Communications
Make sure that you communicate with your students and parents on a regular basis.

Ways to communicate:

· Have printed weekly schedules available to students and parents.

· Keep your That’s ApPARENT brochures in your display case near the place that parents sign out their children each day.  You can print your own if you have a laser printer.  If not, I will print more for you.  Let me know!

· Keep 21CCLC and community events posted on a bulletin board near the place that parents sign out their children each day.  You can clip calendars and notices from newspapers.  Assign the upkeep to one key teacher.

· Send the Family Fun booklet home.

· Keep 21CCLC notices on your school website up-to-date.

· Prepare at least 4 newsletters each year to be sent home, to me and to the Central Office.  I will make sure that they are forwarded to Board members.  Let the students learn how to do this.  Include their photographs and articles.  I can provide a template for you in MS Word or MS Publisher.
· Prepare to showcase your program at a Board meeting, especially if the Board is meeting at your school.  Your students can perform, hand out materials or give testimonials about the program.
· Send notices, make phone calls and/or talk to parents when they pick up their kids to report student progress.   This should be done on a regular basis.

· Incorporate reports from your students on the family activities that each has participated in.  

· Display art work, photographs and other projects in the area where parents pick up their kids.

· Contact me if you have a special event planned.  I will notify Judy Caton so that she can send out a Press Release.  Try to get at least one newspaper article published.
· Let your students have special duties at school assemblies and/or PTA meetings.  Make sure they are recognized.

· Let parents of prospects visit an afternoon session.

· Have a “bring a friend” day or special event where a certain number of students can attend for $5 for the afternoon.  (No student folders need to be created for such an event, but do create one if they decide to become regular attendees!)

· Prepare notices about the program for an occasional Tuesday folder.
