Back to School Night
Tips for Teachers
This night is the highlight of the school year for parents, students, and staff. Here are some tips to make it a successful experience for all involved. This list is by no means all inclusive, but represents a starting point for discussion. 

In advance:

· Take time to prepare your room and your presentation. 

· This is your second opportunity to make a first impression. (The first was Open House.) 

· Be sure your room is clean, attractive, and inviting.

· Make sure your bulletin board(s) illustrate the learning and great things happening in your room.

· Be sure every child has some work on display.

· Have each student write a welcome/introductory letter or journal entry and leave it at his/her desk for parents to read. 

· Prepare sign-up sheets for volunteers, chaperones, field trips, parties, or November parent conferences. 

· Have reading books, curriculum guides, and text books available for parents to browse. 
As parents/guardians arrive:

· Welcome parents at the door. Be positive, confident, and enthusiastic. Remember, you are the professional.

· Having a parent sign-in sheet will let you know exactly who attended. You might want to send a thank-you note later. 

· As parents are waiting for the presentation to begin, invite them to read their child’s letter and have them respond by writing a note in return. 

· Have plans and objectives for the following day written up. 

· Thank the parents for taking the time to come this evening to hear about their child’s program. 

· Inform parents how you will handle questions during your presentation. If at the end, then be sure to leave time for questions. Sticky notes at each desk, and an “Issue Bin” posted in the room might be a good idea for questions you do not get to. Of course, if you collect them, you will need to provide responses. 
The presentation:

· Be prepared. If you use overhead transparencies, have them sequenced and keep them sequenced to make it easy for your subsequent presentation. If you use a PowerPoint, have it ready on the screen. 

· Make sure font sizes on presentations are large enough to be read from the rear of the room. Please do not read to parents from the overheads or slides unless you have reason to believe there are people who need help reading. 

· Be personable. Let parents know who you are (experience, educational background, your vision of teaching and learning, and your expectations for the year). Parents want to leave knowing who the person is who teaches their child. 

· Be confident. This is your classroom. Share your management style and techniques. Parents want to know that their child is in a safe learning environment. Mention Baldrige and how students develop class rules and procedures as a group. Remind them of the sign-off for the discipline policy. Share your expectations for homework in light of the MCPS grading and reporting policy. 

· Be informative. Provide a clear, simple and concise outline of what your students will be learning this year. 
After the presentation: 

· End on time. Thank the parents for coming. Let them know who excited (and lucky) you are to be their child’s teacher. 

· Provide your email, phone number, or a way for parents to communicate with you if questions arise. 

· If you are repeating your presentation a second time (for parents with siblings), let parents know that. Walk towards the door to welcome the new arrivals, at the same time tactfully ushering parents out. 

· At all costs, avoid being drawn into discussions about individual student concerns. Even if you are not making another presentation, tactfully tell the parent: “I hear your concern and would like to give this matter my full attention. When could you come in for a conference? May I call you in a day or so to set up a conference time?” 
The next day:

· Let students know how excited you were to meet their parents. Reassure students whose families did not come that there will be other opportunities to meet them.
· Have those whose parents attended read and respond to their notes. 

· Capitalize on the fact that you know their parents, and you will be working together with them to ensure that every child meets the classroom expectations. 
