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Includes scheduling,
reminders, & family input
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Conference Communication Is Stressful

Scheduling conflicts and limited time slots

Different meeting format preferences

Important family input getting lost or shared too
late

* Clear communication upfront reduces stress

for everyone
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Why Structured Family Communication Matters
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N

Families don't always know what to ask or share

N

Written input helps surface priorities before the meeting

N

Teachers can plan focused, efficient conversations

N

Clear documentation reduces misunderstandings later



Included Family Communication Forms
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Use Before Conferences

Each form supports a specific stage of the conference process
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Gather family priorities T
and questions ahead of
time

Paren, Teacher Conference Reminder
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Clarify meeting format
preferences early

Cotact Intormatie

Reduce back-and-forth

emails and last-minute * Designed to prepare families
confusion before conference day



#1 - Scheduling & Meeting Preferences
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>> Collects family availability and format
preferences -

¥> Makes it clear that the teacher sets
the final schedule

2> Helps balance needs across multiple
families

Best for setting clear
expectations while
staying flexible

> Reduces unrealistic
expectations around timing



#2 -Conference Reminder Letter
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Confirms date, time, and meeting
format
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Works for in-person, phone, or
virtual meetings

* Best for clear communication
and fewer last-minute issues



#3 - Family Input Forms (3-Page Set)
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Guided prompts for strengths,
concerns, and priorities

Space for home updates and
questions

Helps families organize
thoughts ahead of time

* Best for meaningful,

Supports focused, productive ot
efficient conferences

conversations



Built to Save Time—

Not Add Work

Clean layouts designed for quick completion
Reduces repeated explanations and follow-ups
Works alongside existing conference systems

Use only the forms you need



How a Unified Communication System Helps
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ne place for family communication and input
Consistent information across conferences

sier planning before meetings
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Clear documentation if questions come up later

Parent Teacher Conference Invitation

Dear Families,

Please see tee dutes and information below for up<oming parern

Conference Dates

_—

Comferences will be approsimated,
wimately ____ mirutes and scheduled on o first L
served basis. Pleags it

indicate your preferences be
ow, 50 § £ ¢r .
sehedule for everpone, CAVCTENIE (0t B

Condererie Date/TIME:
PRSI steps Aisiriai
MBIALion with your exact time (and virtual ik if
2 . ik if needed) will be ven et of Shredasies ofe working we
Sehedules are finalized. Meeting Format wIn-Person at school Stpengihs and Surcesses wha srstegies sre working w
| Virtual meeting
oM ol > - i
Pieate: return the botiom portion of this form by: R n-person 3t schod @ Phone conference ot are yous mOST g o
irtual meeting
hane conferentce

Teachr conterences,

Conferdnco Options - Please Select Your Praferance

Student Name:

Meeting Format

£ kn-Person at sehool
o Virtual meeting
& Phane conference

Preferned DuyrTime:
_
Second Cholce:

-
Do you aeed an interpretert o ves = Mg

Language 1 needed)
-

Parent Name: Dat
—_————— bwe_
f you e unatie 10 meet during the ovailotle Tires,

Phease KT e know 0 we will work
cagether g find oother aption e Enom ang we wil wo

parent Teacher Conference Reminder

student Name:

confergncy Datet

Tima:

nt teacher conference. L kaok

reminder about your upcoeming parel

This b5 & friendty o bt your I progeess.sirengihs, and next

Fpraasd 1o meeting with you o

Location/Room or Virtual Link:

Location/Room or Virteal Links

Please Remember to Bring (Optional)

Fiaase Ramambes To Bring 10ptienall
eyoers you woukl Be (o Bistuss
oing #1 hoesE

« Any questions or concerns you would like to discuss
* ATV QUESONS OF

» Upiates MDouL buorw CHIngS are
« This rerringer sip. if heiptul

« Updates about how things are going at home
« This reminder slip, if helpful

i you need to change your time or are unable to attend, please contact me as soon as
possible 50 we can arrange another option.

" ’ v 25 50
e nered 10 Change you e o e unabile 1o ATLENG, PiRask CONLACL e
pogsible $6 we (an ATANGE AnGed GUDN.

Teacher Name:

Teacher Nagne:

Teacher Contact informatior:

Thank you, a0 | look forward to Se8ing you 5000 =

parent-Teacher Confer

Thiis Foam s opiianal.
g 3 Perl [acrol
g the conberence. Jomting o

Sute wearylhing important geti O

bt Nart

ParealiGuardian Bame

What subjects.ef aCtiilies doet

ngihs o you see bl

Questians Al Sehool

Winal queitions 00 you have al

Are Bhere arry Concers about homework of 5

00 you have que

3 there anything the schaool (an @ 10 be|

Ace there skits you would Wue your chid|

Updates for the Teacher

here been »

recent changes o

1 Sty wtnthir
T ey Ehing atia you weukd Bie 15 shast

WMy Top Frigrithes fo the Conterence

Thaak you s much for taking time 1o share VHIF thoughty,
Bringing s fonm o the Onenente Lo haip us weark oo hier b suppont
. * ) o 04 e

T Rt B g

FOur chay




Especially Helpful When You’re Managing...
.,
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Back-to-back conferences
Multiple students, classes, or caseloads

Limited conference time

Families with different communication
needs

* A simple system that supports clear communication



Important Notes
-
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Editable = type-in fields only; layout is not customizable
Print and digital options included where noted
Designed for any grade level

Appropriate for parent-teacher conferences and
support meetings



