Tips for Parent Conference Week


Preparing for Conference Week (personal preparation):[image: image1.png]



* Make sure to have your calendar of appointments

* Schedule bathroom/snack breaks for yourself

* Dress appropriately professional 

* Have name tent ready

* Eat lunch before your first conference – you’ll need your energy!

* Have a clock/timer to watch the time

* Prepare for ‘drop-in parents’
* If Co-Teaching, discuss how each teacher will participate/contribute to the conference
Preparing for Conference Week (student work preparation):

* Print out Infinite Campus information on student performance. Include current grade, missing assignments, 

attendance, due dates

* Have gradebook from 1st quarter to reference, if needed

* Share with parent and students how their grade can improve; the more specific, the better

*Have the following forms/information:

  - Parent contact information form available to update your files; remind.com?
  - Infinite Campus information available (the reg/tech team in workroom to assist parents, so send them there)


- List of counselors, admin that you can refer parents to contact

- Form with your contact information

Conference Time – 15 minutes

* Be sensitive to other conferences around you (volume of voice, etc)

* Pace yourself and honor the time schedule
* Introduce yourself and confirm name of parent

* Have parents update their contact information

* Share your enthusiasm for teaching!

* Invite student to sit in, as they will hear what is being said

* Bring meeting to a close after 15 minutes

* Provide contact email for you

* Have student work on hand – what parents ‘see’, they’ll understand easier

* Show ‘Exceeds’, ‘Meets’ samples

* Identify the student’s strengths and challenges

* Provide specific examples when discussing a challenging student attitude or behavior

   - Offer suggestions on how to solve the problem. Be specific in what you are looking for, what you can do, 

and what parents might be able to do.

   - When you share with parents what you are willing to do, the parents may be more supportive as well

* Listen to the parents 

· They may have helpful information to share about their child

· Listen to their concerns without trying to defend – take notes

· Limit your questions to clarifying and collecting of information

· Respond to areas of concern, move towards resolution

· Ask if they have any strategies that have worked with their child

* Direct parents to tech team for Infinite Campus assistance if needed (library workroom)

* Many concerns? Suggest they schedule a longer meeting via the counselor
* End conference on a positive note
NOTE: If you feel uncomfortable or anticipate a difficult conference, ask an administrator or counselor to sit in.
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