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School Check List
	GET STARTED

	· Assign a staff person to coordinate logistics including:

· Timely communication with Study Circle (SC) staff

· Space and needed equipment

· Coordination of action teams

· Schedule dates:

· Planning meeting with principal, school coordinator and SC staff

· Presentation at a school staff meeting (20 minutes)

· Information meeting to recruit parents:

· School provides pizza & drinks at 6:30 pm 

· The meeting is usually held from 7-8:30 pm

· Session dates

· Please make sure there are no other important school or community events on the same evenings

· Session 1 is 2 ½ hours. School provides pizza or some kind of light dinner.
· Sessions 2 - 6 are two hours each starting at 6:30 or 7 pm. (Participants will take turns bringing in snacks for sessions 2 through 6).
· Meeting with principal, school coordinator and SC staff between sessions 5 and 6 to plan for action.
· Action Forum

· Action work meetings

	RECRUIT FOR INFORMATION MEETING (for study circles that include parents)

	General Outreach

· Announce at Back To School Night or other school meetings

· Approve flyers and send to the entire school community
· Put announcement in school newsletter
· Put announcement on school website and list serves
· Send announcement through PTA, NAACP Parents Council, and other parent and student groups
· Send email to all school staff 
Targeted Outreach

· Send personal letter to 60 to 75 participants 
· Include both involved and not-so-involved parents and represent the racial/ethnic diversity of the school
· Send names, phone numbers, to Study Circles staff

· Include race and language spoken 

· Study Circle staff needs list at least 3 weeks before Information Meeting

Logistics for Information Meeting

· Provide Pizza, (or light dinner), drinks, plates and cups

· Arrange child care (if needed)

· Set up chairs in semicircle, no tables 
· Provide LCD Projector and speakers to show video

	PREPARE FOR STUDY CIRCLE SESSIONS

	· Arrange childcare (if needed) for each session 

· Pizza or light dinner at first study circle session (This is in addition to the pizza provided at the information meeting. Participants will take turns bringing in snacks for sessions 2 to 6)
· Designate a room in which 15 to 20 adult chairs are placed in a circle

· Providing an easel

· Provide school data prior to the first session. Will be used in session 4. SC staff will give a sample.

	PLAN FOR ACTION

	· Schedule an action forum and two action work meetings

· Schedule a presentation to School Improvement Team or Instructional Leadership Team

· Provide quarterly action update reports


Dates and Contact People
	Contact People

	Principal
	 

	School Coordinator for Study Circle
	 

	Person who can provide school data for Session 4 (A sample will be provided)
	

	Planning Dates

	 
	Date
	Time

	Meeting with Principal, Coordinator, and SC staff to plan study circles
	 
	 

	Meeting with Principal, Coordinator, and SC staff between sessions 5 and 6 to discuss action plans 
	
	

	Information Meetings for staff and community

	SC staff will do a presentation at school staff meeting. This is usually 20 minutes but can be longer if you want us to include an activity.
	 
	 

	Information meeting. Usually 30 minutes for dinner with 90 minute meeting. Should be at least 3 weeks before the start of the study circle.
	
	

	Study Circle Dates – Six consecutive weeks same day each week.

	Session 1
	 
	 

	Session 2
	 
	 

	Session 3
	 
	 

	Session 4
	 
	 

	Session 5
	 
	 

	Session 6
	 
	 

	Action Forum – some schools opt to have an action forum that includes more of the school community

	Action Forum
	 
	 

	We will provide facilitators for follow up meetings if requested. Dates can be adjusted after the study circle concludes.

	1st follow up action planning/reporting  meeting 
	 
	 

	2nd follow up action planning/reporting meeting 
	 
	 

	3rd follow up action planning/reporting meeting 
	
	

	Please provide contact information for the following we can help get information out about the information meeting

	PTA List serve
	

	NAACP Parent Council Representative
	

	Latino Parent Outreach 
	

	Asian Parent Outreach
	


