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Before the meeting
· Review the child’s file thoroughly (not just paperwork – think strengths, worries, and progress).
· Prepare clear, jargon-free explanations and any relevant evidence.
· Set a welcoming tone (warm greeting, offer tea/coffee – small kindnesses matter).
Opening the meeting
· Thank the parent(s) for coming and acknowledge their commitment.
· Explain the purpose of the meeting clearly and positively (e.g., 'We’re here to work together on how best to support [child’s name].')
· Share a positive observation or strength about the child first.
During the meeting
· Listen actively – let parents speak without interruption.
· Use 'I' statements ('I’ve noticed…', 'I’m concerned about…') rather than 'you' statements.
· Be honest but gentle about challenges, focusing on facts and impact, not blame.
· Share your ideas and invite theirs – aim for collaboration.
· Discuss next steps clearly, with timelines if possible.
· Check understanding regularly and invite questions.
Closing the meeting
· Summarise key points and agreed actions.
· Reassure parents of ongoing partnership ('We’ll keep in touch and adjust plans as needed.')
· Offer additional support contacts if relevant (SENDCo, family support, etc.).
· Thank them again for their time and involvement.
After the meeting
· Send a brief follow-up note/email summarising the discussion and next steps.
· Log the meeting notes confidentially.
· Share with relevant staff to ensure consistency.



Managing challenging conversations with parents
1. Prepare
· Know the child’s story inside out.
· Anticipate questions and concerns.
· Have clear objectives and next steps in mind.
2. Set the tone
· Be warm, open and respectful from the start.
· Use simple language; avoid jargon.
· Focus on partnership, not confrontation.
3. Listen actively
· Let parents express themselves fully.
· Show empathy – acknowledge their feelings.
· Avoid interrupting or defending immediately.
4. Stay focused on the child
· Talk about the child, not just paperwork or policies.
· Highlight strengths as well as areas for support.
5. Be honest but gentle
· Share concerns factually, without blame.
· Avoid absolutes ('always' or 'never').
· Offer solutions or next steps wherever possible.
6. Manage emotions
· Stay calm, even if parents get upset.
· Use pauses and breathing to keep centred.
· If needed, suggest a break or follow-up meeting.
7. Summarise and clarify
· Recap key points and agreed actions.
· Check parents understand and agree.
· Agree on how you will follow up.
8. Reflect afterwards
· Note down what worked and what could improve.
· Share feedback with your team if relevant.

[bookmark: _Hlk236217847][bookmark: _Hlk236217848][bookmark: _Hlk236217989][bookmark: _Hlk236217990][bookmark: _Hlk236217993][bookmark: _Hlk236217994][bookmark: _Hlk236217995][bookmark: _Hlk236217996][bookmark: _Hlk236218522][bookmark: _Hlk236218523][bookmark: _Hlk236217473][bookmark: _Hlk236217474][bookmark: _Hlk236217511][bookmark: _Hlk236217512]                                                                                                                                                                          © Bloomsbury Education 2026 

image1.png
THE
SCHOOL LEADERS.

GUIDETO SEND.





