 
listed as Lastname, Firstname, flush left, at the top of each narrative. 
 
Numbering the narratives is optional.  However, numbering them allows you to easily confirm that you 
have comments for all students in your class. 
 
Please proofread and spell-check your own work before submitting it.  
 
All narratives should be read, corrected and rewritten by the class teaching team before they are 
submitted to administration. 
 
Please note that for Primary, Lower El and Upper El, the total CHARACTER count for the 
narratives must be 2000 or less (preferably less, in the range of 1,400 to 1,800 characters).  
(There is a character count available in the results for [Tools][Word Count]). 
 
Narrative Style Guide 
 
Our standard font is Helvetica Neue.  If you are using a PC, Arial. 
 
The font size for comments is 10 (ten). 
 
Margins are left flush. 
 
There are no indents or tabs at the beginning of paragraphs. 
 
Please single space your narratives. (Check [Format][Paragraph] and make sure that Spacing is set to 
Before: 0 pt, After: 0 pt, Line Spacing: Single, At: blank). 
 
Leave one blank line between paragraphs.  Put another way, double space between paragraphs.  
Please do not use any fancy formatting for this as it will need to be undone to move the narratives into 
the online system. 
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Please use two spaces after each period and before the beginning of the next sentence. 
 
We do not use contractions. 
 
Subject areas (Math, Language, Cultural, Sensorial, History, Geography, Art, Practical Life, etc.) are 
capitalized.  Sub-areas of a subject area are not.  (For example, “Sam particularly loves Geometry and 
has recently begun to explore fractions.”) 
 
The proper names of Montessori materials are capitalized; names of other activities are not. (For 
example, “Some of Addie’s favorite activities include the Brown Stair and watercolor painting.”) 
 
In the body of the narrative, use the name the student is usually called, not his/her formal name (ex. 
Colby, not Colbourne). 
 
The student's name is mentioned at the beginning of every paragraph, followed by he/she for the rest 
of the paragraph (except where there is no other way to clarify a sentence – although most sentences 
can be reformulated so that the meaning is clear while following this rule). 
 
The convention for the use of colons (:) is:  Where there is a full sentence after the colon, the colon is 
treated as a period.  It has two spaces after it and the new sentence starts with a capital letter.  If the 
colon introduces the recitation of a list, then it gets one space after it and the first item on the list 
begins with a lower case letter. 
 
When we write a series, we do not put a comma before the "and" unless there is compelling reason to 
do so.  (ex. "Arjun is a kind, thoughtful and compassionate friend.")  
 
If you are writing a compound sentence and you need to add the student's name or a pronoun in the 
second part of the sentence to have it make sense, please write two sentences instead.  If it is a 
longer series, please use semicolons, punctuating it as, "Aaa; bbb; and, ccc." 
 
Please make every effort to conjugate your verbs properly and try to punctuate properly.  Please be 
aware that Grammarly is free for Chrome users.  We also have copies of Strunk & White’s "The 
Elements of Style" available for everyone to use during Progress Report season; feel free to take 
advantage of this helpful resource! 
 
Numbers zero through nine are written out in text, as they are in this sentence.  Numbers from 10 on 
up are written with digits.  The exception to this rule is the Hundred Board; hundred is part of the 
name of the material, not a number per se, so it gets spelled out. 
 
Narrative Content Guide 
 
Paragraph 1:  I know the child. What qualities make him/her unique, special and valued by the 
classroom community?  How does he/she feel and act in the classroom environment?  How does 
his/her presence make a positive impact on the classroom?  This is the place to show your 
appreciation of the child’s unique spirit and positive character traits.   
 
Paragraph 2 (or more if necessary):  Character growth and social development. 
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Character growth/emotional development: How is the child progressing in his/her self-control? 
his/her self-confidence? his/her ability to express and regulate his/her emotions? his/her 
persistence, determination and patience? his/her independence?  How does he/she handle 
challenges?  Discuss any difficulties with the child’s behavior in the classroom or problems in 
his/her emotional life. 
  
Social development:  How does the child interact with his/her peers? his/her older and younger 
friends? his/her teachers?  What types of social interactions seem most meaningful to him/her?  
Discuss any challenges with the child’s social life in the classroom. 
 

Paragraph 3:  Academic/cognitive development.  What subject areas interest the child most?  Does 
he/she display curiosity; is he/she eager for new work; does he/she return to favorite materials to 
achieve mastery?  Does he/she display concentration or absorption in his/her activities?  What 
milestones has he/she achieved in major curriculum areas?  What areas (including specials like Music, 
Phys. Ed., etc.) does he/she show particular talent for or interest in? 
 
Paragraph 4:  Closing paragraph.  "We look forward to...”, "It has been a pleasure...", "We are 
delighted with..."  This paragraph should be brief- usually only two sentences. 
 
Please note:  Specific (but brief) examples of your conclusions can be useful to help the student’s 
parents understand what, exactly, you are talking about.  Also, we encourage you to mention any 
goals you may have for the student in the appropriate paragraph of the report. 
 
Do your best to avoid Montessori-speak or educator-speak.  Use plain language wherever possible.  
 
How to address a topic of concern 
 
Example:  Charlotte bosses her friends around in the classroom. 
 
1.  Begin with a positive statement about the child’s development in this area, if at all possible. 
 

Example:  Charlotte clearly enjoys the company of her classmates, and looks forward to seeing 
her friends each day at school. 
 

2.  State the problem in a diplomatic and non-judgmental manner. 
 

Example:  It can be a challenge for her to respect others’ opinions and choices, particularly 
when they differ from her own.  
 

3.  Describe how you are working to help the child improve.  If possible, mention any progress they 
have made so far or express your confidence that the child is capable of improvement. 
 

Example:  We offer her gentle reminders to listen to her friends’ words.  She has made 
wonderful progress toward learning to accept her friends’ autonomy and independence.  
    or 
We remind her that, just as she likes to choose her own work, her friends like to choose their 
own work also.  As her self-confidence continues to grow, she will become more comfortable 
accepting her classmates’ autonomy and independence. 
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If you are having difficulty expressing a particular concern, please feel free to state the problem 
bluntly and add a note requesting some help with the re-phrasing.   
 
A final note:  Our goal in editing these reports is to have the finished product reflect the teachers’ 
honest assessment of the student, worded in a manner that demonstrates compassion for both the 
child and his/her parents.  We will consult with you regarding any content-related changes that appear 
necessary to your reports and you will have the opportunity to review the final copy before it goes 
home to the parents.  We deeply appreciate your thoughtful work throughout this process, as well as 
your patient cooperation with your team of editors!  
 
TIPS FOR WRITING NARRATIVE REPORTS 

 
Avoid these negative words: Use instead: 
unable ................................................. seems reticent about 
can’t ................................................... needs encouragement in 
won't ........................................................ seems reticent about 
always ...................................................... usually/often; has a tendency to 
never ........................................................ seldom 
sloppy/disorganized ................................ needs help organizing materials/activities 
bossy ........................................................ has difficulty letting others express their views and make choices 
dependent/lazy ........................................ needs encouragement to select tasks that challenge her abilities 
forgetful ............................................... needs frequent reminders to         ( be specific) 
talkative .................................................... very social; enjoys conversing with others but needs help giving 

others an opportunity to speak during group time; often speaks 
when it isn't his turn 

selfish ....................................................... needs encouragement to share willingly 
socially immature .................................... has difficulty resolving conflicts/problems on her own and often 

seeks adult help 
noisy ......................................................... makes sounds such as                      at (group time, work time, 

dismissal time) 
ill behaved ................................................ has difficulty controlling his behavior (list specific times of day and 

specific behaviors) 
slow .......................................................... takes a longer period of time than the average child her age to 

complete ________ (be specific) 
mean ................................................... has difficulty being sensitive to the feelings of others 
annoying ............................................. her behaviors, such as                     , make it difficult for others 

to concentrate 
fools around a lot ............................... often chooses to not focus on the activity at hand but rather 

will (talk with others, tell jokes, ...) 
excellent  ............................................ has a strong grasp of                                  .  
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Other General Positive Words To Use:* Words that Appreciate Child's Uniqueness:* 
thorough striving problem-solver interested in 

caring attempting positive attitude thinks clearly 
truthful genuine respectful creative 
cooperative making progress imaginative shows compassion 
growth independent persistent/persevering innovative 
works hard seeking  cooperative selects carefully 
improved tremendously is willing to original leader 
concentrates is skilled in thoughtful enthusiastic 
involved attentive perceptive eager 
is willing to productive welcomes follows through 
sensitive to  diplomatic  
 
*From Writing Effective Report Card Comments by Susan Shafer: 
 
If you have any additional words or phrases to add to these lists, please send them to Karen!  
 
 


