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example letter from teacher is a valuable resource for educators, parents,
and students alike. Such letters serve various purposes, including
recommendations, character references, progress reports, and formal
communications. Understanding how to craft an effective example letter from
teacher can enhance communication and support student development. This
article explores the essential components, formats, and best practices
involved in writing these letters. Additionally, it provides sample templates
and tips to tailor letters for different contexts. Whether the goal is to
recommend a student for college admission or to inform parents about
classroom behavior, mastering the art of an example letter from teacher is
crucial. The following sections will guide readers through the process and
offer practical insights for diverse applications.

Purpose and Importance of an Example Letter from Teacher

Key Components of an Effective Teacher’s Letter

Common Types of Example Letters from Teachers

How to Write a Professional Example Letter from Teacher

Sample Example Letters from Teachers

Tips for Tailoring Letters to Specific Situations

Purpose and Importance of an Example Letter
from Teacher

An example letter from teacher serves as an official document that conveys
information about a student or educational matters. These letters can provide
recommendations, verify attendance, communicate progress, or address
behavioral concerns. They play a vital role in academic and extracurricular
settings by offering credible insights from educators.

Teachers’ letters often influence decisions made by colleges, employers, or
administrative bodies. Therefore, their accuracy, tone, and content are
essential for fostering trust and providing meaningful support. Well-crafted
letters can highlight a student’s strengths, achievements, and potential,
making them indispensable in various evaluative processes.

Key Components of an Effective Teacher’s Letter

Every example letter from teacher should contain certain fundamental elements
to ensure clarity and professionalism. These components help structure the
letter, making it informative and easy to understand.

Introduction and Purpose

The letter should begin with a clear statement of purpose, identifying the



teacher, the student, and the reason for writing. This section sets the tone
and context for the reader.

Student Information and Relationship

Providing specific details about the student’s academic performance,
personality, and interaction with the teacher establishes credibility.
Mentioning the duration and nature of the teacher-student relationship adds
authenticity.

Detailed Assessment or Recommendation

This section delivers the core message, whether it is a recommendation,
evaluation, or informative update. It should be fact-based, highlighting
relevant achievements, skills, and qualities.

Closing and Contact Information

Ending the letter with a polite closing statement and offering contact
details for further inquiries ensures professionalism and openness.

Additional Formatting Tips

Use formal language and a respectful tone.

Keep paragraphs concise and focused.

Include the date and proper salutations.

Proofread to eliminate errors.

Common Types of Example Letters from Teachers

Example letters from teachers vary widely depending on their intended
purpose. Understanding these common types can help tailor the content
effectively.

Recommendation Letters

Often requested for college admissions, scholarships, or internships, these
letters emphasize the student’s abilities, achievements, and character. They
typically highlight academic strengths and personal qualities.

Progress and Performance Reports

These letters communicate a student’s academic progress or behavioral updates
to parents or guardians. They usually include specific observations and
suggestions for improvement.



Attendance and Enrollment Verification

Schools may require official letters confirming a student’s attendance or
enrollment status. These letters are straightforward and factual.

Character Reference Letters

Used to vouch for a student’s integrity, responsibility, or social skills,
character references support applications for leadership roles or community
programs.

How to Write a Professional Example Letter from
Teacher

Writing a professional example letter from teacher involves a systematic
approach to ensure clarity, relevance, and impact. The following steps
outline best practices for composing such letters.

Step 1: Understand the Purpose

Identify the specific goal of the letter and the audience to address. This
understanding guides the tone and content selection.

Step 2: Gather Relevant Information

Collect details about the student’s achievements, behavior, and relationship
history. Accurate data supports credibility.

Step 3: Draft the Letter Using a Clear Structure

Organize the letter into introduction, body, and conclusion. Maintain logical
flow and coherence.

Step 4: Use Appropriate Language and Tone

Adopt a formal, respectful tone while avoiding jargon. Use positive language
to emphasize strengths unless addressing concerns.

Step 5: Review and Edit

Proofread for grammatical errors, clarity, and tone. Ensure the letter meets
the required length and format.

Sample Example Letters from Teachers

Reviewing sample letters can provide useful templates and inspiration when
drafting an example letter from teacher. Below are concise examples
illustrating different purposes.



Sample Recommendation Letter

Dear Admissions Committee,

I am writing to recommend Jane Smith for admission to your university. As her
English teacher for two years, I have witnessed her exceptional writing
skills, critical thinking, and dedication. Jane consistently produces
insightful essays and participates actively in class discussions. Her
leadership in the school literary club further demonstrates her commitment to
academic excellence.

Jane’s positive attitude and strong work ethic make her an ideal candidate
for your program. Please feel free to contact me for any further information.

Sincerely,

Mr. John Doe

Sample Progress Report Letter

Dear Mr. and Mrs. Johnson,

This letter serves to update you on your son Michael’s progress in
mathematics this semester. Michael has shown steady improvement in
understanding complex concepts and is actively engaged during lessons.
However, additional practice with homework assignments is recommended to
strengthen his skills.

We encourage continued support at home to help Michael achieve his full
potential. Please contact me if you have any questions.

Best regards,

Ms. Emily Brown

Tips for Tailoring Letters to Specific
Situations

Customizing example letters from teachers ensures they are relevant and
impactful for their intended use. Consider the following tips to enhance
effectiveness.

Know the recipient’s expectations: Adjust tone and detail level based on
whether the letter is for a college, employer, or parent.

Highlight relevant achievements: Focus on qualities and accomplishments
that align with the letter’s purpose.

Be honest and balanced: Present an accurate portrayal, including areas
for growth if appropriate.

Maintain confidentiality: Avoid disclosing sensitive information without
consent.

Use specific examples: Concrete anecdotes enhance credibility and reader
engagement.



Frequently Asked Questions

What is an example letter from a teacher for student
recommendation?

An example letter from a teacher for student recommendation typically
includes the teacher's introduction, the student's academic and personal
qualities, specific examples of achievements, and a strong endorsement for
the student's application or opportunity.

How do you write an example letter from a teacher for
a job reference?

When writing an example letter from a teacher for a job reference, include
the teacher's relationship to the student, highlight the student's skills
relevant to the job, mention any extracurricular activities or leadership
roles, and provide a positive recommendation.

Can you provide an example letter from a teacher for
college admission?

Yes, an example letter from a teacher for college admission usually describes
the student's academic performance, character, motivation, and potential for
success in college, supported by specific anecdotes and examples.

What should be included in an example letter from a
teacher for a scholarship application?

An example letter from a teacher for a scholarship application should include
the student's academic achievements, financial need if applicable, personal
qualities, community involvement, and why the student is a strong candidate
for the scholarship.

How formal should an example letter from a teacher
be?

An example letter from a teacher should be formal and professional, using
clear and respectful language, proper salutations, and a structured format
that includes an introduction, body, and conclusion.

Where can I find free templates for example letters
from teachers?

Free templates for example letters from teachers can be found on educational
websites, template platforms like Canva or Microsoft Office templates, and
websites dedicated to career and academic resources.

What tone is appropriate for an example letter from a
teacher?

The tone of an example letter from a teacher should be positive, supportive,
and sincere, reflecting genuine confidence in the student's abilities and



character while maintaining professionalism.

Additional Resources
1. Effective Communication for Educators: Crafting Impactful Letters and
Notes
This book provides teachers with practical strategies for writing clear and
professional letters to parents, administrators, and students. It covers
various types of correspondence, including progress reports, disciplinary
notices, and recommendation letters. Readers will find templates and examples
to help improve their communication skills and foster positive relationships.

2. Sample Letters from Teachers: A Guide to Professional Correspondence
Designed as a comprehensive resource, this guide offers a wide range of
sample letters for teachers to use in everyday school situations. From
absence notifications to parent-teacher conference invitations, this book
helps educators communicate effectively and efficiently. It also includes
tips on tone, formatting, and best practices.

3. Teacher’s Handbook for Parent Communication
Focused specifically on letters and messages sent to parents, this handbook
helps teachers navigate sensitive topics such as student behavior, academic
concerns, and special needs. It emphasizes empathy and clarity, providing
templates and advice to ensure messages are received positively. The book
aims to strengthen the home-school partnership.

4. Writing Professional Letters: A Teacher’s Toolkit
This book breaks down the components of professional letter writing tailored
for educators. It includes sections on structure, language choice, and
adapting messages for different audiences like parents, colleagues, and
school officials. The toolkit approach allows teachers to build confidence in
their written communication.

5. Sample Letters and Forms for Educators
A practical collection of ready-to-use letters and forms, this book helps
teachers save time while maintaining professionalism. It covers common
scenarios such as permission slips, absence excuses, and behavior reports.
Each example is accompanied by explanations to guide proper customization.

6. Communicating with Parents: Letters and Strategies for Teachers
This resource focuses on effective written communication with parents,
offering strategies for clarity, positivity, and constructive feedback. It
features model letters addressing academic progress, classroom behavior, and
special events. Teachers will learn how to foster collaboration and
understanding through well-crafted correspondence.

7. The Teacher’s Guide to Writing Letters of Recommendation
Specializing in recommendation letters, this book provides guidance on how to
write compelling and honest endorsements for students. It includes sample
letters for college admissions, scholarships, and job applications. Educators
will find advice on highlighting strengths and providing meaningful insights.

8. Sample Letters from Teachers to Students: Encouragement and Feedback
This book centers on letters written directly to students to motivate,
encourage, and provide constructive feedback. It offers examples that cater
to various age groups and situations, from praising achievements to
addressing challenges. The goal is to enhance student-teacher relationships
through positive communication.



9. Professional Letter Writing for Teachers: Templates and Tips
A straightforward guide offering templates and tips for all types of teacher
correspondence. It helps educators develop a professional tone and clear
messaging for letters related to attendance, discipline, academic updates,
and more. The book also addresses cultural sensitivity and inclusivity in
communication.
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  example letter from teacher: The New Elementary Teacher's Handbook Kathleen Feeney
Jonson, 2002 The most helpful and practical resource I own! It has aided me in increasing my
efficiency and therefore my confidence in the classroom. This is a must-read for all first- year
teachers! Jennifer Jackson, First-Grade Bilingual Teacher Landels Elementary School Mountain
View, CA A blockbuster book for the beginning teacher--chock-full of practical and imaginative
suggestions. A source book of fine educational practices. Mary B. Roberts, Principal (retired)
University of San Francisco College of Education, CA Kathleen Jonson has designed an excellent
road map to guide new teachers during their beginning years. Gail Adams, Program Administrator
Curriculum Improvement and Professional Development San Francisco Unified School District, CA
The ultimate how-to reference--here′s expert teaching advice at your fingertips anytime you need it!
An invaluable companion for any beginning teacher, this definitive resource has been updated to
offer even more tried and true techniques to foster triumphant teaching. Drawing upon more than
27 years′ experience as an educator, the author highlights the most effective strategies that lead to
powerful results in the classroom. The New Elementary Teacher′s Handbook Flourishing in Your
First Year, second edition, provides desperately needed, yet often unavailable, practical advice. This
easy-to-read, jargon-free guide empowers new teachers with the tools necessary not only to feel
prepared, confident, and comfortable, but also to succeed, maintain enthusiasm, and remain
committed to the profession. It is teeming with helpful hints, red flags to watch for, examples of best
practices, and time-saving solutions for some of the most common questions and concerns
practitioners face. Among the numerous strategies and survival skills the book promotes are time
and stress management, effective organization, quality lesson plans, and professional development.
It deals with such issues as assessment, preventive discipline, homework, and motivation. Jonson
offers sound advice on building positive relationships with parents and conducting school events,
including a parent conference, open house, and back-to-school night. Resources include sample
homework and behavior contracts, model letters to parents, and examples of programs for students
with special needs. This enhanced second edition offers the following new features:
Classroom-tested techniques for overcoming the challenges of a multicultural, demographically
diverse student population, including limited-English-proficient students Tips for maximizing
technology Twelve additional Resource sections that provide quick-reference ideas easy to
implement in any classroom Tactics for coping with--and even embracing--the pressures of
accountability, high standards, and high-stakes testing Resources include sample homework and
behavior contracts, model letters to parents, and examples of programs for students with special
needs.
  example letter from teacher: First Year Teacher's Survival Guide Julia G. Thompson,
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2009-05-18 The best-selling First Year Teacher's Survival Kit gives new teachers a wide variety of
tested strategies, activities, and tools for creating a positive and dynamic learning environment
while meeting the challenges of each school day. Packed with valuable tips, the book helps new
teachers with everything from becoming effective team players and connecting with students to
handling behavior problems and working within diverse classrooms. The new edition is fully revised
and updated to cover changes in the K-12 classroom over the past five years. Updates to the second
edition include: • New ways teachers can meet the professional development requirements of the No
Child Left Behind Act • Entirely new section on helping struggling readers, to address the declining
literacy rate among today’s students • Expanded coverage of helpful technology solutions for the
classroom • Expanded information on teaching English Language Learners • Greater coverage of
the issues/challenges facing elementary teachers • More emphasis on how to reach and teach
students of poverty • Updated study techniques that have proven successful with at-risk students •
Tips on working effectively within a non-traditional school year schedule • The latest strategies for
using graphic organizers • More emphasis on setting goals to help students to succeed • More
information on intervening with students who are capable but choose not to work • Updated
information on teachers’ rights and responsibilities regarding discipline issues • Fully revised
Resources appendix including the latest educational Web sites and software
  example letter from teacher: The Marginal Teacher C. Edward Lawrence, 2005-04-13
Updated Edition of Bestseller! Simplify complicated teacher dismissals by doing your homework! Are
you faced with the difficult task of teacher evaluations? Does the burden of proof fall to you in cases
of teacher dismissals? For over a decade, principals have turned to The Marginal Teacher as a
resource for ensuring instructional competency in their schools. This third edition of The Marginal
Teacher offers timely solutions for successfully dealing with marginal teachers. Lawrence illustrates
the proper actions that principals should integrate into the evaluation processes to successfully
gather documentation to help improve or terminate an ineffective teacher. Complete with tools and
resources to streamline the evaluation process, you'll find: An updated PC or Mac CD-ROM with
customizable forms, checklists, calendars, and teacher dismissal documentation Understanding the
evaluation process, procedures, policies, and new legislation Handling nontenured teacher,dismissal
Integrating classroom observation techniques Dealing with teacher misconduct Incorporating action
steps for conducting the school level dismissal meeting Let this time-tested guide ease the difficult
task of teacher dismissal.
  example letter from teacher: On Becoming an Innovative University Teacher: Reflection in
Action John Cowan, 2006-03-16 This innovative and readable book is not something to be
cherry-picked for quick hints and tips. It is a work to be read and re-read and savoured for its
humanity, sagacity, practicality and reflection upon the all-important relationships between teaching
and learning and the teacher and the learner. British Journal of Educational Technology ...a
delightful and unusual reflective journey...the whole book is driven by a cycle of questions,
examples, strategies and generalizations from the examples. In all, it is the clearest example of
practise-what-you-preach that I have seen. John Biggs, Honorary Professor of Psychology, University
of Hong Kong “This is a unique book, written by a well-known figure in HE who has broad
experience and a long track record as an exemplary and caring teacher…The book is unique because
it is written in a very personal manner, with a sharing of the author’s varied experiences and great
enthusiasm for the processes of teaching and communication.” Jenny Moon, Bournemouth Media
Centre and Independent Consultant “[Cowan’s] innovative approach to the authorship of a well
researched and practical book is worthy of particular mention…Practitioners that are keen to allow
spaces for innovative approaches to professional development in learners will find this text readable
and thought provoking.” Teaching in Higher Education On Becoming an Innovative University
Teacher shows readers how to plan and run innovative activities to engage their students in effective
reflective learning. The book uses an unusual and accessible method: each chapter begins by posing
a question with which university and college teachers can be expected to identify; then answers the
question by presenting a series of examples, thereafter the writer frankly airs his own second



thoughts on what he has offered. In the second edition of this popular book, Cowan maintains his
relaxed and readable style, and the book features revised coverage to make it even more accessible
and useful. The examples have been updated throughout and a new chapter looks at innovation and
reflection in the context of contemporary higher education. This is key reading for all university
teachers, whether new or experienced, who want to revitalise their teaching.
  example letter from teacher: Introducing Reader's Workshop Patricia Dade, Kimberly
Storey, 2010-12-31 This resource provides teachers with planning tools and flexible, easy-to-use
lesson plans to begin implementing the Reader's Workshop instructional model in their classrooms.
  example letter from teacher: Popular Educator , 1911
  example letter from teacher: Success International English Skills for Cambridge
IGCSE® Teacher's Book with Audio CD Marian Barry, 2015-05-14 The Success International
series offers a practical approach to language learning and support. Success International English
Skills for Cambridge IGCSE® Teacher's Book offers teachers tips and advice for preparation for the
Cambridge IGCSE® in English as a Second Language. The series has been fully updated in line with
the revised syllabus updates, including a new text design, making the course appealing and exciting.
The series provides stimulating topics, international perspectives and relevant examples to
encourage students to explore and improve their use of English. Answers to both the Student's Book
and the Workbook are available in the Teacher's Book. Audio CD for listening activities included in
Teacher's Book.
  example letter from teacher: A Reading and Language Intervention for Children with
Down Syndrome - Teacher’s Handbook Kelly Burgoyne, Fiona Duff, Paula Clarke, Glynnis Smith,
Sue Buckley, Margaret Snowling, Charles Hulme, 2012-12-11 The Reading and Language
Intervention for Children with Down Syndrome (RLI) teaches language and literacy skills following
evidence-based principles adapted to meet the children’s specific learning needs. It is designed for
pupils with Down syndrome aged 5 to 11 years. The intervention is suitable for beginning readers
through to those with reading ages up to 8 years and for students with a wide range of language
abilities. Teaching is adapted to meet individual needs through initial assessments of skills and
regular monitoring of progress. Together with two accompanying DVDs illustrating teaching
techniques and a CD of resources, the handbook offers teachers and teaching assistants the detailed
guidance, assessment tools and example teaching materials needed to implement the intervention.
  example letter from teacher: Laboratory Manual of English Composition Stanley Reginald
Oldham, 1920
  example letter from teacher: Four Corners Level 4 Teacher's Edition with Assessment
Audio CD/CD-ROM Jack C. Richards, David Bohlke, 2011-10-31 A collection of twelve lessons that
teach English language grammar, vocabulary, functional language, listening and pronunciation,
reading and writing and speaking.
  example letter from teacher: Ventures Level 4 Teacher's Edition with Teacher's Toolkit
Audio CD/CD-ROM Gretchen Bitterlin, 2008-11-24 Ventures is a six-level, standards-based ESL
series for adult-education ESL. The interleaved Teacher's edition walks instructors step-by-step
through the stages of a lesson. Also included are suggested times for exercises, teaching tips,
expansion activities, cultural information, and ways to expand a one-hour lesson to fill two or three
instructional hours. The CD-ROM contains reproducible activities for individual, pair, and group
work; tests; and audio for tests.
  example letter from teacher: Language in Use Upper-intermediate Teacher's Book Adrian
Doff, Christopher Jones, 1997-04-24 A popular and highly acclaimed four level course which both
interests and stretches learners.
  example letter from teacher: The Connecticut Common School Journal and Annals of
Education , 1840
  example letter from teacher: Connecticut Common School Journal Henry Barnard, 1839
  example letter from teacher: Ventures Level 3 Teacher's Edition with Assessment Audio
CD/CD-ROM Gretchen Bitterlin, 2013-07-12 Ventures 2nd Edition is a six-level, standards-based ESL



series for adult-education ESL. The Ventures 2nd Edition interleaved Level 3 Teacher's Edition
includes easy-to-follow lesson plans for every unit. It offers tips and suggestions for addressing
common areas of difficulty for students, as well as suggested expansion activities for improving
learner persistence. The Teacher's Edition also explains where to find additional practice in other
Ventures components such as the Workbook, Online Teacher's Resource Room, and Student Arcade.
Multi-skill unit, midterm, and final tests are found in the back of the Teacher's Edition. Also includes
an Assessment CD/CD-ROM which contains audio for each test as well as all the tests in a
customizable format.
  example letter from teacher: Interchange Level 1 Teacher's Edition with Assessment
Audio CD/CD-ROM Jack C. Richards, Jonathan Hull, Susan Proctor, 2012-08-09 Interchange Fourth
Edition is a fully revised edition of Interchange, the world's most successful series for adult and
young-adult learners of North American English. The course has been revised to reflect the most
recent approaches to language teaching and learning. It remains the innovative series teachers and
students have grown to love, while incorporating suggestions from teachers and students all over
the world. This edition offers updated content in every unit, grammar practice, and opportunities to
develop speaking and listening skills. Interchange Fourth Edition features contemporary topics and
a strong focus on both accuracy and fluency. Its successful multi-skills syllabus integrates themes,
grammar, functions, vocabulary, and pronunciation. The underlying philosophy of the course
remains that language is best learned when it's used for meaningful communication.
  example letter from teacher: How to Meet Standards, Motivate Students, and Still Enjoy
Teaching! Barbara P. Benson, 2008-08-21 This is a must-read for all of the practitioners who do not
want to ′teach to the test.′ The book offers a sure-fire way to create lifelong learners who are
motivated to come to school and who enjoy being part of an energized community.--Joan E.
Anderson, Reading InstructorOakridge Middle School, Naples, FL If teachers ever wondered how to
integrate standards, high-stakes testing, and student learning, they need wonder no more. This book
has something for everyone.--Randy Cook, Chemistry and Physics TeacherTri County High School,
Morley, MI Apply user-friendly tools to create a stimulating environment for student growth while
implementing standards! How can teachers successfully create a standards-based classroom that
meets accountability requirements and also provide a learning environment where both teachers
and students can thrive? This book gives teachers ways to flourish in their profession as they engage
students, increase their self-confidence, and inspire a lifelong love of learning. The second edition of
How to Meet Standards, Motivate Students, and Still Enjoy Teaching! offers a productive way of
approaching standards and a framework for classroom practice to give all students the opportunity
to succeed. The author demonstrates how teachers can follow a standards-based curriculum while:
Creating a community of learners who are self-directed, interactive, cooperative, and focused on
quality Making reflection a routine for both teachers and students Teaching content and process
Developing more authentic student tasks and assessment methods With updated references and new
reproducibles for immediate use, this invaluable resource helps teachers maintain creativity and fun
in the classroom while focusing on standards and building learners′ academic skills.
  example letter from teacher: Targeting Handwriting Teacher Resource Book Jane Pinsker, Jo
Ryan, 2004 The Targeting Handwriting series is the only handwriting program that supports
teachers with a resource book for each year in Lower Primary. The books provide information
regarding stages of development and common problems relevant to the age group. There is a
Teacher Resource Book to accompany each level - Pre-Primary, Year 1 and Year 2. F eatures include:
ideas for lesson warm-ups hints for the reintroduction and consolidation of letter formation over 100
worksheets, including three practice pages per letter activities that focus on placement of letters
within lines, moveme nt patterns and wedges a seahorse character to highlight positi oning of letters
within lines left-handed alternatives for some upper-case letters tracing of sight words that begin
with the focus letter, and of sentences including words beginning with the letter numeral and
number word practice worksheet word games, puzzles and phonics activities that incorporate
handwriting practice



  example letter from teacher: The Effective Teacher's Guide to Dyslexia and Other Specific
Learning Difficulties Michael Farrell, 2006 Specific learning difficulties such as dyslexia, dyspraxia
and dyscalculia affect at least one in ten children, causing poor performance in school and often
leading to emotional problems and low self-esteem. These children need a high level of
understanding, encouragement and support from their teacher in order to achieve their full potential
in an inclusive environment. The Effective Teachers' Guide to Dyslexia and other Specific Learning
Difficultiesoffers the ordinary classroom teacher practical advice, information and enlightenment
that will help them to bridge the gap between theory and practice, and equip them with a range of
strategies with which to tackle everyday classroom situations. This book expertly guides the reader
through: The legal and policy context An explanation of terms and definitions Interventions and
rationale Approaches related to different curriculum subjects Provision for dyscalulia and acalculia
Taking account ofrecent policy changes, and with an emphasis on what works in the classroom, this
book will prove a practical, readable and invaluable resource for the busy practitioner.
  example letter from teacher: Cool English Level 4 Teacher's Guide with Audio CD and
Tests CD Herbert Puchta, Guenter Gerngross, Raquel Royo, 2005-10-10 Cool English is a 6-level
contemporary version of Join In. It is organized in lesson plans for each class session. These lesson
plans give suggestions on different ways of exploiting the activities, plus extra ideas and materials. It
includes clear and concise instructions with step-by-step explanations which simplify lesson-planning
for the teacher. The guide is interleaved with the Pupil's Book and contains all the tape scripts. The
2 Audio CDs for the teacher contain all the songs and the recordings from the Pupil's Book, as well
as the listening tests. The Tests CD contains pdfs of assessment tests for this level.
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