Conducting a Parent/Teacher Conference

Step One:  Plan


Keep good notes and records.


Bring in samples of the child’s work, developmental checklists, etc.


Meet  somewhere that is comfortable for everyone; sit with the parents, not behind a desk.

Step Two:  The Conference


Open on a positive note; say something about that the child that is positive.


Use active listening skills.

Allow parents to offer an explanation for any problems or issues before you offer your interpretation of the problem or the cause of the problem


If the parent offers a plan of action, agree to try it.  You can try your plan if this one doesn’t 
work.


Focus on solutions that you have arrived at jointly with the parents.


Be honest about problems that are beyond your scope, and be prepared to make referrals

Step Three:  Closing the Conference


End on a positive note


Make sure everyone understand how the center/program and the family are going to work 
together.


Make sure you have asked some of these questions before closing:



What are the child’s special interests at home?



What does the child do during after-school hours?



What kind of home responsibilities does the child have?



What does the child share with his/her parents about the center/program/class?

Some cautions:


Focus on the child and his/her home life only as it relates to school.

Keep the conference at a reasonable length of time (at least 15 minutes, but usually no longer than 30 minutes).



Avoid using educational jargon.


Concentrate on only one or two issues or problems (if there are any); otherwise, parents can 
end up 
feeling overwhelmed.


Avoid making assumptions about whether the parents want help or advice.

Avoid making comparisons with other children; avoid discussing other children and other families altogether.

