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Guidelines to Conducting Activities

Event Name:_________________________
Strategy Area:________________
Date of Event:________________
	Before the activity is executed ask:

	Is staff aware of why this activity is being held?
	Yes □
	No □

	Has childcare been set up for the activity?
	Yes □
	No □

	Have you sent out invitations, posted flyers, advertised on your website, communicated face-to-face with people about the event?
	Yes □
	No □

	Have you actively recruited volunteer help from teachers, parents, administrators, etc. to assist in the planning of events?
	Yes □
	No □

	Have you secured food for the activity? 
	Yes □
	No □

	

	During the activity ask:

	Have you communicated to families how important their role is in improving their child’s academic performance?                                  
	Yes □
	No □

	*** Important Note:  Always be sure to share specific goals with your families.  If you are looking to increase your Math AIMS scores by 10%, share with families specific ways they can contribute.

	Are families aware of the school’s effort to improve achievement in reading, math, etc.?
	Yes □
	No □

	Are families aware of the school’s behavioral expectations and initiatives? 
	Yes □
	No □

	Will math/reading standards be addressed during the activity?
	Yes □
	No □

	***Important Note:  Make sure parents acquire a level of understanding about what their child is expected to know.

	Will parents leave the activity with skills/methods/materials to help the child learn at home?
	Yes □
	No □

	Will parents leave the activity with skills/methods/materials to reinforce positive behavior?  
	Yes □
	No □

	Will behavior standards be addressed during the activity?
	Yes □
	No □

	***Important Note:  Make sure parents acquire a level of understanding about how their child is expected to behave.

	Do parents understand the importance of parent involvement and how it relates to student achievement?
	Yes □
	No □

	

	After the activity ask:

	Is feedback and data regarding the activity collected from parents as a way of evaluating program effectiveness?
	Yes □
	No □
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