
Summary Report from Parental Guidance 

Conference 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Summary Report of the Parental Guidance Conference 

Introduction 

This report summarizes the discussions and outcomes of the parental guidance conference held 

on [Insert Date]. 

Attendees 

• [Parent/Guardian Name] 

• [Teacher/Staff Name] 

• [Other Attendee Names] 

Key Discussion Points 

1. Academic Progress: [Summary of discussion] 

2. Behavioral Concerns: [Summary of discussion] 

3. Support Resources: [Summary of discussion] 

Action Items 

• [Action Item 1: Description and Responsible Person] 

• [Action Item 2: Description and Responsible Person] 

• [Action Item 3: Description and Responsible Person] 

Conclusion 

Thank you for your participation and support. We look forward to working together to support 

[Student's Name]'s success. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


