Tips for Parent Teacher Interviews

Before the interview:

· Copy the schedule and place one copy for yourself at the interview and one copy attached to the outside of the door.
· Leave a few chairs outside your classroom for parents to sit on (maybe for the younger classes they could borrow a couple of bigger chairs from the Y3/4).
· Make sure your class is tidy/organised.
· Try to ensure all children have at least one item of work on display in the classroom

· Find out parents’ names prior to the conferences.
· Have a copy of the Progress/Settling In Reports with you (arranged in the order of the interview times). For Primary students, if a child has an ‘NI’ for any criteria on the report, then make sure that you have evidence/samples of work that back it up and also to offer some strategies that will help the child to back up in this area. 
· Know who your Learning Support students are, their strength/areas of development, and what action plans are in place (check their online records for more information). Contact the Learning Resource team if you require more information or would like the LR teacher present at the interview.
During the Interview:

· Arrange the chairs so that you are not facing the windows (constantly squinting due to the light shining on you will tire you out and it is also harder to see the parents’ facial expressions if they are silhouetted against the window)
· Welcome parents at the door in a positive, confident manner. Be friendly and put the parents at ease (Remember that some parents may be nervous too)
· Once seated, it is usually a good idea to first ask the parents if they have any comments regarding the report.
· Have your laptop set up with the parent blog – and quickly check with the parents that they know how to access it, and that they are aware of the information that it contains.
· Make sure a clock is visible to you – it is very important to keep to the time, particularly as many parents will be having interviews with other teachers straight afterwards.
· If a parent interview is beginning to over-run, then just state that the interview will need to finish, but they may wish to make another appointment with you at a later date if they still have issues to discuss

· Remember to pick out positives (no matter how small) in a child at the beginning of the interview and then move onto areas which need to improve. It is very difficult for any parent to hear only negatives about their child.
· Have paper ready to make notes of any requests/comments from the parents – and make sure these are followed up after the interview.
· If the conference unexpectedly takes a negative turn, tell the parent that you would like to spend more time than you have available to discuss the situation, then reschedule the conference at a time when the coordinator/vice principal can join you.
· Remind them of where to access curriculum documents and information. 
And relax!!

Usually these parent interview days are surprisingly pleasant!
