Grid to analyse notes and meeting minutes resulting from contacts between the class tutor and parents

Form:             Class:
	
	General meetings
	Face-to-face meetings
	Decisions taken

	
	Topic discussed

Signal with an X
	How often?

Signal with an X
	

	
	
	
	

	
	1
	2
	3
	4
	5
	6
	Rarely
	Often
	Very often
	

	General topics

	Holidays, school pauses
	
	
	
	
	
	
	
	
	
	

	Timetable and contact possibilities
	
	
	
	
	
	
	
	
	
	

	Projects, curricular complementary activities…
	
	
	
	
	
	
	
	
	
	

	School Educational and School Curricular Plans - Analysis 
	
	
	
	
	
	
	
	
	
	

	Internal Regulations Document - Analysis
	
	
	
	
	
	
	
	
	
	

	Legislation about education
	
	
	
	
	
	
	
	
	
	

	Teaching and Learning

	Class Curricular Plan - Discussion 
	
	
	
	
	
	
	
	
	
	

	Teaching practices - Discussion
	
	
	
	
	
	
	
	
	
	

	Homework
	
	
	
	
	
	
	
	
	
	

	Remedial work or other measures to improve learning
	
	
	
	
	
	
	
	
	
	

	Students’ results analysis 
	
	
	
	
	
	
	
	
	
	

	Evaluation Criteria - Discussion
	
	
	
	
	
	
	
	
	
	

	Specific classifications / specific school subjects - Discussion
	
	
	
	
	
	
	
	
	
	

	Assiduity, punctuality and discipline

	Students’ absenteeism 
	
	
	
	
	
	
	
	
	
	

	Teachers’ absenteeism
	
	
	
	
	
	
	
	
	
	

	Students’ recurrent lack of punctuality
	
	
	
	
	
	
	
	
	
	

	Teachers’ recurrent lack of puctuality
	
	
	
	
	
	
	
	
	
	

	Indiscipline or violent behaviour
	
	
	
	
	
	
	
	
	
	

	Students/students relationship
	
	
	
	
	
	
	
	
	
	

	Teachers/students relationship
	
	
	
	
	
	
	
	
	
	

	Relationship students/other members of the school community
	
	
	
	
	
	
	
	
	
	

	Students’ personal problems

	Family issues
	
	
	
	
	
	
	
	
	
	

	Health problems
	
	
	
	
	
	
	
	
	
	

	Emotional problems
	
	
	
	
	
	
	
	
	
	

	Freetime and extra-school activities
	
	
	
	
	
	
	
	
	
	

	Others

	
	
	
	
	
	
	
	
	
	
	


Note: The figures refer to the general meetings the class tutor has with parents throughout the year ( 1 to 6). 
