
Good evening, everyone, 

Thank you all for being here. I want to take a few minutes to clarify 

some protocols for our parent-teacher meetings to ensure everything runs 

smoothly and efficiently. 

1. **Schedule**: Each meeting is allotted 10 minutes. Please adhere to 

this time frame to accommodate all parents. A timer will be provided, and 

a gentle reminder will be given when you have two minutes remaining. 

2. **Focus Points**: Concentrate on the student's progress, strengths, 

and any areas needing improvement. If there are any behavioral or social 

concerns, please address them as well. Use specific examples to 

illustrate your points. 

3. **Confidentiality**: Ensure that discussions are kept confidential and 

professional at all times. Respect the privacy of each student and their 

family. 

4. **Follow-up**: If a more in-depth discussion is needed, feel free to 

schedule another meeting at a later date or suggest a phone call or email 

correspondence. 

5. **Materials**: Have relevant student work, reports, or grades ready to 

discuss. This helps provide concrete examples for parents. 

6. **Feedback and Questions**: Allow time for parents to ask questions or 

voice concerns. Your role is to listen actively and provide constructive 

feedback. 

By following these guidelines, we can ensure that our meetings are 

productive and that all parents leave with a clear understanding of their 

child's progress. Thank you for your cooperation and dedication to our 

students' success. 

If you have any questions about these protocols, please reach out to me 

after this session. 

Thank you. 


