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How to use this guide

Talking with families is one of the best parts of this job — and one of the most draining, if

you're improvising it fresh every single time. This guide covers what to actually say,
when to say it, and which tool to say it through.

A few ways to use it:
e Skim it once before you're regularly handling parent communication solo.

e Keep the script tables handy, they're built to be reused.

e Revisit the boundaries section whenever you notice yourself replying to messages
later and later in the evening.

A NOTE ON THE CALLOUT BOXES

Throughout this guide you’ll spot boxes like this one. They flag places where Playground already does

part of the work for you (if your center uses it). Skip them if they don’t apply — the advice around them
still stands on its own!
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What's Inside

. Building daily update habits

. Stop repeating yourself, yourself, yourself
. Choosing the right channel

. Handling hard conversations

. Setting boundaries
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Building daily update habits

It’s easy to treat "update the parents" as one big task to squeeze in before pickup, but
most teachers see updates work far better as a series of smaller entries spread across
the day. If you wait until 3pm to record one long recap, you’ll find that when you get
round to writing it your memory of the morning is often a little fuzzy!

Three habits worth sticking to:

e Post at natural pause points — after breakfast, after outdoor play, during nap time -
rather than saving it all up for one sitting.

e Keep entries short. You're leaving a trail through the day, not writing a summary of it.

e Build 2—-3 go-to phrasings for your most common updates (nap, meals, a general
highlight), so you're not starting from a blank box every time.

When What to log Why you’re logging it

A quick note if anything’s

First thi . t text for th h t t- ff
irst thing N Sets context for the day ahead and reassures parents post-drop o
) ) One observation or highlight Updating families on learning outcomes, milestones or social interactions
Mid-morning . . e . .
from morning activities (this could even just be a photo!)
After lunch/nap Meal and nap basics Alerting parents to nap timings and positions, or food and fluids consumed
] One observation or highlight Best documentation window for the key milestone or development
Mid-afternoon e . . . ] .
from afternoon activities of the day, if covered earlier upload just one quick picture

Aim for freedom here - you’ve already covered everything and now
Before pickup Essential notes/updates only you’re able to greet parents in person and make the most of those
valuable face-to-face interactions

~
HOW PLAYGROUND HELPS
Feed posts go out in real time by default, so quick entries made throughout the day reach families as
you make them. We have pre-set Post Types like Napping with easy-fill fields to save you time, and
your center can create other custom Post Types too. Alternatively, save a few go-to phrasings as
Templates (Feed tab — Templates) so that an observation is one tap away every time.
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Stop repeating yourself, yourself, yourself

“How have they been?” doesn’t just get asked at pickup. It comes from a rushed split
parent at drop-off, a grandparent picking up early, and then again on a 4pm call from
someone who wasn’t there for either. The fix isn’t a better answer, or asking families to
communicate between themselves — it’s to prevent the question in the first place.
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The number one way to do this is to follow daily update habits religiously, and ensure
they’re reaching all eligible listed guardians. If everyone in the family has been sent the
information already, they’re far less likely to ask for it when they come to your door.

If the question comes up anyway:

e Now this is when you need a better answer. If they’re asking, it’s safe to assume they
missed your series of updates, so you need something more substantial to tell them
than “Yeah, it was a good day’.

e However, there is no need to reconstruct the child’s whole day from memory.
Choose a brief headline for them and stick with it.

e Use the sandwich formula: one highlight + one note + another highlight.
“IName] had a great day, she led circle time this morning! She did struggle to settle at
nap time, but nailed her new shoe-tying trick just now.”

e Following up with another highlight helps bring a clear end to the conversation,
freeing your time for more important ones.

HOW PLAYGROUND HELPS

On Playground, posts in the Feed go to every guardian with an eligible permission level tied to that
child — not just whichever parent you happened to speak with at drop-off. So if a grandparent with
guardian access does pickup instead of a parent, they can see the exact same updates you already
posted without you having to repeat them in person.
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Choosing the right channel

Not every message needs the same tool. The wrong channel either buries a message (a
whole-class reminder snuck into a family chat) or over-delivers one (a quick question
about Ryan’s missing shoes announced on everyone’s feed). In the modern day,
selecting the right channel for your communication is essential to ensure accessibility.

r

Example channels and use-cases:

Depending on your center’s communication tools you may be able to combine some

channels so that families receive information in one place, for example Announcements
could also be made on a Feed and be made visible to all families.

HOW PLAYGROUND HELPS

All four of these channels live inside Playground rather than four separate apps, making it easy for you
to switch between them as needed. Announcements and Observation posts all show up in the same
place for a parent on their feed, where they can filter for post-type to search for specific information
and you can pin important posts (e.g. an Announcement about Monday off next week). Chats can be
restricted to selected guardians and Newsletters can be composed in Feed and sent via email.

If the writing itself is the slow part, see if your center uses Camber (the built-in Al assistant). It can fix
grammar, adjust tone or draft a first pass from a rough prompt.
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Handling hard conversations

A frustrated parent is very rarely angry at you personally, they're just worried about their
child. Responding to that root worry — rather than the words used — is what cools a
conversation. It also enables you to resolve the issue efficiently.

De-escalation strategies to stand by:
1. Let them finish, fully. Even ten uninterrupted seconds before responding can change
the tone of what follows.

2. Reflect back what you heard, before explaining or defending. "It sounds like you're
worried that..." shows that you understood. Plus, if you get it wrong they can correct
you and then you’re all on the same page. This move alone defuses a lot of tension.

3. Separate feeling from request. You can validate their frustration, but remember to

———————

address the actual need/ask. If you soothe a parent but leave the conversation
without an outcome or resolution, the issue is likely to resurface.

4. Know your exit line for when a conversation needs someone else: "l want to make
sure we get this right — let me loop in [director] so we can find the best solution.”

Instead of... Try this
e (R R e "Here's what | observed — Ie;:pfli;gec,l:: ;:Jt together what might have
“You need to calm down.” “I can see this really matters to you. Let's talk it through.”
“l don’t know, I’ll ask someone.” "Let me check on that and get back to you by [specific time]."

Remember: Always make a note of tricky conversations immediately after they happen.
Keep it factual and pass it on to the relevant person, or file it as appropriate.

HOW PLAYGROUND HELPS

A guardian's profile has a Post a Note option that's always staff-view-only — perfect for logging a difficult
conversation in full. Student profiles have the same option, but notes are visible to guardians by default
(you can toggle 'hide from guardians, but it's easy to forget). Better to use that visibility on purpose: log
the agreed outcome there, so both you and the family have it in writing.
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Setting boundaries

Being reachable and being available around the clock are not the same thing. The

—er

teachers who last set this boundary and stick to it, rather than allowing ‘one offs..

A few things to remind yourself of:

e You are not required to answer messages outside your center's set hours. A next-
morning reply is normal and professional.

e |f something feels urgent enough to need an after-hours reply, it likely needs a phone
call to your director — not a personal text back from you.

e A boundary you state once, calmly, is more effective than one you don’t voice, don’t
act on and eventually snap about.

\
HOW PLAYGROUND HELPS
If your center sets Active Hours for staff (Settings — Communication), a family who messages outside
those hours sees a banner letting them know replies may take longer. This sets the expectation on their
end automatically, before they're left wondering why you haven't answered.
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(| FOR DIRECTORS

Give this to every teacher on your team — unnecessary communication friction burns time and goodwill
that's easy to get back with the right systems in place.

Want a version customized with your center's own policies?

Book a demo at tryplayground.com/demo.
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https://www.tryplayground.com/demo?utm_source=guide&utm_medium=guide&utm_campaign=parentcomms&utm_content=parentcomms
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Ready to improve

your communications?

Over 5,000 other programs already have, with Playground.

Book a demo today --} ———

Students With 3+ Updates Today

38
65%
G

Classrooms Needing More Posts

3

41% View all >
G

Staff Posting Activity

w Charlotte Dewitt View all 8 posts >
@' Deborah Luca View all 4 posts >
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Announcement
" Posted by Jeff Golden - 9h ago

Pickup will be at 2:45 PM. We will keep you
informed if the bus is delayed.

Happy Hands Preschool
Text Message
Pickup will be at 2:45 PM. We

will keep you informed if the
bus is delayed.
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‘W Giraffes °

Pickup will be at 2:45 PM. We

will keep you informed if the bus
is delayed.

¢ Esta bien para mi hija traer

@ cacahuetes?

Yes, but they must be bagged and se... >

3 Translate > English

Espafiol
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