Ten Tips for a Successful Conference
1. Send out Reminders.  This will save you from having to reschedule conferences because people forgot.  Remember to leave a copy of your schedule in the office and outside your door.  Set up automatic reminders for Please Bring It.
2. Set Up the Environment.  Have two chairs and a table set up outside so parents who are waiting feel welcome.  Make some sample student work available and/or leave some sample books out for them to look at while they are waiting. Leave a note on the door asking parents to wait.
3. Setting the Tone Of A Conference.  The manner in which you greet the parents sets the tone for the conference.  Look happy to see them.  Make sure they are comfortable in your environment.  Perhaps begin with an anecdote about their child that makes them smile.

4. Think about sandwiches:  Start positive….then talk about things that the child can work on….then end positive.

5. Ask questions about the child.  Remember, we are focused on teaching the children, not just the curriculum.  Don’t pretend to know the child better than the parent does.  Ask questions about their interests, hobbies, feelings.

6. Don’t pull out any surprises:  If you haven’t communicated these concerns to the parent before, be careful about using this meeting time to introduce them.  Be ready for the question, Why have I not heard this before?
7. Be Prepared.  Make sure your notes and records are up to date.  Have examples that support what you are saying, especially student work showing areas that need support.  Remember, parents have a right to acquire any written documents about their child.
8. Offer positive/productive tips.  Don’t complain.  Never make judgments about family situations.   Instead, offer suggestions for how to help students with areas of need.  Have a plan in mind before the conference.
9. Involve Parents in the Conversation and the Solutions.  The importance of parents being able to share is that they actually begin to see where their child needs help without you saying it. Parents will begin to see you as the professional and look to you for guidance if you are working together as a team.
10. Closure.  If you are prepared before the conference, you should be able to cover all important topics within the fifteen minutes. Do not belabor discussions. Keep to your schedule.  Summarize the conference, thank and praise the parents for coming to the meeting. Thank them for their input and how you look forward to continue working with them. They should leave feeling comfortable about what just took place and be positive about the direction of their child's learning.

Prepare yourself with knowing the answers to these questions:

1. What skills and knowledge are your students expected to master this year?
· What will your students learn this year in key subjects like math, science, social studies and language arts? 

· What are the standards you are guiding students toward?
· How do you communicate these expectations to students? 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?
· 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 level, concept, grade? 

· How are grades determined in your classroom? 
· How are you using Jupiter Grades?  Why did you choose to weight grades as you did?

3. What can parents do to stay more involved in their child's academic progress?
· 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?
· What if their child is a slow learner and falls behind, or is a fast learner and is bored? 

· Are there other programs available for students who need more help?
· What if a child is “gifted?” 
5.  How are you dealing with social/emotional issues in your classroom?
· What do you do to promote a peaceful/productive learning environment?

· How are children expected to respond to one another?

