
Teacher Rights Update 

What follows is some very important advice that might prove very helpful to new and 
veteran unit members. This section addresses some valuable suggestions on what members 
should do to prepare for a parent meeting or telephone call.  

Please take a careful look at the following information as it may just provide some 
important piece of advice that might make your school year a better one! If you have any 
questions at all about any of this information, please don't hesitate to contact your SDFA 
Building Representative. 

Parent Meeting Advice 

Scheduled Meetings  

1. There should be a mutually agreed upon meeting time.  
2. Establish a clear agenda for the meeting (and stick to it).  
3. Prepare for the meeting.  

o Review the student's cum folder, check for past report cards, standardized testing, 
teacher comments, etc.  

o Review student's discipline file and speak with assistant principal or principal.  
o Check with student's other current teachers for any problems. This helps avoid the 

often used comment, "You're the only one 'Johnny' is having trouble with."  E-
mail is a great tool for contacting other teachers.  

o Check with the student's counselor.  

Unscheduled Meetings  

• Parent shows up unannounced.  
o Option 1: Politely explain to the parent that presently you are occupied with other 

duties and he/she must schedule an appointment for a future time to discuss his/her 
student.  

o  Option 2: If desired, go ahead and meet with parent, but request that in the future, 
he/she schedule an appointment in advance.  

Parent Phone Calls  

• Try to return phone calls as soon as possible.  
• Establish the purpose of the call quickly.  
• If possible, be prepared just as you would for a parent meeting.  

 

 

 



TIPS  

• Keep to agenda of the meeting or purpose of the phone call.  
• Be courteous, be positive, be constructive. Do not raise your voice or argue. Expect the 

same in return.  
• If at any time during the meeting or phone call you are treated unprofessionally, calmly 

admonish the parent/guardian to communicate civilly. If corrective action is not taken, 
notify the parent/guardian that the meeting or telephone conversation  is  terminated.   If 
the meeting is on District property, the parent/guardian should be directed to leave 
promptly. If such an incidence occurs, see the Parental Civility Policy and file an incident 
report.  

• It should be made clear that a parent/guardian meeting is being scheduled to discuss the 
student involved, NOT for the purpose of the parent/guardian evaluating the teacher. 
Parents/guardians who are only interested in complaining about a teacher should be 
directed to see the principal.  

• Do not suggest the student be tested for special education, etc. The District then has the 
obligation to test or pay for outside consultants. Leave the suggesting to the counselors, 
nurses, psychologists, and administrators.  

• If at any time a member feels the slightest suspicion that a hostile meeting or phone call 
may take place, please contact your SDFA representative PRIOR to making any 
parent/guardian contact.  

*** For E-mail contact with parents/guardians, use some of the same strategies listed above. 

Conference Strategies  

• Review student's progress, strengths and needs. Have a proposed plan of action in mind.  
• Avoid physical barriers such as sitting behind your desk or keeping your desk between 

you and the parents/guardians.  
• Get the name right. Don't presume the student and parent/guardian have the same last 

name.  
• Open on a positive note. Start with a positive statement about the student and then discuss 

the area(s) of student need.  
• Stress collaboration and suggest how you and the parents/guardians can work together for 

the student's success.  
• Listen to what the parents have to say.  
• Use positive body language: smile, lean forward, nod to let the parents/guardians know 

that you are interested in their comments.  
• Be specific about the student's classroom situation.  
• Be prepared to offer a suggested course of action.  
• Wind up the conference on a positive, constructive note.  
• Keep a record of the conference or phone call.  

 


