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Welcome Letter from the United States Department of Education

Thank you in advance for all of the hard work that you will put into organizing a Parent Forum in your city. 
The U. S. Department of Education’s mission is to assist states in having effective family engagement policies and programs with welcoming atmospheres in schools, training and information sharing with parents, through training of educators and opening lines of communication with parents and educators, including parents in the decision-making process.  

The United States Department of Education (the Department) is striving to improve student achievement by encouraging states and local school jurisdictions to partner with families to meet the needs of students who are performing below grade level. 
It is our goal to reach a capacity of more than 2,000 parents by December 2011 across the country. Our greatest ambition is to empower parents to become partners in learning, advisors and advocates, and decision makers for their children, so they can be actively engaged in the educational process. Therefore, we are more than grateful to your organization for hosting a parent forum in your city in an effort to close the achievement gap. 
We have set forth a strategic and simple plan to organizing a Parent Forum. This step-by-step guide illustrates the process of planning a Parent Forum from start to finish with supplemental samples and checklists.  

It is our hope that you will equip parents with the skills and tools they need so they can be thoroughly engaged in the education of their children at home, school, and community. With your help, parent involvement will increase and support for family engagement will improve.

With Warmest Regards, 

Carrie Jasper

Director, Outreach to Parents and Families

Office of Communications and Outreach

United States Department of Education

General Procedures and Overview of Parent Forums
PURPOSE
The purpose of a Parent Forum is to inform, educate, and train parents to become partners in learning, advisors and advocates, and decision-makers.  The forum is comprised of a general session, four morning sessions, and a luncheon with a keynote speaker from the U.S. Department of Education, four afternoon sessions and a Call to Action to close out the day.  Typically, the keynote speaker’s topic is related to the Secretary’s Initiatives or President’s Education Agenda.  The sessions are conducted simultaneously giving the participants an opportunity to choose which session to attend.  
There are four major objectives of Parent Forums:

· To inform parents of policies that will influence their children’s education, 

· To empower them with training in how to be an advocate and decision maker, 

· To become an informed leader within their community and decision maker, and, 

· To open the lines of communication between educators and parents to alleviate barriers which have existed because of miscommunication and misunderstandings. 

Following each workshop and overall conference, the parents are given questionnaires to complete to evaluate the overall effectiveness of the forum, itself, the speakers, presenters, etc.  Evaluations are essential tools needed to plan the next forum and, in addition, assist parent liaisons and community organizers with enhancing the following year’s conference.

The U.S. Department of Education (the Department) has held forums across the country in collaboration with several organizations such as the National Alliance of Black School Educators, Modern Parent Magazine, Congreso de Latinos Unidos, National Coalition of ESEA Title I Parents, National Parent Teacher Association, and League of United Latin American Citizens. Our internal partnerships have been crucial in providing each forum with presenters and keynote speakers; these sub-agencies include the Office of Special Education and Rehabilitative Services, Office for Civil Rights, Office of Innovation and Improvement, Office of Elementary and Secondary Education and the Department of Justice. Furthermore, each state has provided a local representative to present at the workshops as well. State representatives provide parents with information about the family engagement policies and laws of the state, and the services available to parents statewide.

LESSONS LEARNED
Much has been learned in the past two years in holding the parent forums.  Please take the following lessons learned into account when planning a parent forum.  
· Don’t have a parent forum without having the school district totally involved.  The involvement of the school district is critical to communicating the information to the parents.  The school district may also be willing to provide, food, transportation, and if possible, without additional measures, child care.  Childcare has become an issue.  Some parents cannot come if childcare is not offered.   If the school district does not volunteer to provide this service don’t place that on the flier as an option for parents.  With all the legalities involved childcare is not offered during the parent forums.  Some parents have brought their youngsters with them.  As long as the child/children are well behaved during the sessions we don not discourage them by having them to leave. 

· Make sure you have more than one partner when planning the parent forum.  Have partners who actually have an outreach to the parents and community.  
· Be careful about the location of the parent forum.  Some forums have been at colleges or school buildings.  Be sure parents have access by means of public transportation, not unless the school district plans to provide transportation and is accessible to the handicap.  
· Although some have suggested having parent forums during the week, we have found that Saturday will bring a better turn out.  Parents who work cannot make the forums during the week.  
· Communication is the key. Make sure the partners and presenters are involved in the planning.  
· Make sure parents are sent reminders, especially, the week before and the week of the parent forum.  Call, email, and send reminder fliers home to parents who have already registered. 
· Get the school districts to have the parent liaisons to collect registration forms from parents and compile a list that is sent to the regional or national family engagement specialist.  The regional or national family engagement specialist can combine the lists to be use to check parents in the day of the forum. 

· If school districts can, have them provide transportation for the parents to attend the forums, especially on the weekend.  Build your program around the time of arrival and departure of buses.

Make parents feel welcomed from the moment they enter the location.  

· Appendix A: Timeline for Parent Forum Preparation

	Each step has several tasks to complete
	Specific Task(s)

	Step 1
	· Identify and forge relationships with local partners and stakeholders

· Schedule event date and location once partnership has been established. Establish a planning committee 
· Determine the theme and possible workshop topics

· Optional: Solicit sponsorships and donations for breakfast and lunch brainstorming meetings 

	Step 2
	· Draft a letter requesting the support and involvement Email then call State superintendent See Exhibit 1.
· Usually the State superintendent will assign a state official to work with ED staff

· Send email to the state official explaining event and what is needed

· Send email to district superintendents who will then provide parent liaisons as direct contact to recruit parents

· Email parent liaisons and schedule a conference call to introduce self and explain event and plans

· Decide on keynote speaker; send request and ask for bio

· Request federal staff and state representative for workshops

· Requests representatives from (spell out all acronyms) Parent Information and Resource Centers (PIRCs) and Parent Training & Information Center (PTIs)/ Community Parent Resource Centers (CPRCs)  to present at workshops

· Request other offices such as Office for Civil Rights (OCR), Office of Safe and Drug-Free Schools (OSDFS), early childhood, etc

	Step 3 
	· Provide template flier; send to parent liaisons

	Step 4 
	· Request bios and workshop descriptions from presenter

· Check to see if location will accommodate equipment needs – microphone, projector, overhead, laptop, etc

· Send out flier to parents; have parent liaisons to collect registration forms and list all parents coming



	Step 5 
	· Draft program

· Get letters to place in program

· Acknowledge sponsors and contributors in program

· Get list from parent liaisons of parents coming to forum – has goal been met
· Provide presenters with list of equipment available; find out what equipment, if any, is needed by the presenters

· Be sure of supporter and contributors

· Prepare facilitator packets

	Step 6 
	· Check on  location

· Find out what equipment is available at location

· Check on each classroom set up

· Check with supporters and contributors

· Receive publications

· Pack bags

	Step 7
	· Check names on list as parents arrive and check in

· Any new names add to list with requested contact info

· Make sure facilitators have packets

· Evaluation forms

· Time sign

· Sign in sheets


Appendix B: Invitation to State Officials Letter

Sample Email to State Superintendent

Mr. Pastorek, 

The Office of Communications and Outreach is striving to respond to the U.S. Secretary of Education, Arne Duncan’s vision that all parents be real partners in education with their children’s teachers, from cradle to career.  To fulfill this vision, Secretary Duncan has stated that parents can serve in at least one of three roles: partners in learning, advocates and advisors who push for better schools, and decision-makers who choose the best educational options for their children.

One way we hope to accomplish this is by having parent forums across the country.  The forums are series of workshops that inform, train, and educate parents about what they can do as a partner to help close the achievement gap.  The first parent forum was held in Galveston, Texas in January 2010.  Thanks to the participation of the state, Parent Information and Resource Centers (PIRCs) and Community Parent Resource Centers (CPRCs) and Parent Training and Information (PTIs), it was a success.  

At the request of Ms. Willie Williams of the Coalition of Minority Parents we are coming to your state to hold a parent forum. Ms. Williams hopes to enlist a nearby university or college as the location for the parent forum in Omaha on May 14, 2011.

In preparing for the parent forum we would hope that the state will partner with us.  As a partner the state could have a state representative present at one of the sessions sharing information with parents about what resources are available.  State staff could tell parents about the information they, the parents, can obtain at the state’s website or the personnel they may contact if they have questions.  State staff may also share with parents about the standards of the state and the shared responsibility they, the parent, has with the state in closing the achievement gap.

Is it possible for the state to provide a staff person to present at one of the sessions and a list of district superintendents and parent liaisons of the surrounding Omaha area?  The parent liaisons would distribute fliers, inform parents about the forum and collect registration forms. 
Partnerships with your state and communities are essential for the success of this parent forum. We look forward to the collaboration. 
Carrie Jasper

Director, Outreach to Parents and Families

Office of Communications and Outreach

U.S. Department of Education

400 Maryland Ave S.W.

Washington D.C.

202-401-1524 (office)

202-260-7465 (fax)

Appendix C: Sample Flier

Name of School District

Parents are Welcomed

A Parent Forum Sponsored by

Modern Parents Magazine and Southern University at New Orleans
Saturday, (Date)

Location

Address

City, State

9:30 a.m. – 3:00 p.m. with lunch

         No cost to parents

Transportation provided by Title I Department

Buses will leave (location to get on bus) at 8:30 a.m. and will return 

approximately at 4:30 pm

Presented by the U.S. Department of Education/North Carolina Department of Education

Topics of Discussion

Parents will become empowered with information to help their child.  They will receive information on resources to help their children and find out about turn around schools, the reauthorization of the Elementary and Secondary Education Act, school reform, and other issues that impact their child’s education.

School Reform

Parent Engagement


Stimulus Funding

Turn Around Schools             Reauthorization of Title I & IDEA (Special Education)

 SHAPE  \* MERGEFORMAT 



Appendix D: Sample Agenda
Parent Forum Agenda

Information is Power:  Empowering Parents
Encouraging Attendance Everyday

8:30 AM – 9:30 AM
        Registration
(Have tables set up to check parents in and register those who are Title I parents)

9:30 AM – 10:10 AM
Welcome




Opening - 

Greetings – 
Greater New Orleans Area Welcome –

Remarks – 

Sponsor Acknowledgement –

Parent Welcome - 

Purpose –

Plenary Close -   






(each person has 5 minutes to speak)

10:15 AM – 11:15 AM  
Breakout Sessions
State

PIRCs

PTIs/CPRCs

                                                      Federal





(the title for each workshop from each listed)

11:20 AM – 12:20 PM
Breakout Sessions
State

PIRCs

PTIs/CPRCs

                                            Federal
(the title for each workshop from each listed)

12:25 PM – 1:25 PM        Lunch




Call to Order

Invocation

Greetings -  
Introduction of Speaker – 

Keynote Address –U.S. Department of Education 

Plenary Close

1:25 PM – 2:30 PM
         Call to Action


Partner/Parent from that community
*******Need rooms assigned for general sessions, breakout sessions, lunch and call to action

Who will be the official emcee for the forum?  They could do the opening at the general session, call to order, introduction of speaker and plenary close at the luncheon

Appendix E: Sample Workshop Description and Presenter Bios

Workshop Descriptions and Bios

Topic and Title:   Area and topic to be discussed

Presenter:  Name of Presenter, Title, Office
Workshop Description:  briefly describe what the presenter will discuss in the workshop

State:  Know What the Program Administrator Knows

Using an Administrator’s Checklist to NCLB – Parental Involvement, presenter will discuss the various requirements of the Title I program, including how to effectively involve parents on the Title I campus. The presenter will respond to questions from participants.  Participants will receive a copy of the An Administrators Checklist to NCLB – Parental Involvement document that has been provided to administrators statewide.  Extensive handouts will be provided.

Victor “Skip” Forsyth, Parental Involvement Specialist, Title I Statewide School Support & Parental Involvement, Region 16 ESC

Skip Forsyth has served as an Education Specialist at Region 16 ESC since 2004.  For the first two years his duties focused on Title I requirements while the following four years he joined the Title I Statewide School Support/Parental Involvement Initiative and has focused on parental involvement.  As a part of the Title I Initiative he has presented at numerous conferences statewide, co-written multiple compliance documents, a training manual for parental involvement, serves as the co-chair for the annual Statewide NCLB Parental Involvement Conference and serves on the IDRA State Board

Appendix F:  Sample Presenter and Facilitator Checklists

Presenters and Facilitators packet

Modern Parents Magazine 

and 

U.S. Department of Education

Parent Forum
Saturday, November 13, 2010
8:30am – Registration

9:30am – 2:30pm Program
 Appendix F:  Presenter Checklist

Presenter Information

Thank you for being a presenter at this parent forum. Following are a few reminders to help your workshop flow smoothly.

You will have a facilitator(s) to help you in your workshop; the facilitator(s) is responsible for having attendees sign in and find seats. 

Please begin your workshop promptly and kindly tell the facilitator(s) when you are ready to begin your presentation. The facilitator will introduce you (there will be an introduction sheet in a manila envelope for that purpose).

If the room reaches capacity, the facilitator(s) will post a sign outside the workshop door announcing that the workshop is full.

The facilitator will hold up a “15 minute sign for Questions and Answers,” “5 Minutes Left” sign, followed by a “Your Workshop is over!!” sign. Please respect the time allotments so as to keep within the scheduled time frames.  Within the 60-minute time allotted for your session please allow time 10 to 15 minutes for participants to ask questions.

When you finish your presentation, please ask participants to complete the evaluation sheets before they leave. The facilitator(s) will collect both evaluation and sign in sheets.

Please let the facilitator know of any concerns or requests. They, in turn, will ask the Workshop Committee for assistance.

Again, THANK-YOU so much for graciously giving of your time and expertise. 

 Appendix G: Facilitator Checklist

TO THE FACILITATOR(S)

Your job as a workshop facilitator is to maintain an orderly, well-organized workshop. Kindly follow the directions below:

BEFORE THE WORKSHOP:

1. Introduce yourself to the presenter(s) and review the materials.  Le them know you are there to assist them.

2. The facilitator should stand at the door and greet the participants and have them sign the attendance sheet and hand them a workshop evaluation form.  The sign in sheets, signs, checklist, and evaluation forms will be in the brown envelope.  

3. If the room fills up, please post the “Sorry We’re Full” sign outside the room door and begin the workshop. Then close the door and do not allow any other participants in the room. If the room is still not full when it is time to begin, simply close the door and begin the workshop at the designated time. 

4. Begin the workshop by calling for everyone’s attention and introduce the presenter(s) and the title of the workshop (read the welcome sheet in your folder).

DURING THE WORKSHOP

1. Assist the presenter(s) with handing out materials, if needed.

2. Stand or sit near the door to assist late arrivals.  Make sure late arrivals sign the sign-in sheet and receive a workshop evaluation form.   
3. You need to give the participants time at the end of the workshop to complete the evaluation forms.  
4. Be sure to collect evaluation forms before participants leave the room.

Monitor the time for the presenter. Give the 15 minute signal for questions and answers, and the five minute warning signal for the ending of the session.  All the signs are in the folder. Workshops should begin and end at the designated time to maintain the reliability of the conference scheduling. 
 Appendix D: Facilitator Checklist
FACILATATORS’ CHECK OFF SHEET

	Task to be Completed

	Have each participant sign in on the sign in sheet provided and give them an evaluation sheet as they enter the room.

	If the room fills up, place the “SORRY WORKSHOP IS FULL”sign on the door.

	Begin the workshop promptly. Tell presenter when it is time to begin.

	Call for everyone’s attention. Introduce presenter(s). Script of what is to be said is in the envelope. 

	(If needed) Assist presenter in handing out materials 

	Remain by the door to seat late participants or kindly inform them workshop is full.

	Keep the time and alert presenter with “Fifteen Minutes for Questions and Answers” and “Five Minutes Remaining” Sign.

	At the end of the workshop alert presenter with the sign,
“Workshop Is Now Over.”

	Ask participants to complete and hand in evaluation forms.

	Place evaluation forms back in envelope and return to workshop committee.

	


Appendix D: Facilitator Checklist

Good morning,

Welcome to the first (or second) session of workshops.  

To make sure you are in the correct workshop, in this room (give name of specific workshop and read what it is).
There is a sign in sheet for those who just entered the room please make sure you sign in.  Before you leave this workshop please turn in the evaluation form I handed you as you entered the room.  
Your presenter is (give name and bio of presenter).  
(Then allow presenter to begin workshop) 



      SORRY,
This

Workshop

Is Full

____________________
This

Workshop

Is Now Over.

5 

Minutes

Remaining

____________________
15 

Minutes

For Q & As
Appendix H: Sample Evaluation Form

U.S. Department of Education

And
National Alliance of Black School Educators

Conference Evaluation Form

Please help us improve this forum next year by filling out this short questionnaire. Please turn in this sheet at the registration desk when you leave.

      (Suggestion: have you considered making it a scale of 1- 5? As in very satisfied, satisfied, neutral dissatisfied etc.)


	
	
	very satisfied
	satisfied
	    very dissatisfied

	
	
	
	
	
	
	
	
	

	1. Please rate your overall satisfaction with the forum:


	
	__
	
	
	__
	
	
	__

	2. Please rate your overall satisfaction with the format of the forum (i.e.- morning sessions, lunch, afternoon session/breakout):


	
	__
	
	
	__
	
	
	__

	3. Please rate your overall satisfaction with the facilities:


	
	__
	
	
	__
	
	
	__

	4. Please rate your overall satisfaction with the location of the conference (Galveston, TX):


	
	__
	
	
	__
	
	
	__

	
	
	
	
	
	
	
	
	

	5. Overall, based on your total experience at the forum, will you attend or recommend someone else attend next year’s forum?
	
	__ YES
	
	
	__NO
	
	
	


If no, please explain
	


6. Did you learn useful information?  ___ Yes    ___ No

If no, please explain
7. Was there a good variety of speakers/topics? ___ Yes    ___ No

If no, please explain
8. Please provide any comments you have on future conference locations, topics, speakers or general suggestions regarding the conference:

Appendix F: Sample Sign In Sheet
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     Partner’s name
 and

   U.S. Department of Education

 (name of event)
Sign - In Sheet

(City, state)

(Date of event)

	First Name
	Last Name
	Organization
	Email Address
	Phone Number
	Address

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	


www.ed.gov
qwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmrtyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmrtyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmrtyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmrtyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmrtyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmrtyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmrtyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnmqwertyuiopasdfghjklzxcvbnm





There is no program and no policy that can substitute for a parent who is involved in their child’s education from day one.


—President Barack Obama














RSVP to _________________   (Name of Sch. Dist. Staff person)         � Yes!  I will attend and will have _____parents on the bus


No Later than Friday, October 22, 2010                              � No, I am unable to attend, but will have __ parents to represent our school	


Email: ___________________


                 District staff person’s email address


Name:_______________________                           


 Title: ________________________


School: ______________________                    	


Phone:  ______________________


Email: _______________________
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