Planning Checklist for 
Family Fridays
Week(s) Before Event:

· Plan and schedule facilities (auditorium/room, etc.) and equipment 

overhead, screen, speakers, etc.) needed

· Publish event in monthly newsletter/calendar

· Notify front office staff about the event. Provide specific details so they can answer questions

· Gather/order/purchase materials needed; supplies, raffle prizes, refreshments 

· Send out FUN flyers advertising event

· Create and display posters/signage to publicize event

· Recruit volunteers as needed

· Ask principal to attend the event and welcome the participants (this lends your event positional power) 

· Ask principal if he or she has invited any community partners so you can plan 

· Notify teachers and other school staff details of the event via note or announcement at staff meeting. 

· Prepare a draft agenda, estimating times needed for each part

· Develop and begin duplicating participant materials

· Create a one-pager with details of other upcoming parent events to be distributed during Family Fridays, so parents have written summaries of events so they can remember them.  Other staff members can submit information to you to include on the one pager—so parents do not have to pick up 6 different flyers.  

1 Week Before Event:
· Visit classrooms to let students know about the event—especially important for classes who have had very low or NO turnout.  

· Let principal know which classrooms have had no attendance at all. 

· Send out reminders

· Confirm volunteers the day before.  Make sure your usual allies are on site (not off at a meeting or jury duty or somewhere else) If a volunteer or key staff member is missing make plans for the work to get done some other way. 

· Confirm (DOUBLE CHECK) with custodian equipment and facilities setup

· DOUBLE CHECK THE refreshments 

· Update front office staff and each administrator and double check with each one to see if they have any questions about the event or something else they would like added to your one pager of school events.    

· Finalize the agenda/one pager

· Advertise event on school marquee

Day Before Event:

· Remind volunteers of their responsibilities, time to report

· Confirm custodial setup of equipment and facilities-Make sure equipment is working.  

· Make sure custodian knows how many chairs to set up.  

· Gather materials (don’t forget agendas, raffle tickets, raffle ticket container, sign in sheets and raffle prizes, table cloth, pens)

· Make sure a camera is ready to go to take photos of parents and students.

· Organize your cart of materials so you have everything you need.  

· Set up welcoming directional signs to help participants find the location. 
Early Morning on the Day of Event:

· Organize your volunteers to greet parents as they a walk in and sign in. Place reading strategy bookmark and raffle ticket on each chair.

· Make sure there are no bottlenecks in the traffic pattern—parents should be able to get in easily, sign in quickly, and get coffee with a long line.  

· Set up materials, facilities and equipment needed—2 coffee pots and two refreshment stations.  Multiple sign-in sheets.  

· TRIPLE Check the equipment to make sure it is working (microphone/TV VCR/video projector/etc. 

· You can have music playing as people walk in and turn it off as a cue to let them know you are ready to begin.    

· Ask volunteer or staff member to take photos of the event in the auditorium and in the classrooms—these can be turned into bulletin boards and PowerPoint’s with music playing to show next time as people enter the auditorium—they will see themselves and students reading or playing other learning games together—very motivating. 

During the Event

· Greet the parents as much as possible before the event starts—walk around and mingle and introduce yourself—you should be set up enough in advance so you can do this.  This builds relationships and trust.  

· Learn people’s names and use them. 
· Have a way of getting people’s attention that is fun—a noisemaker or other signal.

· You could use a train whistle, a bell, raise your hand and ask them to do so also, but you need to get people’s attention without sounding like you are scolding them.  

· Ask:

· How many of you are new to Family Friday?—congratulate them for coming.  Discuss the rationale of Family Fridays.

“We are so happy you are here to learn more ways of supporting your child as a more powerful reader!”  You are the most important people in your child’s life and what you do absolutely matters.  If you come to school to participate in events like this one, your children see you and understand that education is important to you.  If you read with your children at home, they understand that reading is not only important, but it is FUN and worthy of family time.”

Before we begin our mini-lesson let’s find out who else is in the room.  

Parents of 1st graders, raise your hands. Thank you for coming.  Parents of 2nd graders. . . and so on.  Look at all the men in this room!  Please stand up Dads!  Let’s give our family men a round of applause.  Do you know how important fathers are in the lives of our children?  When fathers or other family men attend just 3 school events a year, their children do better in school, get more A’s and get in trouble less. WOW! We want our schools to be family friendly and that includes father friendly!  Your presence at schools sends a powerful message to our young people that education has masculine value because, as you may have noticed, women still predominantly staff most schools. WE care so much for our students here and we know you do too.  So let’s work together to guarantee their success in school and in life. Today we will be discussing a reading strategy that will help your child to understand more and recall information better.  This is called comprehension.  The more our children practice reading the better they get.  Just like with any other skill. Today’s strategy is. . .  

· After the strategy has been demonstrated, ask parents if they have any questions or comments.

· Dismiss them to the classrooms and ask them to help by throwing their coffee cups and trash away!  

After Event:

· Cleanup the facilities used (if not done properly after event).  Pick up trash and throw it away. Collect left over materials.  Ask volunteers to help you. 

· Send out “Thank you's” to all volunteers and custodian and anyone who donates materials or refreshments or prizes

· Debrief with all who planned the event 

· Take notes on what you want to do better next time!  
· Reflect and evaluate event (good and bad) Write down reminders! 

· Solicit input from all other staff who attended/participated in the event

As soon as possible After the Event

· Report on successes to all involved—include teachers –include the numbers of total attendees, amount for each grade level, topic/ strategy covered 

· Post photos of event/publish photos of event in school newsletter with a     short blurb about the event—advertise the numbers of participants here as well

· Report the results to the principal and/or SSC/Governance/PTO/ELAC as appropriate

· Begin planning for next one!
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