Planning for effective communication

	Who 
	What 
	How 


	Parents

	Share and gain information. 
Discuss and agree on a plan to work together to support the child at home and in the setting. 
	Face to face meetings. Liaison book. 
Telephone calls. 
TAF meetings.
Accompany parents on medical appointments.
Target planning meetings

	Colleagues
	Share ideas and ways of supporting the child.  Ensure a consistent approach. 
	Team meetings.
Planning meetings.

Target reviews.
Observational reports.


	Other Settings
	Gain and share information. 

Plan for smooth transition for child.
	Transition report.
Transition meeting at receiving setting.

Visit from receiving setting teacher or SENCO to see the child in their current environment. 


	Outside Agencies
	Provide reports.
Share information.
Gain advice.

Plan support programs.

Arrange for them to see the child in your setting.


	Multi Professional meetings. 

Team Around the Family (TAF) meetings.

Telephone calls.

Emails.

Attend medical appointments with the family to gain information on medical issues and receive advice on how to develop child’s skills.
Target plan/review meetings. 
Provide minutes from meetings.
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	Points to consider

	Preparation
	Have enough copies of reports or written information for everyone.

Let parents know if there is anything they need to think about before the meeting.

Let parents know who is invited to the meeting.


	Where
	Consider privacy.
May be at the child’s home.

Is there enough space and chairs for everyone who is likely to attend?


	When
	Discuss day and time of the meeting with parents because they may need to fit around work or have other children to collect.  Plan the meeting for a time when you are less busy.


	Time available
	Allow enough time to discuss issues raised.
Be clear at the beginning of the meeting about start and finish times.


	Management of 

distractions
	Let other staff members know that you are in a meeting.
Put a sign on the door.
Have toys for a younger child.


	Focus
	Have an agreed agenda and stick to it.


	Clear agreement 

for next steps
	Note down key points as you go through the meeting.
Summarise at the end and agree a few next steps

with parents.
Agree a review date.


	Support for parents
	Write a summary of the meeting for parents and include your contact details. Let parents know when you are available to talk to them.



