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Research has shown that parental involvement is the most important factor in a student's 
success in school. Here are some suggestions on how to get the most from your Parent-
Teacher Conferences as well as to increase parental involvement. 

 Schedule conferences and notify parents: 

• Send home personal letters to notify parents of conference dates. Outline an agenda 
and emphasize the importance of the conference to their children's education.  

• Schedule conferences for students who have siblings in the same school first and 
coordinate conference times with the siblings' teachers. 

• 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.  

• Send home the Positive Conference Sheet (see attachment) and ask for parents to fill 
out and bring with them to the conference. 

• 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. 

At the Conference: 

• Welcome parents at the door and thank them for coming.  
• Establish rapport by sharing an anecdote about the student or by inquiring about an 

activity the student takes part in outside school.  
• Mention the student's strengths first.  
• Briefly discuss the student's progress in each subject area and show examples of the 

student's work.  
• Briefly discuss the student's behavior, work habits, and social skills.  
• Devote half the conference to the parents' concerns. Invite parents to share their 

thoughts and suggestions about the student and encourage them to ask additional 
questions about their child's progress.  

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

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

• Complete the Parent-Teacher Conference Report (see attachment) and ask parents to 
sign it. As soon as possible, make a copy of the report and mail it to the parents.  

• Review the highlights of the conference and end on a positive note.  
• 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. 
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Parent-Teacher Conference Record 
Student: _____________________  Date: _______________________   

Items discussed 

 

 

 

 

 

 

 

 

 

 

 

 

Actions to be taken 

 

 

 

 

 

 

 

 

Signed by 

Teacher: _________________________ Date: ________________________   

Parent: __________________________ Date:  ________________________  



Positive Conference Sheet 

 

This form can be filled out by parents before a parent/teacher conference 

to provide a positive “snapshot” of your child and his or her needs. 

 

 

1. Who is ________________? (Describe your child including 

information such as place in the family, personality, likes and dislikes.) 

 

 

 

 

 

 

 

 

2. What are ______________’s strengths? (Highlight all areas in which 

your child does well, including educational and social settings.) 

 

 

 

 

 

 

 

 

3. What are _____________’s successes? (List all successes and 

accomplishments no matter how small.) 

 

 

  

 

 

 

 

 

 

 

 

 



4. What are ____________’s greatest challenges? (List the areas in 

which your child has the greatest difficulties.) 

 

 

 

 

 

 

 

5. What needs to happen for _____________ to be successful? (What 

will help your child achieve his/her potential?) 

 

 

 

 

 

 

 

6. What are our dreams for _____________? (Describe your vision for 

your child’s future—short term and long term.) 

 

 

 

 

  

 

 

7. What are ___________’s dreams for himself or herself? (Describe 

your child’s vision for his/her future—short term and long term.) 

 

 

 

 

 
 

 

 

 

 

 

 

 

Adapted from:  Collaborative Teams for Students with Severe Disabilities: Integrating Therapy and Educational 

Services, Beverly Rainforth, Ph.D, P.T., Jennifer York, Ph.D.,P.T., Cathy McDonald, M.A., C.C.C./S.L.P. 
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