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STEP 1: Sign into your TSG account 

https://my.teachingstrategies.com/ 

 

 

STEP 2: Click on FAMILY on the top banner. 

STEP 3: Click FAMILY CONFERENCE FORM on the 

grey banner. 

STEP 4: Once you are in the FAMILY 

CONFERENCE FORM section, a list will be 

present including the CHILD (students in your 

class), the STATUS of their conference form, and 

ACTION you would like. The CURRENT VIEW (on 

the top) should say the checkpoint period you 

have currently finalized. In the ACTION section, 

click on CREATE; it will take you to the next 

screen. 

*1st PT Conference should say FALL with the current year* 

*2nd PT Conference should say WINTER with the current year* 
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STEP 5: First enter the DATE OF THE 

SCHEDULED CONFERENCE AND THE NAME OF 

THE FAMILY MEMBER ATTENDING THE 

MEETING. The child’s name and teacher’s 

names will already be prefilled. Click, 

“DESCRIBE THE STRENGTHS WITHIN THE AREAS 

OF DEVELOPMENT AND LEARNING” 

 

 

STEP 6: You will see a drop down of all      

the goals and objective. You will click on the 

left side, through each domain and choose 

the objectives that the child has shown 

most improvement in by clicking the little 

square boxes (about 4 to 6).  

 

STEP 7: Next CHOOSE THE LANGUAGE                 

you would like to create the conference forms in, 

and then click SAVE AND CONTINUE. I suggest 

choosing English, which will be your copy to put 

into the child’s blue Ed. file. Once the form is 

completely created, you can go back and choose 

Spanish for those families who need their copy in 

Spanish. (This will be explained at the end) 

 

STEP 8: The next screen is where you                    
will see the level the child is at for that specific 

objective based on their recent checkpoint. You 
will also see each of the objectives written out in a 
text box and dates to the right of that. Those dates 

are the anecdotes that were written for that 
objective. You have the option to type in anything 
you may want to add in the text box or you may 

leave as is.  
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STEP 9:  As mentioned in the previous step, the dates 

on the right hand side are the anecdotes that were 
written for that specific objective. If you click on the 

LITTLE SQUARE BOXES, the anecdote will appear below 
the objective (where the gray box is shown). It is 

suggested to choose at least (2) anecdotes to share 
with the families that help show their progress in that 
domain; try to choose anecdotes in different domains, 
rather than all in the same. Click, SAVE & CONTINUE. 

**Anecdotes chosen should be solely about the child being                         

discussed, do not use group anecdotes.** 

 

STEP 10: This next screen is where you will 

choose the GOALS you plan to work on with the 
child throughout the next checkpoint period. 
Once you click the little square to choose the 
goal objective, a text box will appear. This gives 
you the option to type in anything specific you 
may want to add, but it is not required. You 
should only choose 3 to 4 goals and they should 
match your goal sheet/goals in child’s blue Ed. 
file. Click SAVE & CONTINUE.  

 

STEP 11: This is what the final product should 
look like. It will be filled in with all the 

information you chose in each step above; now 
it is time to print. Click PRINT on the left hand 

side. 
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STEP 12: Choose which option                   
you prefer and continue the                 
printing process. You normally would     
print 2 copies; 1 for you and 1 for the 
parent, but because conferences are being 
done virtually, you can print 1 copy for you 
and change the language if needed, and 
share the parent copy through the Family 
Portal or download to your computer and 
send through email. 

Remember to have the parent copy in the 
parents’ home language; English or 
Spanish. As recommended, the teacher 
copy should always be printed in English, 
but to get the form to Spanish, you will go 
to STEP 11, and on the left hand side you 
will click EDIT, then LANGUAGE, choose 
SPANISH, SAVE AND CONTINUE. Now the 
conference form will automatically 
translate to Spanish.  

** PDF seems to print                        
better** 

This is not an actual step, but more a       
side note. If you need to re-access any of 
the conference forms once you’ve created 
them, you would SIGN IN, click FAMILY, 
click FAMILY CONFERENCE FORM, and the 
list will appear and as you can see, and the 
name of the child status and action are 
present. You can click view if you need to 
view it or re-print it, or edit if you need to 
go back in to change anything, or edit the 
language as discussed in STEP 12.                          

As you are conducting the Parent Teacher Conference, make sure to write down any observations, concerns, 

questions, or other information shared by the parent. Once you’ve completed the conference, make sure you sign 

on the line where it says “Teacher(s) Signature(s)” and have the parent/family member sign where is says “Family 

Member(s) Signature(s)”.  Because this year these are being done virtually, you will sign your name and then write 

virtual on the line where the family member is supposed to sign. Remember to share a copy of the conference 

with the family through the Family Portal. When this has all been completed, put in your Ed. Specialist’s mailbox 

and they will enter into ChildPlus. Following, you will file in each child’s blue Education file and record the date of 

the conference on the inside cover sheet. 


