Communicating with Parents
Meetings

Before the meeting provide an agenda and information such as reports or assessments, to be discussed at the meeting.  Make notes of the child and parent’s names and the key points to discuss
· Remember confidentiality when considering where to meet. 
· Have enough chairs and make the space comfortable and non-threatening.
· Have an informal seating arrangement.
· Provide toys if children are present.
· Start promptly.
· Introduce yourself and explain your role and ask others to do the same if they are not known to the parents.
· Ask parents for an update initially and listen to what they are saying.
· Be positive about the child before discussing issues and what you can do about them.
· Use clear language or explain what you mean.
· Be open and honest.
· Acknowledge parent’s views.
· Provide meeting notes after the meeting along with your contact details.
Sometimes meetings do not go as you have planned, but a parent may value the time to talk about what is concerning them the most at that time so plan to meet again.  Parents may say that a phone call will do instead of a meeting.
Telephone calls

Let parents know if they want to phone you:
· When is the best time to phone.
· Who is the best person to deal with their query.
When you phone parents:

· Introduce yourself and your reason for phoning.
· Ring when you say you will.
· Speak to the person rather than leave a message.
· Check whether or not it is a good time, it might be school pick-up, tea time or they could be at work or shopping.
· Confirm important points in writing.
· Have a face to face meeting for major information or discussions.
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Written information

· If you are sending meeting notes home-add who was at the meeting, the date and your contact details along with the notes.
· You could try a home-pre-school liaison book which includes notes and photos sometimes, especially if the child is non-verbal, so that the parents can see what their child has been doing during the day.  Try to keep the information in here as positive as you can. 

