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T he purpose of most meetings is to share and exchange information. Some of the most 
important elements of ANY successful meeting are listed below. Also included are com-

ments directly related to the Ways Busy Parents Can Help Children Succeed on Standardized 
Tests presentations.

1.	 	Determine	a	clear	focus	for	your	meeting. Don’t discuss things at the meeting that can 
be  handled by a letter sent home to parents, a notice in your monthly newsletter or  
information included on your school website.

   Remember that the focus of this parent meeting is Ways busy parents can help 
children succeed on standardized tests. Don’t use valuable time discussing next 
month’s fund-raiser. School staff are busy and so are parents. Everyone will appreciate  
a focused agenda.

2.	 	Announce	the	date,	time	and	location of the meeting well in advance. Use a variety of 
ways to inform everyone of your upcoming event.

   Try to reach as many parents as possible—this affects all of them. Reproducible invita-
tions to send home to parents and a sample press release to inform the community are 
included in your kit in Section 7. Use them as is or as idea starters to help your staff get 
the word out about the upcoming meeting.

3.	 	Prepare	the	meeting	agenda	and	objectives	in	advance.	Have a written agenda available 
for presenters. In some cases you may want to provide a printed agenda for the meeting 
participants, as well.

   It helps to have a clear understanding of what the meeting agenda includes. For example: 

4.	 	Start	promptly	and	stay	within	the	specified	time	frame.	Remember Parkinson’s Law: 
“Work expands to fill the time available.” 

   You are busy. Parents are busy. Hosting a meeting that sticks to the schedule will ensure 
good parent attendance at future meetings.

5.	 	Designate	someone	to	take	careful	notes	during	the	meeting, especially regarding 
follow-up actions to be taken, time lines and people to be involved. Distribute copies  
to your meeting committee as soon after the meeting as possible.

   Consider asking a staff member to take notes during the meeting discussion period. 
Then provide copies to participants following the meeting.

17 secrets to planning a successful parent meeting
Succeed on Tests

•  Refreshments
•  Welcome 
•  Introductions
•  Presentation

•   Distribution of 
handouts

•  Discussion
•  Evaluation
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[3] Tests have always been part of going to school 
and these days, students get tested a lot. There are 
[+] school readiness tests ... [+] placement tests ... 
[+] standardized tests ... and [+] regular classroom 
tests. 

Slide 3

[4] So, why are students tested so much? Because 
tests tell educators:
 [+] How much students are learning, and 
 [+] How schools are performing.

Slide 4

[1] (Opening slide—no narration.)

Slide 1

[2] Thank you for being here today! I’m __________, 
[+] and we’re going to talk about 12 Things 
Parents Can Do to Help Children Succeed on 
Standardized Tests.

Slide 2
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Here is the suggested agenda:

30- to 45-Minute Meeting Agenda
Study�Habits�for�Test�Success

Minutes Activity

3 Welcome; introduction.

6 View the presentation.

3 Distribute meeting handouts (found at end of this Leader’s Guide).

8 to 10

Open Discussion Topic #1. Participants select their top priority idea to discuss from 
the handout summarizing the main points from the opening presentation.

“Looking�at�the�summary�handout�of�main�ideas�from�today’s�presentation,�
which�single�suggestion�do�you�feel�would�most�help�you�improve�your�child’s�
study�habits?”

 Invite parents to think for a moment, looking at the handout summarizing 
the key points of the presentation, and then share the suggestion they selected. 
Take about one (1) minute to reach agreement on the top idea. Try to include 
every parent in the discussion. Then talk about why the suggestion is so impor-
tant and how parents can carry it out at home.

The objective is to get parents to discuss what they can do to carry out the idea.

8 to 10

Discuss Topic #2 (a guided open discussion). Meeting leader selects discussion 
questions for an idea discussed in the presentation that has not already been discussed 
in topic #1. 

 See “Suggested Discussion Questions” for each of the main ideas presented 
in the presentation (following this agenda).

 Ask a question—or questions—to start the discussion about the idea you 
have selected from the presentation and try to get as many parents as possible 
to participate in the discussion.

(Optional for 
45-min. mtg. 

only)
8 to 10

Optional additional Open Discussion Topic #3. As in Open Discussion Topic #2 
above, meeting leader selects questions to discuss about another priority suggestion in 
the presentation.

2 Closing comments, evaluation & adjourn.

30 to 45 
min.

Total time
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Research shows that parent involvement is a key factor in a student’s success in school. 
But how do you get busy parents to attend?

1. Get the word out!
Include specific information about your meeting, the time, the date and the location. Try  
putting the message: 

• In articles in your school newsletter. 

• On your website. 

• In emails to parents. 

• In notes sent home in weekly folders.

• On your school’s outdoor sign. 

• In your local newspaper. 

• On your local radio station. 

• On flyers posted and distributed at your public library.

2. Involve parents in the planning
Who are the experts on getting parents to attend meetings at your school? Other parents! 
Invite them to be on the planning committee for your meeting. They can take charge of the 
following tasks:

• Publicity. Ask one parent to head up a group to get the word out. Provide technical 
support for using the internet and developing creative graphics. Provide a list of con-
tacts at your local newspaper, the radio station, the library, etc. 

• Food. Ask one parent to head up a committee to prepare and provide food. Make sure 
they know about how many people to expect and what support your school kitchen 
staff can provide.

• Set up and take down. Get a group of parents to help set up and take down the meeting 
area so you’ll be ready for regular school activities the next day.

• Parking. Ask parents to help monitor parking. Make sure you have adequate outside 
lighting for an evening meeting.

• Support. Ask parents to help with copying and distributing handouts, setting up and 
running media presentations, and distributing and collecting evaluations.

• Greeting. Post parents at each entrance to welcome new parents as they enter the 
building. Have enough at each entrance that one could actually walk a new family into 
the meeting and make some introductions.

Seven tips for getting parents to attend
Succeed on Tests

SCHOOL NEWS
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Parent Page

If a student can’t read well, he won’t learn much in class, he’ll struggle with homework, and 
he’ll do poorly on tests, since tests are designed to measure what students learned in class 

and on assignments. Students who do well in school also do well on tests—it’s just that sim-
ple. And research shows that when parents get involved and work as a team with the school, 
kids do better in school—and on tests.

Reading skills for test success

 Here are five ways you can build your 
child’s all-important reading skills at home:

1. Control the TV set. Don’t put a TV in your 
child’s room. It will rob your child of time 
he could spend reading. Make a weekly 
TV viewing plan as a family. Decide in 
advance what your child will watch and 
mark it on a calendar.

2. Make sure your child sees you 
reading. If she sees you read-
ing, she knows you think it’s 
important—and she’ll be 
more interested in reading, 
too.

3. Make sure your child 
finds interesting things 
he really wants to read. 
What does he love to do? 
Does he like animals? Does 
he have a favorite movie star 
or recording artist? No matter what 
his interests are, there’s sure to be a lot to 
read on the subject in magazines, books, 
newspapers or even catalogs and adver-
tising fliers. The librarian at your local 
library can help you find good materials.

4. Help your child read for meaning. Here’s 
how:

  • �Read�something�interesting�together.
Then ask each other questions 
such as: What is the main point 
of the article? What did you learn 
from it? What surprised you?

  •  Encourage�your�child�to�look for 
the “Big Idea” as she reads. Have 
her ask herself: What is the main 
idea of the paragraph? What is this 
page about? What is the point of 
this chapter?

  •  Discuss�ways�she�can�spot the 
important points in what she is 
reading. Have her look for head-

lines or words in bold type, 
pictures and charts, informa-

tion presented in special 
boxes or a summary at 
the end of a chapter.

5. Point out how impor-
tant reading is in everyday 

life. Read the newspaper 
together. Have your child help 

you when you use the phone 
book. Have him read food labels 

with you.

It’s been proven again and again that chil-
dren who can read well—and understand 
the meaning of what they read—will learn 
more in school. And that school success 
becomes test success as well. 

 One of the greatest gifts you can give 
your child is the love of reading—and the 
ability to find meaning in what she reads. 
And it’s one of the few things you can give 
your child that will help her succeed in 
school, on tests—and in life. 

Succeed on Tests
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Parent Page

Did you know that one of the biggest reasons many children do poorly on tests is that they 
fail to carefully read, or listen to, the test directions—and then follow them exactly? Like 

any other skill, students can become better at listening and following directions with practice. 
Here’s how to help at home:

Listening and following directions for test success

1.  Be a good listening model for your child. 
If children are listened to, they learn how 
to listen. Show respect when your child 
is speaking. Give her your full attention. 
Encourage her as she is talking by nod-
ding or saying things like “I see.” Tell  
her if you don’t understand what she is 
saying.

2.  Practice “active listening” together. It’s a 
fun, yet powerful, listening tech-
nique. Here’s how it works:

 •   Speaker #1 talks about 
something. 

 •   Speaker #2 listens and 
concentrates on what 
the first speaker says, 
then summarizes what 
was said.

 •   Speaker #1 approves 
the second person’s 
summary.

 •   Speaker #2 can now express his 
opinion.

3. Play the “10 Questions” TV game. 
Choose a television program to watch 
together. As you watch, think of ques-
tions about the program that you can ask 
your child. (That requires careful listen-
ing!) Have your child make a list of ques-
tions for you at the same time. After the 
program, each person can ask the other 
10 questions about the show: “Why did 
Sarah say she wanted to go to the party?” 
“Who first mentioned the letter?” See 
who can get the most questions right. 

4. Use the magic of “car time.” Try bring-
ing up something you want to talk about 
with your child while just the two of you 
are riding in the car. Turn off the radio. 
Then bring up the subject. Or ask your 
child if there’s anything he wants to talk 
about. There is something about car time 
that makes it easier to listen and really 
hear what the other person is saying. 

5. Give more complicated directions than 
your child is used to. If a one-step 

direction, such as “Take off 
your coat,” is easy for her, 
add another step, such as 
“Take off your coat and 
put it in the closet.” When 

she’s ready, add a third 
step like, “... then come 
back to me.”

6.   Play “Simon Says.” It’s 
an old game, but it’s fun and effective 
at teaching careful listening. Your child 
should follow the directions only if the 
words “Simon Says” come first. If he 
doesn’t hear those words, he should keep 
still. He’ll have to listen carefully.

7. Use hobbies to practice following 
directions. Find an inexpensive model 
airplane at a toy store. Have your child 
read and carefully follow the directions 
provided. Or try cooking together with 
your child following the step-by-step 
directions to make cookies or something 
else good to eat. (Be sure to supervise 
your child carefully.)

Succeed on Tests
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Parent Page

Standardized tests are an essential part of education today. To find out what this means, 
how it affects your child—and how you can help, it’s important for you to do your home-

work. Here are some questions to ask your child’s teacher: 

Questions parents should ask about standardized tests

Before the test
•  When will the test be given? 

 -  Date? Time? First thing in the morn-
ing? After lunch?

 -  How long will the test last?

 -  Will everyone in my child’s grade be 
taking the same test at the same time?

•  What will the test cover? 

 -  What can you tell me about the 
content of the test?

 -  What is the class 
learning to prepare 
for the test? 

 -  How much class 
time is devoted to 
preparing for the 
test?

•  What is the format?

 -  Will the test be  
multiple choice? 
Essay? True or false?

 - Are students familiar with the format?

 -  Do students use practice tests in class?

During preparation
•  What can I do at home?

 -  What can I do to help my child prepare?

 -  Are there activities we can do at 
home? Extra reading?

 -  Are practice tests available to use at 
home?

•  What if ... 

 -  My child is feeling anxious about the 
test?

 -  My child gets sick the day of the test 
and needs to stay home? 

 -  My child needs special accommoda-
tions?

After the test
•   What about the 

results?

-  When will the 
results become 
available?

-  Will someone help 
interpret the scores?

-  What are the consequences 
for my child?

 -  What if there is a major difference 
between my child’s standardized test 
scores and school grades?

 -  Will my child be held back if the 
scores are low? 

 -  Could my child be eligible for a gifted 
program if the scores are high?

 -  What if my child fails the test?

 -  How do my child’s scores stack up? 

 -  What changes can I expect based on 
the test results? For the school? For 
my child?

Succeed on Tests
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