
PARENT-TEACHER CONFERENCES 

DO’S and DON’TS 

• DO’S: 

 Send home a personal invitation to attend the conference. 

 Provide a tip sheet with the invitation so that parents know what questions to ask 

during the conference. 

 Prepare an agenda that includes: 

 General impressions of the child. 

 Progress since last conference. 

 Skills checklist or assessment results. 

 Goals for the child in each curriculum area. 

 Individualized Family Service Plan. 

 Prepare samples of the child’s work. 

 Dress professionally to show the importance of the meeting. 

 Offer an explanation of curriculum and curriculum goals. 

 Present information with positivity, honesty and truth. 

 Practice ACTIVE LISTENING during the conference. 

 Watch parents’ body language and reactions. 

 Offer supportive strategies and activities the parent and child can do at home. 

 Ask the parents for their personal goals for their child (set goals together). 

 Thank the parents for taking time to meet with you. 

 

• DON’TS: 

 Wing it (provide no thought or preparation for the conference). 

 Point a finger, place blame or talk down to the parents. 

 Use jargon or use “teacher talk.” 

 Rush the conference or leave out important details to stay on schedule. 

 End on a negative note. 

 Fail to include personal stories about the child that paints pictures of the points you are 

making about the child. 

 Get defensive or take comments personally. 

 Fail to provide a comfortable physical environment for the conference. 

 Give too many suggestions for improvement. 



PARENT-TEACHER CONFERENCES 



Dear Parent, 

 

Thank you for your willingness to schedule a conference with me to discuss your child’s progress 

this school year. 

 

I have scheduled your conference for: 

 

Day: _________________________________________________ 

 

Time: ________________________________________________ 

 

 

_____________________________________________________ 

(Teacher Signature) 

Dear Parent, 

 

Thank you for your willingness to schedule a conference with me to discuss your child’s progress 

this school year. 

 

I have scheduled your conference for: 

 

Day: _________________________________________________ 

 

Time: ________________________________________________ 

 

 

_____________________________________________________ 

(Teacher Signature) 



Dear Parent, 

 

Over the past few months, I have been getting to know your child. Through observing, 

conversing, and evaluating the work completed, I have been trying to discover how your 

child learns best. I would like to schedule a conference with you to discuss what I have 

learned, as well as gain insight from you. The more I know, and the more we work 

together, the greater chance of success your child has this year. 

 

The times I am available for a conference are listed below. Please indicate your first and 

second choices for a conference time. 

 

I look forward to speaking with you during our upcoming conference. 

 

Sincerely, 

 

 

_________________________________________________ 

 

(Teacher Signature) 

The times I am available are indicated in the chart below. Please mark your first and second 

choice. 

 Monday Tuesday Wednesday Thursday Friday 

Time      

Choice 1 or 2      



1. Write down everything you would like to discuss with teachers (questions, comments 

and suggestions). 

2. Write down at least 3 goals or expectations you currently have for your child. 

3. Come prepared with an open mind and be willing to accept suggestions. 

4. Begin with a positive attitude and express appreciation for the opportunity to meet. 

5. Take notes about everything discussed at the conference. 

6. Keep your emotions under control. 

7. Stay on topic (avoid discussions that are not related to the conference). 

8. Keep the conference within the allotted time (come early, leave on time). 

9. Don’t be afraid to ask tough questions, like: 

 

• What skills and knowledge will my child be expected to master this year? 

• How will my child be evaluated or tested? 

• How do you know if my child is ready to be moved up to the next class? 

• What can I do to help my child grow and learn? 

• How will I know what is being taught in the classroom? 

• How can I support the teacher’s efforts? 

• How do you accommodate differences in learning (slow or fast learner)? 



PARENT/TEACHER CONVERSATIONS 

Child’s Full Name: ____________________________________________ DOB: ________________ 

DEVELOPMENTAL SCREENING 

Name of Screening: Date Given: 

Results:     ___ No Concerns     ___ Concerns in the Area(s) of: _____________________________ 

___ Copies of Suggested Activities Given to Family for Area(s) of Concerns. 

ASSESSMENTS 

___ Observations:  

___ Formal Assessments:  

Areas of Strength Areas of Growth 

1. 1. 

2. 2. 

At School, We Will: At Home, We Will: 

1. 1. 

2. 2. 

Parent/Guardian Signature: ________________________________________ Date: ____________ 

 

Teacher’s Signature: ______________________________________________ Date: ____________

  



Student’s Name: ______________________________________ Date/Time: __________________ 

 

Present at Conference: _____________________________________________________________ 

Areas of Strength (attach student’s work): 

Areas of Concern (attach student’s work): 

What we will work on at school: 

What we will work on at home: 

Recommendations Made at the Conference: 

Parent/Guardian Signature: ________________________________________ Date: ____________ 

 

Teacher’s Signature: ______________________________________________ Date: ____________ 

 

Director’s Signature: ______________________________________________ Date: ____________

  


