
ANNEXURE: PARENT-TEACHER MEETING 
(FINAL PTM & RESULT DECLARATION) 

1. General Information 

Field Details 
Academic Session  
Classes Covered  
PTM Date(s)  
Mode ☐ Offline ☐ Online ☐ Hybrid 
Prepared By  
Approved By (Principal)  

2. PTM Schedule Planning 

Class Section Time Slot Class Teacher Venue/Link 
     
     
     
     
     
     
     
     

3. Teacher Allocation 

S. No. Teacher Name Subject Class/Section Assigned Slot Signature 
      
      
      
      
      
      
      
      
      
      

4. Parent Attendance Record 

S. No. Student Name Class Parent Name Attended (Y/N) Signature 
    ☐ Yes ☐ No  
    ☐ Yes ☐ No  
    ☐ Yes ☐ No  
    ☐ Yes ☐ No  
    ☐ Yes ☐ No  
    ☐ Yes ☐ No  



 

5. Result Declaration Record 

Student Name Class Overall Result Grade/Percentage 
    
    
    
    
    
    
    

6. Personalized Feedback (Per Student) 

Parameter Remarks 
Academic Performance  
Strengths  
Areas of Improvement  
Behavior & Discipline  
Participation in Activities  

7. Year-Round Growth Highlights 

Student Name Key Achievements Skills Developed 
   
   
   
   
   
   
   
   
   
   
   
   

8. Parent Feedback / Concerns 

Parent Name Concern/Feedback Action Taken Responsible Person 
    
    
    
    
    
    
    
    
    
    



    

9. Follow-Up Action Plan 

Student Name Issue Identified Action Plan Responsible Teacher Timeline 
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

10. Communication & Documentation 

Parameter Status 
Result Shared with Parents ☐ Yes ☐ No 
Feedback Recorded ☐ Yes ☐ No 
Report Cards Distributed ☐ Yes ☐ No 
Records Maintained ☐ Yes ☐ No 

11. Compliance Checklist 

Parameter Status 
PTM Conducted ☐ Yes ☐ No 
Results Declared ☐ Yes ☐ No 
Feedback Given ☐ Yes ☐ No 
Parent Interaction Recorded ☐ Yes ☐ No 

12. Challenges Faced 

1.​  
2.​  

13. Suggestions / Improvements 

1.​  
2.​  



14. Final Remarks 

 
 

15. Signatures 

Role Name & Signature Date 
Class Teacher   
Parent   
Academic Coordinator   
Principal   
 


