New Parent Liaison Cheek List

[] Survey your work space and consider:
s Does it have easy access for families
e Are your hours posted in clear view -
s Is it close to front office or other high activity area on campus
o Will space accommodate families to work on projects, attend classes, meet, etc.
o [s the area stocked with information, materials, and resources
s Does it have computers for family use
Jf the answer is no to any of the above. take note o discuss with principal or
designated supervisor to explore options or other accommodations

' 1 Acquaint yourself with front office personnel. Familiarize yourself with visitor
checl-in procedures for families. Which binder is used, badges, check-out, etc: -
Ask if there is anything in particular they would like to pass on to families;
whether it be preferences, forms or information to keep stocked in your
area. Establish good communication and a healthy relationship with all staff.

] Make an appointment as early as possible to meet with the principal or designated
supervisor to:
e Define your role, responsibilities, and priorities for your position.
s Develop a schedule for regular meetings to review projects, touch base, provide
updates, ask guestions, exchange ideas, when and how to update staff
e Become informed of school goals '
Link to learning and is there a contact resource person for guidance and to
share educational expertise
o Learn how you will be introduced to the staff and how your contributions will
be identified and connected to support learning at home
e Leadership’s vision of services, program implementation, connecting with the
community, family, staff collaboration etc.
e Will you be part of school improvement team/meetings, staff meetings, Title
meetings. How will you participate?
s Inquire if home visits will be done? Are there criteria, parameters or procedures
for home visits?

Inquire about funds available to fulfill services and programs. What procedures
do you follow for expenditures?

[ 1 ge visible. Plan to be in front of the school or place on campus to greet families
as they bring children to school. Introduce yourself and share information about
your services and upcoming events. Repeat this at the end of the school day.

[] With leadership approval or working with administrator, develop surveys 10:

s Identify skills and talents of family community to utilize for school and
educational enhancement and support '



