
Before the Conference  
(One to Two Weeks Prior)

Student & Portfolio Preparation

   Review each child’s file, including initial intake 

forms and any previous notes. 

   Assess each child’s progress across key 

developmental areas: social-emotional, cognitive, 

language and physical (fine and gross  

motor skills). 

   Note specific, positive anecdotes or examples 

that illustrate a child’s personality, strengths and 

recent growth. 

   Identify one or two areas in which the child is 

showing challenges or could use extra support. 

Have specific examples ready. 

   Gather representative samples of each child’s 

work such as drawings and writing samples. 

Organize these into a simple portfolio. 

   Complete any formal assessment or progress 

report forms your ECE program uses. 

Scheduling

   Send out conference schedules to parents and 

offer few time slots if possible. 

   Confirm your final schedule and send reminders 

to parents two to three days before  

the conference. 

   Prepare a sign-in sheet for the day of  

the conferences. 

   Create a simple agenda or talking points outline 

for each meeting to stay on track.

The Day Before  

the Conference

Organize Your Materials

   Arrange student portfolios and your notes in the 

order of your scheduled appointments.  

   Prepare a folder for each family containing their 

child’s progress report, selected work samples 

and any relevant school handouts or resources.  

   Have a notepad and pen ready for each 

conference to take notes.  

   Gather a list of resources you might share 

with parents such as book recommendations, 

community programs and fine motor activities.  

Setting up the Space

   Tidy and organize the conference area. Ensure it 

is clean, welcoming and professional.  

   Arrange seating so you are sitting alongside 

parents, not across a desk. Use adult-sized chairs. 

   Set up a quiet waiting area if possible, perhaps 

with some books or children’s artwork to view.  

   Ensure privacy and minimize  

potential interruptions.

ECE Parent Teacher  

Conference Checklist

Name Date

Use this checklist to make sure you are prepared for your next parent teacher conference!

https://www.procaresolutions.com


During the Conference

Conducting a Positive Meeting

   Greet parents warmly with a handshake and a 

smile. Thank them for coming.  

   Start the conversation on a positive note. Share  

a genuine compliment or a sweet story about  

their child.  

   Walk them through their child’s work samples, 

explaining what the work shows about  

their development. 

   Discuss the child’s strengths and 

accomplishments first before moving on  

to areas needing support.  

   Use clear, jargon-free language. Instead of 

“vestibular development,” say “how they are 

learning to balance and move their body.” 

Effective Communication Tips 

   Listen actively. Ask open-ended questions like, 

“What have you been noticing at home?” or “How 

do you feel about their social interactions?”  

   Be specific. When discussing a challenge, provide 

a concrete, observable example. Instead of “He 

is disruptive,” try “During circle time, he often 

begins talking to his neighbors, which makes it 

hard for others to hear the story.”  

   Frame feedback constructively. Focus on 

partnership and goals. Say, “One thing we can 

work on together is...” 

   Validate their perspective. Acknowledge parents’ 

comments with phrases like, “That makes sense,” 

or “Thank you for sharing that.”

   Collaborate on next steps. Ask parents for their 

ideas and work together to create one or two 

simple, achievable goals for home and school.  

   Finish the conference positively. End the 

conference on a positive and forward-looking 

note, summarizing the key points and next steps.  

   Respect the schedule. If you are running out  

of time, offer to schedule a follow-up call  

or meeting.

After the Conference

Follow-Up and Reflection

   Conduct regular surveys to gather family 

feedback and suggestions. 

   Celebrate and respond to feedback by 

implementing changes where possible. 

   Have scheduled parent conferences to establish 

individualized family goals. 

   Create a family appreciation program to 

recognize loyalty and support.

  

 

Download additional tools and templates at: 

procaresolutions.com

https://www.procaresolutions.com
https://www.procaresolutions.com

