
Annual Title I Parent Meeting: Traditional Sample Narrative
Length of the workshop:  1.5 hours*

WHAT YOU WILL NEED: 
· Chart paper 

· Chart markers 

· 1 large group facilitator

· Time keeper
· Other key staff as needed
· Screen/projector/computer for presentation slides or visuals
· Meeting Feedback Form
· Light refreshments/child care/transportation (optional)

GUIDE
Follow the suggested agenda on the back of this page allowing time for welcoming comments as well as questions, and sharing of contact information at the end.  It is suggested to spend about 20 minutes on agenda items 1–6, about 10 minutes on agenda item 7, about 10 minutes on agenda items 8–9, about 15 minutes on agenda item 9, about 5 minutes on agenda 10, and about 15 minutes on agenda item 11–12.  

Facilitator Tip: To make the delivery of information more interesting, include parents and students as speakers or facilitators.  Also, look for ways to provide opportunities for two-way communication, so the meeting does not appear just as a school lecture.  Utilize technology resources such as video and audio to engage attendees, as appropriate.  Hold the meeting in a central location within the school attendance zone to help with parent attendance.  
Final Note: You may want to do more than the law requires for this meeting to increase parent attendance at the meeting.  Some schools do this by making the focus of the meeting more fun for students and parents (by showing off a school project, incorporating student entertainment or a student-parent activity, highlighting community partners, etc.)  However, it is crucial that this meeting have as its central focus and be advertised as the Annual Title I Parent Meeting.  Furthermore, the Annual Title I Parent Meeting may be conducted before or after a school event, but not embedded within the event in which parents were not aware that the purpose of the Annual Parent Meeting was to learn about the Title I program.  
*1.5 hours allows time on the front and back end of the meeting for parents to mingle, ask questions and feel comfortable in the meeting environment.  It should only take about 1–1.25 hours to deliver the content, but it is crucial for parents to feel a part of the school so do not rush the information or fail to take questions. 
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