
Parent Teacher Conference 

Clear scheduling. Better participation.

Letter & Scheduling
Preferences Sheet



Stop Conference Scheduling
Chaos

Scheduling expectations
not clearly defined

Clear expectations from the start

Interpreter or format needs
discovered too late

Too many parents requesting
the same time
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interpreter
needed?

in-person, virtual, or
phone conference
preferred?

Clear information before you
start scheduling

Parents Share Preferences
— You Create the Schedule

time/day
preference



Sets Clear Conference
Expectations

Professional boundaries without
awkward conversations

Clarifies first come, first
served scheduling

Defines meeting length up
front

Reduces late arrivals and
overruns


