Making the Most of 

Parent-Teacher Conferences
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WHAT TEACHERS CAN DO

Teachers can help increase parental attendance in the following ways: 

· Schedule conferences and notify parents. 

· Send home personal letters to notify parents of conference dates.

· Schedule conferences for students who have siblings in the same school first and coordinate conference times with the siblings' teachers.  Do everything possible to avoid scheduling siblings' conferences on different days or at widely disparate times.  

· Base the length of the conferences on the needs of the students.  If necessary, schedule two consecutive periods with parents you suspect might require more time. 

· Send home personal invitations to the conferences and ask parents to RSVP by a specific date.  

· Telephone parents who do not respond and encourage them to attend. 

· Send home reminders one week before the conferences.

· Contact parents who do not show up and try to reschedule.  

· Provide parents with information about your curriculum and classroom procedures before the conference date.  Include a syllabus or an outline of general areas of study, a list of broad academic goals for the year, and a copy of your classroom rules and procedures.  Invite them to ask questions about those materials at the conference.

· Create a comfortable and private physical environment.  Include adult-sized seating, paper and pens so parents can take notes, and an area large enough to spread the student's work out so parents can examine it. 

· Prepare a folder with samples of the student's work and a list of the student's current grades. 

· If you plan to ask parents to work with their child on a particular skill or subject area, have appropriate materials available for them to take home. 

· Know exactly what you will say and what questions you will ask.  Be prepared to cite specific examples when expressing concern about the student's work or behavior.  Try to anticipate parental reaction and be prepared to respond calmly and appropriately. 

· Offer opportunity, when appropriate, to involve students in conferences.

· Be available and visible throughout the conference schedule.

· Find out parents’ surnames prior to the conference.

· Invite your administrator to any/all conferences that may be tense.

THE CONFERENCE ITSELF

Getting parents to attend the conference is only half the battle; however, once they've arrived, you have to make it clear that their involvement is vital to their child's success.  Experienced teachers offer the following quick tips to help get your conferences off on the right foot -- and keep them there:

· Dress professionally. 

· Start every conference on time. 

· Know their child.

· Make it clear to parents that you like their child.

· Remain calm and positive.  

· Listen carefully and reflectively.

· Emphasize a spirit of collaboration and cooperation.  

· Following the "script" below will help you make each conference a productive experience as well as a pleasant one. 

· Welcome parents at the door and thank them for coming.

· Establish rapport by sharing an anecdote about the student or by inquiring about an extracurricular activity the student takes part inside or outside of school.

· Mention the student's strengths first.  

· Invite parents to share their thoughts and suggestions about their child and encourage them to ask additional questions about their child's progress as you progress with the conference.  

· Devote half the conference to the parents' concerns. 

· Briefly discuss the student's progress in each subject/class and show examples of the student's work.  

· Briefly discuss the student's behavior, work habits, and social skills.  Provide examples where appropriate.  

· Invite parents to share their suggestions for improving performance and/or behavior.  

· Set one or two immediate goals for the student and work with the parents to create a plan for meeting those goals.  

· Provide any materials parents might need to implement the plan.  

· Arrange for a follow-up phone call or meeting and let parents know how they can reach you if problems arise.  

· Review the highlights of the conference and end on a positive note.  

· Walk the parents to the door and thank them for coming.  

· Take a few minutes to make personal notes about the conference.  

· If you agreed to follow up on a particular issue, note it on your calendar.

SOME WORDS OF CAUTION

· Do not surprise parents with new problems.  Parents should be notified the moment a problem arises.

· Do not discuss siblings, other students, or teachers, even if the parent tries to.

· Do not do all the talking.  You want to maintain control of the conference, but allow time for the parent to talk about the student.  You may learn something important that may help you in dealing with the student.

· Do not allow the parent to intimidate or threaten you.  Seek administrative support.  End the conference.  
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