
Action Plan 

Date: [Insert Date] 

To: [Parent's Name] 

From: [Teacher's Name] 

Subject: Action Plan Following Teacher-Parent Conference 

Dear [Parent's Name], 

Thank you for attending the recent teacher-parent conference. It was great to discuss [Child's 

Name]'s progress and areas for improvement. Based on our conversation, I have outlined an 

action plan to help support [Child's Name] in achieving their academic and personal goals. 

Action Plan 

1. Goal 1: [Insert Goal Description] 

o Action Step: [Insert Action Step] 

o Responsible Party: [Parent/Teacher/Child] 

o Due Date: [Insert Due Date] 

2. Goal 2: [Insert Goal Description] 

o Action Step: [Insert Action Step] 

o Responsible Party: [Parent/Teacher/Child] 

o Due Date: [Insert Due Date] 

I believe that with collaboration, we can ensure [Child's Name] reaches their full potential. 

Please feel free to reach out if you have any questions or additional input. 

Thank you for your support! 

Sincerely, 

[Teacher's Name] 

[Teacher's Contact Information] 


