
 

Parent Teacher Conference Guide: 

What to do Before, During, and After 

BEFORE: 
 Send invitations.  

o Disseminate information about conferences to families through flyers, notes, phone calls, and 
community meetings.  

o Include information about the timing and goals of the conferences, as well as alternative 
scheduling options in your invitations. 

 Review student work.  
o Prepare assessments, report cards, student work, and student data you want to show 

parents.  
o  Also consider creating a portfolio of student work to walk through with families during the 

conferences. 
 Prepare thoughts and materials.  

o Create an agenda or list of key issues you want to discuss about each student’s progress and 
growth. 

o Think of what more you would like to learn about your students from their parents. 
 Send reminders.  

o The week before the conferences, send home a reminder for when and where the 
conferences will be held.  

o You may also want to include an outline of your agenda to prepare parents for the 
conferences. 

 Create a welcoming environment.  
o Make your classroom comfortable for families by displaying student work, arranging seating 

in circles (with adult chairs, if possible), and making a private space for the conferences.  
 If possible, don't conduct a parent-teacher conference from behind your desk. A 

teacher's desk is sometimes referred to as “power furniture,” and it tends to inhibit 
conversation and makes many parents uncomfortable. Instead, conduct your 
conferences at a table.  

 Don't sit across from parents; instead, sit on the same side of the table as your guests. 
You will discover heightened levels of conversation and “comfortableness” on the 
part of parents this way.  

 

CONFERENCE DAY CHECKLIST 

□ Welcome sign 

□ Sign‐in sheet 

□ Student work displayed 

□ Student work portfolios 

□ Music 

□ Refreshments 

□ Table for brochures and 
flyers 

□ Chairs for parents 

□ Report cards 

□ Parent questionnaire 

□ Forms that need to be signed 

□ Translators 

□ Videos/pictures of students 

□ Parent volunteers 

□ PTO/PTA membership forms 

 



 

 

DURING: 
Communicating with parents is one of the most important things teachers do. When we work with parents, we improve 
learning. Most successful teacher parent teams begin with a conference, usually before there’s a need. Here are some tips 
to help make your parent communications productive and successful. 

1. Allow enough time. If you’re scheduling back‐to‐back calls or conferences be sure to allow time to 
make notes in between. 

2. Get the name right. Don’t assume that Jennifer Peabody’s mother is Mrs. Peabody. 

3. Open on a positive note. Begin on a warm note about the child’s work or interests. 

4. Make specific comments. Provide parents with concrete, specific examples of a student's work or 
behavior rather than labels, adjectives, or broad generalities. When talking to parents, always 
remember: show, don't tell.  

Example: Instead of saying, “Frankie is poor in math,” paint a clear picture for Frankie's parents: “Last week 
Frankie struggled when we were learning to add two-digit numbers, and he didn't finish his assignment.”  

5. Forget the jargon. Lose education phrases like “performance‐based assessment” and “least 
restrictive environment.” 

6. Ask for parents’ opinions. Let parents know you want to work with them.    

Example: “By the way, Mr. Wilson, how have you handled Bobbie's silliness at home?”  

7. Focus on strengths. You’ll help if you review the child’s strengths and areas of need, rather than 
stressing weaknesses. If you are sharing some negative information with parents, be sure you 
“sandwich” it. Begin with some positive information, then share the negative information, and conclude 
with another piece of positive information. 

8. Stress collaboration. Let parents know you want to work together in the best interest of the child. 
Never give parents commands (“You should …” “You must …”) Rather, offer concrete and specific 
suggestions in the form of an invitation. It is far better to “invite” parents to become part of the solution 
than “tell” them what they should or should not do. 

 Example: “Mrs. Harper, based on our conversation this evening, I'm wondering if you and Michelle could 
spend an additional 10 minutes a night on her spelling words?”.  

9. Listen actively to parents. Solicit family input into student strengths and needs, learning styles, and 
nonschool learning opportunities. Validate their comments and feelings by paraphrasing back to them 
what you heard them say. 

Example:  if Mr. Brown says, “Yeah, Tommie always seems to be shy whenever he's around other people.” 
You say, “I understand that Tommie is hesitant to talk with other people—that sometimes happens in class. 
Perhaps I could put him in a smaller group so he will be less inhibited.”  

10. Ask about the child. Ask the parents if there is anything they think you should know. Nobody knows 
your students better than their families. Their insights into their child’s strengths and needs, learning 
styles, and nonschool learning opportunities can help you improve your instructional methods.  

 



 

 

11. Focus on solutions. Things will go more smoothly if you’ll focus on solutions rather than the 
problem. Always look for common solutions. Have some duplicated resource sheets available for 
parents. These may include (but aren't limited to) the following: a list of community social service 
agencies, a homework help line, a list of private tutors in the community, websites for homework help, 
etc.  

Example: “I understand your concern with Carmelita. Let's see if we can work on this together.” 

12. Summarize. Before the conversation ends, summarize the discussion and what actions  you, the 
student, and the parents will take. Be specific about the kinds of things you will do, for how long you 
will do them, and how you will check in with one another about progress.  

13. Establish lines of communication. Describe how you will communicate with families (i.e., through 
notes home, phone calls, email etc.) and they can contact you. Schedule a way to follow up on your 
conference in the next few months. 

14. End on a positive note. When you can, save at least one encouraging comment for the end of the 
conversation. Don't just dismiss parents from the table. Stand up with them and personally escort them 
to the door with a smile, a handshake, and a “Thank you for coming.”  

15. Keep a record. You may find it helpful later to have a brief record of the conversation. Make notes 
about each conference as soon as possible (afterward, not during), while the details are fresh. 



 

AFTER: 
 Save a few minutes after each conference to jot down a couple notes. Don't take notes during 

the conference—it tends to inhibit many parents and makes eye-to-eye conversation difficult. 
Record your observations, perceptions, and suggestions on a 3×5 index card with the 
student's name at the top. File these in a recipe box for later reference. 

 Plan for some “decompression time” between conferences. You need time to gather your 
thoughts, regroup, and get ready for the next conference. A long string of back-to-back 
conferences will only add to your stress and increase your anxiety. 

 Be sure to follow up (as necessary) with phone calls, notes, messages, or letters to every 
parent, including those who didn't attend (“I'm sorry I missed you at the parent-teacher 
conferences last week. May I call you for a personal meeting?”). Ask if they have further 
questions or concerns and send home materials that can help them support learning at home.  
Immediate feedback is necessary to ensure parent cooperation and participation in any 
shared solutions. 

 Communicate regularly. Communicate on an ongoing basis with families, with positive news 
as well as updates on student progress and challenges. Also let families know about other 
opportunities for them to be involved. 

 

 Connect in-class activities. Create responsive instructional practices based on what you 
learned about family cultures, home learning environments, and student strengths and 
needs.

https://www.teachervision.com/teaching-strategies/teacher-parent-collaboration
https://www.teachervision.com/teacher-parent-collaboration/hosting-successful-open-house


 

 
Compiled From the following: 
https://www.scholastic.com/teachers/articles/teaching-content/parent-teacher-conferences/ 
http://www.hfrp.org/var/hfrp/storage/fckeditor/File/Parent-Teacher-ConferenceTipSheet-100610.pdf 

https://www.teachervision.com/new-teacher-resources/parent-teacher-conferences-during-after?page=2 
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