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A big thanks to all the coaches working on the code of conduct.  There has been a lot of good discussion resulting in a better understanding of what we believe in and what is good for students. 
Character parade at 0900 today.
Faculty meeting Tuesday, 2 November 2:45 in the multi-purpose room
Agenda:

· Gifted Ed Programs at DAS: Ms. Kimble

· Meet the School Liaison Officer: Ms. Angiemarie Hart

· The Referral procedures for SPED, 504’s, and SST: PPS Team
Tech Site:
Teachers can search National Archives using online tool
A new online tool called DocsTeach recently was launched by the National Archives and provides a resource for teachers to search more than 3,000 primary-source documents. The site also includes seven tools for teachers, including one that customizes history activities to individual classroom needs. School Library Journal/Never Ending Search blog (10/18) , eSchool News (free registration) (10/18)
Parent Conferences
Parent conference dates for ES are 18-19 Nov and for MS/HS 19 Nov.  Attached are some suggestions and ideas to make the conference time productive and positive.
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"When you come to the end of your rope, tie a knot and hang on."

Franklin D. Roosevelt
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Parent Conference Considerations

Professionaliy conducled parent-teacher conferences can prove a mosl valuable sirategy for improving student classroom behavior
as welt as enhancing learning. Here are some ideas used by suceessful teachers to reap (he maximum benefit from parent-teacher
conferences.

» Belore the conference, plan whal you hope o accomplish, What informalion do you wanl to share with the parenl? What
problems need solving? Do no! overwhalm the parent. Settla on no more than twa or three concerns 10 be addressed. A
jaundry lisl of complainls will onty discourage or alienaie them.

If you are requesiing the conference in respanse 10 a specific probiem with the child, allow some tima to cod! off before
meeling with the parent. You'l be less emotionatly charged and more objective after a coupte of days. Remember, you are a
professionat egucator.

When a student bogins to misbehave in class, bagin to keep an index card recording specibc dislurbances noled. Include the
name, dale, descriplion of problem behavior, and aclion laken, Make your noles as soon afler an incident as possible. it helps
you to identify patlerns and gives more credibilily o your complainl when talking with the child's parent.

.

if possible, clarify ahgad of lime who will be atlending the conference and their refalicnship Lo the chitd. Is this the child's
mather, fathar, guardian? Also verify from the school records the person's name. Do nol assume Lheir surname will be he
same as the sludent’s. Dont make a big poinl of it in fronl of the parent, but a bil of advance checking can help avoid
potentiaily embarrassing gaffes during Ihe conference, Some leachers have mistakenly assumed that an slder parent was the
student's grandparenl.

Within reasan, lry lo accommodale the parenl’s schedule. Many parents cannol readily take off work 1o atlend school
conferences. If parenls have more than one child, attempt to coordinale their appoiniments so they only have lo coma to
school once. Such small considerations can reap significant coaperalion.

Consider sending a reminder of Ihe time, date, and place to the parent a couple of days belore Ihe scheduled conference.
special directions are needed for parking or for finding your reem, include those as well. if you are seeing several parenls
back-lo-back, inform them how much time is zllotted for their appointment.

-

Put your name on the door Lo make il sasier for parents 10 focale yout foom.

Create an inviling roem atmaosphere. Displays of studenls’ work, projects in progress, bullelin board displays, posters of
{earning cenlers, and "Welcome Parenls” signs can all help creale a warm atmosphare.

Artange the room selting to mininvze potenlial dislractions or interruptions during the conference. Close he door if necessary.

.

Assemble samples of the student’s work and a lisl of his or hee grades before the conlerence. it will save you the lime of
having lo look them up during the corference. Some leachers have Iheir sludents assemble a work portfolio in a folder. This
might include a greeting from their child. You mighi alse include a page where the parent can return a positive nate to their
child about iheir schoolwork.

Many teachers keep a note card for each student, recording poinls to discuss at lhe parent-deacher conlerence. Try lo
anticipate any questions a paren! might ask and note your thoughts relalad to that issue.

Greel parenls cordially when they arrive, again being sure o verify their names immedialely, {deally, {ry lo greel them at lhe
door. Thank them for coming 1o see you.

Ba the gracious host. Some leachers sel up coflee, juice, or snacks for parents, especially if lhey might have lo wailin tha
hallway white you finish a prior conference. If they must wait in the hall, provide soma chairs and perhaps coplas of your
lextbooks or other malerials to scan while waiting.

Practice the very besl of manners, realing each parent wilh uil respect and dignity. Whatever their occupation or socio-
economic slatus, treat alf parents as you would the presidenl of a corporation or a physician. Strive lo make lhem fesl as
welcome and comfortabls as possible,

Address all parents by their las{ namies preceded by the sppropriale Mr., Mrs., or Ms. unlil you are invited by them to use their
st name.

Don't hige behind your desk. I can be a bariiar to developing a working retationship. If possible, sit beside the parenl at a
table, Also avoid seating parents in small children's chairs.

Begin the cenference on a positive note. Think of two or three posilive descriptors for each sludent {e.g., "Michelle is so eager
lo heip® or "Brandon seems well liked by his classmates"). You mighl jot these down on each sludent's card o file lo stimulate
your memory. Itis imporiant lo fing something lo praise with each student.

Eslablish rapport with the parenl. This need not take long, bul try to estabiish a personal connection and create an inviting
atmosphere. f you know aboul the parent's job, hobby, or special interesl, make a brief inquiry {e.g., "Mal{ telis me you've
been working on your family genealogy"). Help pul the parenl at ease.

.
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00 quastion the paren! aboul the sludent's special lalents, inlerests, or accomplishments. Express a genuine interast to betler
vnderstand their child’s successes and sirenglhs as well as chalienges.

Be specific when discussing difficuilies the student is experiancing. 1 is generally betler lo be candid, yel non-blaming. Il is
unwise lo misiead the parent inlo thinking all is well if there is a problem with their child. Stick to the facts, giving concrete
examples, rather than troad generalities,

Don'l dwelt on any student’s altribules thal are unlikely {0 change or over which the parents have litlle control.

Itis best 1o avoid gelling emotional in discussing problems you may be having with (he student. Remember, your goal is lo
enlist the parent's cooperation in resolving any difficullies the sludenl may be experiencing in your class.

-

Aclivety listen lo the parenl. Respond empathically lo feelings expressed by the parent (e.g., "You are gisappeinted Laurie isn't
getting more individual altention in class”). This communicates that you really are trying to understand the parents’ perspeclive;
ildoes not imply you necessarily agree wilh |heir view. Such aclive tistening is an especially effective way fo handle the angry
parent.

Encourage parents lo ask questions and respond fully yel tactiully. Aveid jargon, "educalionese.” or psychological labels. Allow
parenls time 1o laik,

-

Inquire about home routines {responsibilities, homework habils, play, elc.). Seek information thal might help you eain a belter
undersianding of the sludent’s lalents, interasts, and chaillenges.

Try to offer bwe er three specific suggeslions for the parent 1o implement al home that mighl help the studenl. Gffer them nol
as commands, bul as ideas (hat have worked with olher sludenls,

Invite tha parenis to contact you with any future concerns aboul their child's classroom propress.

.

Some traps lo avoid: discussing family problems, discussing other teachers' classroom Wrealment of the studenl, comparing the
student with siblings. arguing with the parent, altempling to psychoanalyze the student, blaming the parent for the stutent’s
misbehavior,

£nd the conference in a hopelul lene. Summarize the main points discussed and any steps to be taken to resolve identified
problems. Again commend them for coming to the canfsrence.

Do follow up wilh notas or a phone call, especially if & particular probiem has been identified lor allention.

If olher parents are waiting, be sure to end the meeting at the scheduled time. Ideally, allow yoursell a few minutes between
sessions o permit time o note any major points discussed during the conference. Il necessary, offer o schedule anolher
conference with the parent,
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Parent-Teacher Conferences: Before, During, and After

Jabberwocky

A parent-teacher conference is a face-to-face meeting between one teacher and one or both parents (or guardians)
of a student. It is an opportunity to discuss a student's academic progress and social behavior. Many schools
schedule these in both the fall and spring.

If there's one part of the school year that strikes fear into the heart of any teacher—it's parent-teacher conference
lime, Teachers who have been araund a whiie will be more than willing to share some memorable stories about
strange parents and even stranger conversations with those parents. Nevertheless, parent-teacher cenferences are a
wondesful opporiunity to extend lines of communication between home and school, keep parents informed about their
children's progress—both academic and social—and for developing cooperative strategies that can ultimately benefit
every student.

You may be nervous about the thought of parent-teacher conferences. However, here's something imporiant o
remember—most parents are just as nervous as you are. Your first and primary goal shouid be to help make them
feel comfortable.

A friend of mine once said, “It's important to remember that children are ego extensions of their parents.” If you tell a
mother that her son is failing three subjects, you are, in effect, telling the parent that she, too, is a failure. On the other
hand, if you telt Mr. Velasquez that his daughler is the most outstanding science student in the school, Mr. Velasquez
will be mentally patting himself on the back all evening long.

Productive and successful conferences take careful planning. You should think about three stages: before, during,
and after.

Before the Conference

Send a personal letier to each parent to confirm the day, time, and place of the conference. Inform parents ahead of
time about the purpose of the conference. Gather file foiders or portfolios of each student's work. Be sure your
schedule is coordinated with other teachers in the school. Many parents will have more than ane child in school and
need sufficient time with each teacher.

if necessary, make arrangements for an interpreter for non-English-speaking parents. Review notes on each
student's behavior, academic progress, and inleractions wilh peers. Establish no more than two or three concerns or
issues. More than that will discourage most parents. Clarify ahead of time who, exactly, will be attending each
conference. |s it the child's biclogicai parents, a relative, a guardian, a grandparent, a foster parent, or who? Check
and double-check names.

Invite parents to bring a fist of guestions, issues, or concerns. Have sample textbooks readily available. Establish a
wailing area outside your classroom. For reasons of confidentiafity, you only want to meet with one set of parents at a
time.

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 (perhaps a throwback
to their days as a student). Instead, conduct your conferences at a table. Don't sit across from parents; instead, sit en
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.

During the Conference
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Greet parents in a positive manner with a smile and a handshake. Keep in mind that a well-run parent-teacher
conference focuses in on the following *must do's” every time:

e Provide parents with specific academic information.
¢ Invite and obtain additional information from parents.

¢ Listen carefully to parents. If you're nervous, you will tend to “take over” the conversation—by as much as 90
perceni, Try far a 50-50 balance.

» Combine your perceplions and their observations into a workable plan of action. Ask for parent ideas, and use
those ideas in addressing challenging situations.

» Let parents know that you are always available for follow-up (phone calls, personal meetings, etc.).

When talking to paren(s, always remember: show, don't tell. Provide specific examples of a student's work or
behavior rather than labels or adjectives. 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.” Always provide parents with concrete examples rather than very broad generalities.

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 conciude with another piece of positive information.

Always lcok for common solutions (*l understand your concern with Carmelita. Let's see if we can work on this
together”). 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.

Always use "active listening” skills. if a parent says something about the child, try to use some of the parent's words
in your response. For example, if Mr. Brown says, “Yeah, Tommie always seems to be shy whenever he's around
other people.” You say, "l understand that Tommie is hesitant to talk with other people—that sometimes happens in
class. Perhaps t could put him in a smaller group so he will be less inhibiled.” By using active listening, you help build
positive bridges of communication essential in any good conference.

Fire Alarm

Be careful of conversational traps. Experienced teachers will tel you that some fopics should never be part of parent-
ieacher conferences, including the following:

Comparing one child with another
Focusing on family problems
Psychoanalyzing a child

Blaming the parent for the chiid's problems
Psychoanalyzing a parent

Talking about cther teachers

Arguing with a parent

t & & & & © 8

Don't be afraid to ask for parent input or feedback (“By the way, Mr. Wilson, how have you handled Bobbie's silliness
athome?”). By the same token, never give parents commands {“You should ..." "You must ...") Rather, offer concrete
and specific suggestions in the form of an invitation ("Mrs. Harper, based on our conversation this evening, I'm
wondering if you and Michelle could spend an additicnal 10 minutes a night on her spelling words?"). it is far better to
“invite” parents to become part of the solution than “tell” them what they shouid or should not do.

Summarize some of the major points, and clarify any action that will be taken. Most important, always end a
conference on a positive note! Don't just dismiss parents from the tabie. Stand up with them and personally escort
them {o the door with a smile, a handshake, and a "Thank you for coming.”

After the Conference
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Save a few minutes afler 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 abservations, perceptions,
and suggestions on a 3x5 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 | missed you at the parent-teacher conferences last week. May | call you for a personal
meeling?”). Immediate feedback is necessary to ensure parent cooperation and participation in any shared solutions.

| Excerpied from The Complete ldiof's Guide fo Success as a Teacher © 2005 by Anthony D. Fredericks. All rights
=2 reserved including the right of reproduction in whole or in part in any form. Used by arrangement with Alpha Books,
{ a member of Penguin Group (USA) Inc.

© 2000-2010 Pearson Education, Inc. Ali Rights Reserved.
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General Hints

Parent-teacher conferences are an excellent opportunity to find out how your child is
adjusting to the new school year and to get to know her teachers. Here are some
general hints on how to have a successful conference:

¢ Ask your child if there is anything that he would like you to discuss with the
teacher.

o Jot down everything that you want to talk about at the conference. (See Helpful

Questions, below.)

Arrive promptly or a few minutes early.

Begin with positive comments about the teacher or classroom,

Avoid lengthy discussions of topics that are not related to the purpose of the

conference.

Be open to suggestions from the teacher.

Keep your emotions under control.

Take notes about what has been discussed and share them with your child.

Express appreciation for the conference.

Do not stay beyond your allotted time.

e & ¢

Helpful Questions

I order to help your kids have a successful school year, you need ta know

what will be expected of them academically from now until June. You can find out by
asking some questions. Take this list with you to your next parent-teacher conference.
And don't forget to take notes.

1. What skills and knowledge will my child be expected to master this year?

o  What will my child tearn this year in key subjects like math, science, history, and
English?

« Are there challenging academic standards in place at this school? How do they
compare with those at other school districts? May | see them?

+ How do you inform students about the academic standards they're expected to
meet? What kind of projects and assignments have you planned that will help
my child meet higher academic standards?

2. How will my child be evaluated?
» What kind of information do you use to evaluate students?
» How do you know if a child is academically ready to move on to the next grade?
« How are grades determined in your classroom?

3. What can | do to stay more involved in my child's academic progress?
¢ What can | do at home to complement what is happening in the classroom?
* How can ! know on a daily basis what homework has been assigned?
« How can | support teachers' efforts in implementing higher academic
standards”?

4. How do you accommeodate differences in learning?
o What if my child is a slow learner and falls behind, or is a fast learner and is
bored?
¢ Are summer school, tutoring, or other programs available for students who need
more help?

© 2000 - 2007 Pearson Education, Inc. All Rights Reserved.





5. How are oider students prepared for further learning after high school?
¢ Are children encouraged to think about a wide variety of career interests?
e Are all students encouraged to take algebra by the end of eighth grade?

©® 2000 - 2007 Pearson Education, Inc. All Rights Reserved.
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Parent-Teacher Conferences: Five Important Questions
Prepare yourself for parent-teacher conferences by thinking about what information parents really should have.
Here are some examples.

1. What skills and knowledge will your students be expected to master this year?
o What will your students learn this year in key subjects like math, science, history, and English?
o Are there chalienging academic standards in place at your school, and how do they compare with those
at other school districts? Show these standards to parents.
o How will you inform students about the academic standards they're expected to meet? What kinds of
projects and assignments have you planned that will help your students meet higher academic
standards?

2. How will your students be evaluated?
o What kind of information do you use to evaluate students? How do you know if they're academically
ready to move on to the next grade?
o How are grades determined in your classroom?

3. What can parents do to stay more involved in their child's academic progress?
o What can they do at home to complement what is happening in the classroom?
¢ How can they know on a daily basis what homework has been assigned?
¢ How can they support your efforts in implementing higher academic standards?

4. How do you accommodate differences in learning?
o What if their child is a slow learner and falls behind, or is a fast iearner and is bored?
o Are summer school, tutoring, or other programs available for students who need more help?

5. How are older students prepared for further learning after high school?
o Are children encouraged to think about a wide variety of career interests?
o Are all students encouraged to take aigebra by the end of eighth grade?

© 2000-2010 Pearson Education, Inc. All Rights Reserved.
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Communicating with parents is one of the

most important things we do as teachers.
When we can work together with a
child’s parents roward common goals,
we improve the atmosphere for learning,

Masr successful teacher-parent “teams”
begin with a conference, usually ane con-
ducted before there's a real need to
ineet,

Of course, while parent conferences can
be one of the maost helpful techniques in
a teacher’s “bag of tricks,” we also know
that sometimes they can be a discourag-
ing waste of time - or even turn into ugly
confrontations.

Here are some tips to help make your
parent conferences productive and suc-

cessful:

1 Invive Both paresys

Encourage both parents ro artend con-
ferences when possible, Misunderstand-
ings are less common if both parents
hear what you have to say, and you'll be
able ro gauge the kind of support both
parents give the child. Remember that
beth mocher and father may net be
available. Increasing numbers of Kansas
children live in single-parent homes. Even
with two parents, both parents often
work outside the home.

2. Make contast carly

You'll get your relation-
ship with parents off to
a good start if you con-
tact then early in the
year, perhaps with a
memo or newsletter
sent home to all pupils.
Give parents an outline
of what their children

\ e |
?@Wrﬁ*@

will be studying, and let
them know you’ll be

happy to meer with

them, and how and when they may con-
tact you for conferences.

Allow pnough time
Schedule plenty of time for the meeting,
Twenty to 30 minutes is usually ade-
quate. If you're scheduling back-to-back
conferences, be sure to aliow enough
time between them (10 minutes or so) so
you can make necessary notes on the
Just-conducred conferences and prepare
for the upcoming one.

4. B rendy for questions

Parents may have specific questions.

They're ikely to ask:

b What is my child's ability level?

¥ Is my child working up to his/her
ability level?

¥ How is my child doing in specific
subjects?

¥ Does my child cause any trouble?

B Does my child have any specific skills
or abilities in schoolworlk?

5. Plan — Gugyour papevs organized

iﬂ c'}.x‘..'g\'{'ii'if.(!

Assemble your grade book, test papers,
samples of the student’s work, atcen-
dance records and other pertinent dara
ahead of time, Have in mind a general
but flexible outline of what you're going
to say, including a survey of student
progress, a review of his or her strengths
and needs, and proposed plan of action.

C Greet parenss near the euirance
l.!wy’h use
You'll alleviate anxiety and frustration
and make parents feel more welcome.

7. et the narme rishe

Don't assume that Jennifer Peabody’s
mother is Mrs, Peabody. She could well
have been married again since Jennifer
was born. Check your record ahead of
time to make sure you've got the parents’
names right.






And don't assume that the wrinkled gray-
haired gentleman coming in with Johnny
is his grandfather. It could be his father
or an uncle. Politely ask. Double check
names so you don't talk to the Smiths
about their son “Stan” when their son’s

name is “Steve.”

brarriers

7o Avoid phvsios
Don’t sit behind your desk or force the
parents to squeeze into the children’s
desks an the front row. Arrange confer-
ence table seating, if possible, so you'll all
be equals together.

. Open onoa positive note

Begin conferences on a warm, positive
note 1o keep everyone relaxed. Scare with
a positive statement about the chiid’s

abilities, work or interesrs.

As soon as the parents arrive, review the
structure of the conference - the why,
what, how and when - so you'll both have
an “agenda.” (Remember, of course, that
parents often come with their own agen-
das or questions they want answered, so

you'll have to be flexible.)

Parents may flounder if you deal only in

iz

i 5:;3& H ‘fﬂi,?‘(‘ [MelENts
generalities. Instead of saying “She does-
n't accept responsibility,” pin down the

problem by pointing autr "Amanda had a
whole week to finish up her book report,

but she only wrote two paragraphs.”

Parents appreciate being given some spe-
cific direction. If Jane is immature, it
might be helpful o suggest that her par-
ents give her a list of weekly chores, allow
her to take care of a pet or give hera
notebook to write down assignments, (Of
course, when you offer advice, let parents

know you’re only making a suggestion.)

Education jargon phrases fike “criterion

nou

referenced testing,” “perceprual skills”

and “least restrictive environment” may

e just too much double-talk to many

parents.

TE Turn the other chesle

It is unusual to run into parents who are
abusive and hostile, but it can happen. Try
not to be rude, whatever the provocation.
Hear out the parents in as pleasant a man-
ner as possible, without getting defensive,
if the situation is threatening or you begin
to feel uncomfortable, end the conference
immediately or call for assistance.

1
Let parents know you're interested in

=y

for parents” opinions

their opinions, are eager to answer their
guestions and want to work with them
throughout the year to help make their
child’s education the best. Confirm that
you want 1o work togerher in the best
interests of the child.

15, Focus on strangths

It's very casy for parents to feel defensive,
since many of them see themselves in
their children. You'll help if you review the
child's strengths, selutions and areas of
need, rather than dwelling on criticism or

stressing weaknesses.

16, Lse body language

Nonverbal cues set the mood of the con-
ference. Smile, nod, make eye contact
and lean forward slightly. You'll be using
your body’s fanguage to let parents know
you're interested and approving.

17, Listen to what parents say

Despite the fact we spend nearly a third
of our lives listening, most adults are
poor listeners. We concentrate on what
we're going to say next, or we let our
minds drift off to other concerns, or we
hear only part of what a speaker is saying.
You'll get more out of a parent confer-
ence if you really listen to whar parents

are saying £o you.

T4, Asl about the child

You don’t want to pry, of course, bur
remember to ask parents if there is any-
thing they think you should know about

{such as study habits, relationships with
siblings, any important events in his or
her life) which may affect his or her

schoolworl,

T4, Don't judygs

It may not always be possible to react
neutrally to what parents say — their val-
ues may be very different from yours.
Your judgment of parents’ attitudes or
behaviors can be a roadblock to a pro-
ductive relationship with them.

2. Surrnarize

Before the conference ends, summarize
the discussion and what actions you and
the parents have decided to rake.

21, Wind up on a positve nate

When you can, save at least one encour-
aging comment or positive statement
abourt the student for the end of the con-

ference.

22, Meet again if you nead to

If you feel you need more time, arrange
another meeting later rather than trying
to rush everything before the kids get
back from art class.

23, Keep a recortd of the confurerce
You may find it helpful later to have a
brief record of what was said at the con-
ference, what suggestions for improve-
ment were made and so forth. Make
notes as soon as possible after the con-
ference while details are fresh,

24, Keop confide

Parents will tell you information they
would not share with anyone else. Do not
share “amusing” stories about the stu-
dent’s family with family or colieagues,
Your funny story could cause pain to
those you have tried most to encourage.

25, Enow Kansas law

If you learn anything from a parent that
might cause you to suspect child abuse,
know your “duty to report” under
Kansas law.





Parent Teacher Conference Dos and Don'ts
Survival Guide: What Every New Member Should Know

1.po always areel parents warmly at the door. Plan and create an inviting envirenment. Accompany
parents to a place where you can sit together and converse comfortably. Some teachers opt to group
chairs in a semi-circle near a table or other surface where they can share student work. {And make
sure the chairs are big encught)

DON'T summon parents into the classrcom and direct them to sit in front of your desk. Parents may
be anxious or fearful about meeting with you, a key authority figure in their child's life, If you distance
yourself, put them in a subservient position, or appear to condescend, you're undercutting the
chances of a successfui meeting.

2. DO start the meeting by showing that you care and know something positive about their child,
Summarize the student's strengths before raising problems. Of course, if you have a heavy student
load, it can be hard to get to know each child well by early fall conferences.

Three hints:

+ Keep an index card on each chiid and jot down observations that you can later share. For
example: "Alex told us in class the other day about his winning home run.," *Tamira has a
wonderful way of making friends with children who are new or feeling shy.”

¢ If you have access to a camera, take photos of your students to use on a seating chart or to
jog your memory before parent-teacher conferences.

s As a getting-to-know-you assignment, ask students to write about their interests, both
academicailly and outside of school,

DON'T begin by focusing on the student's problems.

An Albany-area teacher recalled a parent-teacher conference when she was on the receiving end as
the mother of a second-grader. "The teacher’s first words to me were; "Well, she's very messy.' She
went on in detail about my daughter's messy desk, her writing — even her hair — until I wanted to cry.
There was nothing about my daughter's wonderful sense of humor or her creativity. I wondered if she
even liked my daughter.” The students in your class are ali somebody's beloved child, and parents
come in hopes that you can see their child’s best.

3. Do dressin a way that reflects the meeting's importance and your respect for the parents and
their child.

DON'T dress too casually for the occasion. Some people think casual attire will make the parent feel
more comfortable, but experts say that can backfire. You are a professional, and professional attire
communicates that message.

4. DO rehearse what you want to say. Practice warm-up introductions, prepare an outline, and
prepare a checklist of areas to cover. Plan how you will keep track of time.

DON'T wing it.

5. DO use materiats from the student's work folder. It is much easier to demonstrate progress or
show parents concretely what a student needs to do to improve if you utilize these materials.





DON'T rely on verbal descriptions of the student’s work and progress. Avoid subjective statements
such as "His conduct is bad." Instead, cite specifics such as: "She talks out of turn," or, "He won't sit
in his seat.”

6. DO use positive, nonverbatl behavior. Listen reflectively. Maintain good eye contact. Lean in when

you speak or make suggestions. In your suggestions, acknowledge the stresses of parenting: "I know
it can be difficuit to find the time to read with your child every night. Try asking your child to read
aloud while you're preparing dinner.”

DON'T pecint a finger at parents or place hlame,

7.po engage parents in planning best ways to heip their child, Seek their suggestions first,

DON'T dominate a meeting so that parents can't ask questions or make suggestions. There's so much
you want to tell them, but think hard about how much information parents need. Parents are most
interested in specifics related to their child and will almost always have concerns or questions of their
own. Aliow for occasional silences, which give the parent an opportunity to ask a question or voice a
cancern,

8. no give parents something to take home with them.They can review material more completely at
home and refer back to it during the year. This can also save time at the conference. If you offer a
handout on curriculum, for example, you won't need to go over it verbally in exhaustive detail.

DON'T send them home empty handed.

9. DO use clear and descriptive terms. Adjust to the parents' needs and levels of understanding. If

yvou must use a buzzword, get in the habit of using parenthetical definitions: "This year we will use
math manipulatives, which are objects, like this set of marbles, that let kids touch and experience

what is meant by mathematical symbols.”

DON'T use education jargon or acronyms. This can have a chilling effect on parent communications,
Some common buzzwords that you know but parents might not include whole language, math
manipuiatives, SATs, ACTs, IEPs, paradigm, inclusion and cooperative learning.

10. poend positively, with a proactive message of hope. Set goais. Review how parents can help.
Mention pians for follow through. Let parents know their support is needed and appreciated. If
appropriate, send a follow-up letter.

BON'T end the meeting on a negative note by recounting the problem.






