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Engaging Families in High School Success 

Guidebook for School Family Engagement Planning 

 

I. Introduction 

In this guide we put a spotlight on 9th grade as a critical year for student’s school experience. 

Research shows that ninth grade students who successfully attend school and pass their 

courses are more likely to graduate from high school and are more likely to be ready for college 

and/or a career. But research also shows that 9th grade is the time when family engagement 

tends to taper off dramatically. Students want more independence and families and schools pay 

less attention or know less about how they can partner to support their secondary students.  

While high quality and differentiated instructional practices are important in teaching students 

essential content in each subject area throughout middle and high school, positive teacher-

student relationships are critical in order for students to engage in the learning and have 

successful outcomes. By working in partnership with families, bridging the gap between home 

and school, school staff gain essential insights and resources to help them build relationships 

with their students which can help develop the optimal setting for students to thrive and learn. 

Engaging with families requires effective two-way communication. Schools learn from families 

and families learn from schools. Families need information about how the school system works 

and how their child is doing in each subject area so that they can support and problem solve 

with them when challenging situations arise. Schools need to know from the home/family’s 

point of view what the family/student values as important, what motivates the student, what 

other things might be affecting the child’s ability to focus and learn, what is working for the 

student and what isn’t. In partnership, schools and families can build the unique resources that 

can support the student in school. 

This guide is designed to help schools organize effective family engagement practices at the 

middle school and high school levels to support students’ success in school and increase 

graduation rates. We will approach it from the point of view: What do families need to know to 

support their students in school? What are the various events and activities in which schools 

can provide this information to families? How can we create opportunities for families’ voices 

to be heard—about their own students as well as in general about how the learning 

environment can best support their students’ learning? In order to be able to hear parents’ 

authentic voices, parents must feel welcome in the school and into their student’s learning 

community as well as be able to find open communication channels with those who they can 

partner with to support their students.  

The resources mentioned in this guide are available on our website:  

www.sfcp.jhucsos.com/efhss 

http://www.sfcp.jhucsos.com/efhss
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II. Getting started 

a. Identifying a point person 

Identify a person who can take the lead with this work in the school. Very often this 

person is an assistant principal. The point person may work closely with a school 

counselor who focuses on students in the high school transition period (last year of 

middle school and first year of high school). 

b. Gathering information and important school data 

i. Begin by reviewing your school’s School Improvement Plan 

The School Improvement Plan (SIP) is the document that contains each school’s plan 

of action for the current school year. It identifies the areas the school plans to focus 

on in the coming school year, the performance goals they want their students to 

achieve, and how they are going to collaboratively meet those goals. 

Linking family engagement to our student outcome goals (in School Improvement 

Plan) 

• What are the student outcome goals in the SIP, and how can family engagement 

work help to achieve those goals?   

Example: Improve student course passing in 9th grade math course by 5% (goal) 
by sending texts to families letting them know when an exam is upcoming. 

• What family engagement plans are already in the SIP?  How do they relate to 

these goals?   

• How do we need to make these plans more specific and detailed to help ensure 

that they are related to these student outcome goals and can be implemented 

effectively? 

• What family engagement planning is needed in addition to what is already in our 

SIP? 

ii. What information do families of 8th graders and 9th graders need to know? Where 

and how can they receive this information? 

Very often families don’t know what they don’t know. On pages 4 through 7 there 

are 2 charts, one for 8th grade and one for 9th grade. They show questions that have 

come up from families in our project and information that families need to know 

about their child’s transition to high school and how families can support them 

throughout high school. 

iii. Survey your families to find out their interests and needs (see samples on pages 8 

and 9) 

• Be sure to translate the survey into your school’s top languages. 
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• Have the Family Survey (see sample on page 8) available for families to fill out at 

the beginning of the year orientations and at your Curriculum Night. 

• Give the survey to bilingual interpreters at your events who can ask families to 

fill them out and help them if needed. 

• When families are at your events, take advantage of that time to get their 

perspective. Consider incorporating Family Survey questions into your exit 

surveys at family events. See example on page 9, which incorporates a way to 

get feedback about an activity along with family survey questions about what 

families need to know. 

• Get feedback in the spring to help you plan for the fall. 

 

iv. Strategies to reach families who miss or do not come to the regular events or get 

information in traditional ways 

• Translated Family Toolkits sent home to/with families 

• Provide interpreters, supervised children’s activities, food at family 

events/activities 

• Make sure interpreters are at key events like Curriculum Night and are organized 

in a way that works for families (e.g., each interpreter calls families and invites 

them and takes a group of families around at event) 

• Phone calls 

• 1:1 meeting with parent/guardian—can be at the school or home visits 

• Meet groups of families at nearby housing community centers 

• Meetings by language/culture/affinity groups 

• Family Ambassadors to provide outreach to families 

• Special family meeting/invitation for students who qualify for College Bound 

Scholarships (in some schools this is a group that is sometimes missed at all-

school events) 
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What information do families of 8th graders need? Where/how can families receive this info? 

Which high school should my child go to? 

School choice—What are the choices and what will 
be the best fit for my child?  

What is the process and timeline for us to 
participate in the school choice process? 

 

November/December/January (8th grade) 

• Family event/activity: Student panel, 
counselors (representing the feeder 
assignment and option schools) come to the 
middle school and talk to students and 
families about high school.  

• Written information accessible on the 
website and sent home via email or text 
about the school choice process and the 
timeline for participating in choice selection. 

What can I do to get my child and myself set up well 
to monitor their progress now and in high school?  

What do I need to know about monitoring my child 
in school? 

• Attendance 

• Course passing 

• How do I find out if my child has missing 
assignments? 

• What is the parent portal? 

• How do I register for the parent portal? 

Throughout middle school, and with a formal check 
in at end of middle school 

• See if family is using the PARENT PORTAL 

• Help ALL families understand the benefit of 
the parent portal, learn how to set up a 
parent portal account, learn how to use it, 
and practice using it 

October 

• Curriculum Night (8th grade and 9th grade) 

November and March 

• 1st and 3rd quarter student/family 
conferences 

How many credits are required in high school?  

How much buffer does my child have if they were to 
fail a course?  What are other requirements that I 
should help my child track? 

April/May/June (8th grade) 

• High school information night at the middle 
school with high school counselors 

How do I help my child sign up for high school 
courses? 

April 

• Collaborate with feeder high schools to 
provide info about 9th grade course 
registration 

How can I know who all of my child’s teachers are? 

How can I contact them? 

October 

• Curriculum night (help families get in the 
habit of going to curriculum night for each 
year of middle school and each year of high 
school) 

• Home visits offered for all incoming students 
(link to teachers) 

If my child is struggling in school, what resources  are 
available to help them? 

October 

• Curriculum night 

November 

• 1st and 3rd quarter student/family 
conferences 
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How do I help guide my child toward college/career? 

• When do I need to know about financial aid? 

• For students who qualify (maximum family 
income guidelines and other requirements), 
students must sign up for College Bound 
Scholarships by the end of 8th grade. 

April/May/June HS Info Night (8th grade) 

• Include with HS Info Night: Develop a 
checklist for families of things they can do to 
help guide their student to college/career --
by year. 

• Offer a special event for families of students 
who qualify for College Bound Scholarships. 

My child has special needs. Where do I find 
information to support my child in the transition to 
high school? 
 

• Work with your child’s middle school case 
manager to connect with their assigned case 
manager in high school. 

• Attend orientation sessions and curriculum 
night. 
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What information do families of 9th graders need? Where/how can families receive this info? 

How many credits are required in high school?  

How much buffer does my child have if they were to 
fail a course?  

What are other requirements that I should help my 
child track? 

 

April/May/June (8th grade) 

• High school information night at the middle 
school with high school counselors 

 
June and/or August/September 

• Family orientation for families of new 
students at the high school 

How can I know who all of my child’s teachers are? 

How can I contact them? 

October 

• Curriculum night (help families get in the 
habit of going to curriculum night each year 
of high school) 

• Home visits offered for all incoming students 
(link to teachers) 

• Small groups of families by language (with 
interpreter) or individual family visits to meet 
teachers 

What can I do to get my child and myself set up well 
to monitor their progress in high school?  

What do I need to know about monitoring my child 
in school? 

• Attendance 

• Course passing 

• How do I find out if my child has missing 
assignments? 

• What is the parent portal? 

• How do I register for the parent portal? 

How can I support my child to complete their 
homework? 

Who should I go to for help? 

How can I help my child if they are anxious? 

How can I verify that my child is taking the courses 
they need to graduate from high school and meet 
their college and career goals?  

How do I help my child sign up for high school 
courses? 

Throughout the 9th grade year, and with a formal 
check in at end of the year 

• See if family is using the parent portal 

• Help ALL families understand the benefit of 
the parent portal, learn how to set up a 
parent portal account, learn how to use it, 
and practice using it 

June and/or August/September 

• Family orientation for new students 

October 

• Curriculum night (8th grade and 9th grade) 

November and March 

• 1st and 3rd quarter student/family 
conferences 

 

How do I help guide my child prepare for 
college/career? 

• When do I need to know about financial aid? 

• For students who qualify (maximum family 
income and other requirements), students 
must sign up for College Bound Scholarships 
by the end of 8th grade. 

April/May/June HS Info Night (8th grade) 

• Include with HS Info Night: Develop a 
checklist for families of things they can do 
each year to help guide their student to 
college/career 

• Offer a special event for families of students 
who qualify for College Bound Scholarships 



7 
 

If my student is struggling in their current high 
school, what are other options that might fit their 
unique needs, personality, and learning style? 

Option High School Fair (February) 

• Refer to website 

• Send home written information in the 
family’s language 

• Phone call to family 
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School Family Partnerships 

Family Survey 

 
School:            Date:       
 
Name of Parent or Family Member:          
 
My Student’s Name(s):            Grade:    
 
Topics I am interested in (please check all of the topics you are interested in):  

 
How to register to use the parent portal to monitor my child’s attendance, progress in courses, missing assignments  

 
Understanding high school requirements 

 
How to communicate with my child’s teacher(s) and other school staff 

 
How to help my child with homework/learning at home 

 
How to help my child prepare for college, including information about financial aid 

 
Other topics: _____________________________________________________________________________ 
 

What are the best ways for the school to provide you with this information? 
 

At large school events, such as New Family Orientation, Curriculum Night, 1st and 3rd quarter conferences 
 
At smaller group events (e.g., with my language group) 
 
Meeting at a community location (please suggest a location):  _______________________________  
 
Set up a meeting with me at the school 
 
Send information home with my child 
 
Other:  _______________________________ 
 

Best times for me to participate in meetings or activities in the school: 
 
 Please circle:      M          T          W          Th          F          Sat 
 
 8 -– 9 am          9 am – 12 noon          12 noon – 3 pm          3—5 pm          5—8 pm  
 
Best ways to reach me and send me information: 
           
          Please circle one or more:   By phone          Face-to-face at school          By “kid mail”           By e-mail          By US mail 
 
In order to participate in meetings or school activities, I will need: 
 
       Interpretation, language: ____________________________________ 
 
Is there anything that may get in the way of your participating in school activities?  Feel free to share: 
                
 
My hopes and dreams for my child and/or for myself at school this year: 
               
            Thank You for Your Participation! 
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Exit Ticket--School Event/Activity Participant Feedback 
 
Thank you for attending this event! We would appreciate your feedback so that we can improve the ways we 
provide information to families in the future and follow up on your requests. Please complete and drop this 
sheet off in the box provided. Thank you! 
 
School name:          Date:       
 
Event name:          
  

A. I am a: [ ] Parent   [ ] Student family member   [ ] Teacher   [ ] Counselor   [ ] School Administrator   
[ ] Community partner   [ ] School staff   [ ] Student   [ ] District Administrator  
[ ] Other       

 
B. Check the activities you attended during this event:  

[ ] Presentation   [ ] Interactive workshop   [ ] Group activity   [ ] Meal   
[ ] Student presentation   [ ] Student performance   [ ] Round table discussion   [ ] Fair  
[ ] Other      

 
                                

 
Please check one: 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

1. I learned something that can help me support my 
student at this event. 

    

2. I feel better equipped to support my student now 
than I did before this event.  

    

3. I feel more comfortable talking with school staff 
than I did before. 

    

4. I was able to connect with other parents/families in 
a meaningful way at this event. 

    

5. This event was well organized. 
    

6. I am glad I came to this event. 
    

 
C. What was the most valuable information you learned at this event?   

 
 
 

D. What did you enjoy most?  
 
 
 

E. What improvements do you suggest? 
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Sample Middle School Calendar of Family Engagement Activities 
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III. Developing your One-year Family Engagement Action Plan (see MS and HS Family 

Engagement Action Plan Templates on pages 17-19) 

a. Setting up a Family Engagement Team (see Family Engagement Team Members 

Template on page 15, and Family Engagement Team Meeting Schedule Template on 

page 16)  

• Why is it important to include family members and what are ways that they can be 

included? 

• Recruit members for your team 

• Form a sub-group that focuses on activities around HS transition 

• Review last year’s school data related to 9th grade attendance, course passing, and 

parent login to the parent portal (identifying families who need more specific 

outreach) 

• What goals do you have for this year?  

• How do you plan to impact student outcomes? 

• Establish a School Calendar of Family Engagement Activities related to high school 

for this year 

• How can you work with your feeder high schools or middle school to plan activities 

that will help make a smooth connection for students and families? 

• How will you help families register and understand how to use the parent portal? 

(see PowerPoint on the website) 

• See resources in the appendix which describe family activities that you can plan for 

sophomore, junior and senior years to help families support their students’ 

preparation for the time after high school 
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b. Suggested calendar for schools for planning family engagement in the transition to 

high school 

 Potential Communications/Events 
(There are many ideas here to choose among -- probably not be possible to do 
them all.  And providing information to families outside of events is not 
necessarily tied to certain dates on the calendar.) 

 Grade 9 Schools Grade 8 Schools 

August • Rising 9th grade family orientation 
(prior to school opening) 

 

September • Curriculum night with special 
attention to 9th grade family 
communications 

• Parent portal/Schoology 
registration and training (this 
training can continue throughout 
the year) 

• Curriculum night  

• Parent portal/Schoology 
registration and training (this 
training can continue throughout 
the year) 

October 

November • Conferences/communications 
about 1st Q report cards 

• “Planning ahead for HS” night 
December 

January  • High School Information Night 
(prior to Open Enrollment with 
Alumni 8th grade student and/or 
family panel to discuss transition 
to HS) 

February • Conferences/communications 
about 2nd Q report cards 

• Use student-family homework 
assignments to communicate 
about transition to HS (can be 
done almost anytime during year) 

• Conferences/communications 
about 2nd Q report cards 

March  

April • Collaborate with feeder schools to 
provide information about 9th 
grade course choice requests 

• Collaborate with feeder high 
schools to provide information 
about 9th grade course choice 
requests 

May • Begin plan for next year’s family 
engagement calendar 

• Welcome events for rising 9th 
grade families 

• Begin plan for next year’s family 
engagement calendar 

June • Include information on transition 
to HS in 8th grade promotion 
events 
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c. Review Family Attendance data from similar events/activities last year 

Look at last year’s data (sign in sheets) to see who you are missing at family events. Very 

often the families who traditionally do not participate in school wide activities have 

students who struggle more with attendance and passing courses. Look for correlations 

in the data to inform the need for new or revised family outreach strategies in the 

coming year. 
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School Family Partnerships 

 Family Engagement Team Members 

    School Name:          

 
It is important to have 2 or more people on your team to plan family engagement activities. This team may be 

a subgroup of the BLT or EAR team at your school. If possible, consider including the following on your FE 

team: 

• Assistant principal (or principal) who facilitates the team meetings. 

• 2 family members who represent the diversity of the student body and can help school staff know what 

information is important to them, help identify family-friendly schedules, and help design activities so that 

ALL families can and will want to participate. 

• 2-3 teachers/counselors/staff who work with the group of students who are transitioning to high school. 

They will be able to intentionally link family activities with student learning and provide info about high 

school requirements. 

• 2 high school students. 

• Relevant community partners who can provide outreach to families or provide a location for meetings off 
campus, in the community where the families live. 

 

Name Relationship to School 
(Family Member, 

Teacher, Principal, 
Com. Member, etc...) 

Phone Email 
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Family Engagement Team Meeting Schedule:         

 (e.g., 3rd Thursday of the month) 

 

Family Engagement 
Team Meetings 

Date Time Location Notes 

September     

October    

November    

December    

January    

February    

March    

April    

May    

June    

Dates of Parent Teacher Conferences: 
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Family Engagement Action Plan – Middle School Example 

School Name:                      [Middle School]                       Your Name:                                Team:          
Directions: Your school team should use this template to develop 2-3 family engagement priority strategies for your school to implement during the coming 
year. This planning tool will help you document your commitments and outline how your team will tackle them. These strategies should align with and build on 
your school improvement plan and district priorities related to family engagement. See example: 

Priority Strategy 
What is your school team 
going to do to achieve 
measurable improvement? 
Use action verbs and 
concise statements.  

Key Activities 
Break it down – what are the main 
activities you will need to pursue to 
successfully implement your priority 
strategy?  

Evidence of Success  
How will you know you are making 
progress? What types of evidence will 
you collect (e.g. observations, surveys, 
protocols, etc.) 

Lead Staff/Team 
Who is the point 
person for this 
strategy? Who is 
on the team?  

Timeline/Key Dates 
What do you want to 
accomplish, and by 
when? Include both 
short- and longer-term 
milestones. 

Support successful transitions 
of new students and families 
rising into high school (as 
measured by attendance of  at 
least 90% and preferably 95%, 
and passing all 9th grade 
courses in following school 
year). 

1. Include trainings on registering for and 
using the parent portal at all family 
events/activities 

2. Curriculum night (Oct) 
3. Student conferences and 

communications about 1st and 3rd 
quarter report cards (Nov and April) 

4. “Planning Ahead for High School” family 
information event (Nov) 

5. Use student-family homework 
assignments to communicate about 
transition to high school 

6. HS Information Night with alumni 8th 
grade student and/or family panel to 
discuss transition to HS (Jan/Feb) 

7. Collaborate with feeder high schools to 
provide info about 9th grade course 
requests (Apr) 

8. Include info on transition to HS in 8th 
grade promotion events (June) 

- Beginning and end of the year family 
(parent/guardian) surveys, tracking 
needs and whether families are 
getting sufficient communication to 
support their child  

- Parent portal login data indicate at 
least 80% of all of the families in each 
ethnic group have logged in at least 
once 

- 90-100% of families participate in 
student conferences in Nov. and April 

- Student attendance is greater than 
90% for all ethnic groups 

- 90+% of students pass all 9th grade 
courses in following school year 

- Family surveys report good and 
sufficient communication to be able to 
support their students 

 

Assistant principal 
is lead. Planning 
team to include 
parents, teachers 
and students. 
 
 (AP) 
(8th grade teacher) 
(8th grade 
academic 
intervention 
specialist)  
(8th grade 
counselor)  
(2 8th grade 
parents)  
(2 students)   

Identify planning team 
and point person by June 

Set up calendar and key 
activity dates by mid-
August and distribute 
dates to families 

Set up planning meeting 
schedule (e.g., once every 
2 weeks and as needed) 

Coordinate with feeder 
high schools throughout 
the year for transition 
events 

 

Target Population: What specific student population is this priority targeted to support? How will the strategy be designed to meet that group’s needs?  
All 8th grade students. We will provide more intense outreach to families of students who are at greater risk of chronic absence and course failure through phone calls in home 
language, translated text messages and emails, translated fliers, etc. 

Resources: What resources – capacities, connections, people, materials, funding, professional development – will help you implement this priority? 
Attendance, course passing, and parent portal login data. Funding for food, interpreters, and translated materials for family events/activities. 
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Family Engagement Action Plan – High School Example 

School Name:                         [High School]                          Your Name:                                Team:          
Directions: Your school team should use this template to develop 2-3 family engagement priority strategies for your school to implement during the coming 
year. This planning tool will help you document your commitments and outline how your team will tackle them. These strategies should align with and build on 
your school improvement plan and district priorities related to family engagement. See example: 

Priority Strategy 
What is your school team 
going to do to achieve 
measurable improvement? 
Use action verbs and 
concise statements.  

Key Activities 
Break it down – what are the main 
activities you will need to pursue to 
successfully implement your priority 
strategy?  

Evidence of Success  
How will you know you are making 
progress? What types of evidence will 
you collect (e.g. observations, surveys, 
protocols, etc.) 

Lead Staff/Team 
Who is the point 
person for this 
strategy? Who is 
on the team?  

Timeline/Key Dates 
What do you want to 
accomplish, by when? 
Include both short and 
longer-term 
milestones. 

Support successful transitions 
of new students and families 
into high school (as measured 
by attendance of at least 90% 
and preferably 95%, and 
passing all 9th grade courses). 

1. Include trainings on the parent portal at 
all family events/activities 

2. Disseminate key messages about how to 
support 9th grade success to families in 
multiple ways, beginning with August 
mailing (website, school app, handouts 
at meetings, etc.) 

3. Incoming 9th grade family orientation 
(August or Sept) 

4. Curriculum night including special 
attention to 9th grade family 
communications (Oct) 

5. Conferences and communications about 
1st quarter report cards (Nov) 

6. Collaborate with feeder schools to 
provide info about 9th grade course 
registration (Apr) 

7. Welcome event for incoming 9th graders 
(June) 

- Beginning and end of the year family 
(parent/guardian) surveys, tracking 
needs and whether families are 
getting sufficient communication to 
support their child 

- Parent portal login data indicate at 
least 80% of all of the families in each 
ethnic group have logged in at least 
once 

- 90-100% of families participate in 
student conferences in November 

- Student attendance is greater than 
90% for all ethnic groups 

- 90+% of students pass all 9th grade 
courses 

- Family surveys report good and 
sufficient communication to be able to 
support their students 

 

Assistant principal is 
lead. Planning team 
to include parents, 
teachers and 
students. 
 
 (AP) 
(9th grade teacher) 
(9th grade academic 
intervention 
specialist)  
(9th grade 
counselor)  
(2 9th grade parents)  
(2 students)   

Identify planning team 
and point person by 
June. 

Set up calendar and key 
activity dates by mid-
August and distribute 
dates to families. 

Set up planning meeting 
schedule (e.g., once 
every 2 weeks and as 
needed.) 

Coordinate with feeder 
middle schools 
throughout the year for 
transition events. 

Target Population: What specific student population is this priority targeted to support? How will the strategy be designed to meet that group’s needs?  
All incoming 9th graders. We will provide more intense outreach to families of students who are at greater risk of chronic absence and course failure through phone calls in 
home language, translated text messages and emails, translated fliers, etc. 

Resources: What resources – capacities, connections, people, materials, funding, professional development – will help you implement this priority? 
Attendance, course passing, and parent portal login data. Funding for food, interpreters, and translated materials for family events/activities. 
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Family Engagement Action Plan Fillable Form 

School Name:                                                                          Your Name:                                Team:          
Directions: Your school team should use this template to develop 2-3 family engagement priority strategies for your school to implement during the coming 
year. This planning tool will help you document your commitments and outline how your team will tackle them. These strategies should align with and build on 
your school improvement plan and district priorities related to family engagement.  

Priority Strategy 
What is your school team 
going to do to achieve 
measurable improvement? 
Use action verbs and 
concise statements.  

Key Activities 
Break it down – what are the main 
activities you will need to pursue to 
successfully implement your priority 
strategy?  

Evidence of Success  
How will you know you are making 
progress? What types of evidence will 
you collect (e.g. observations, surveys, 
protocols, etc.) 

Lead Staff/Team 
Who is the point 
person for this 
strategy? Who is 
on the team?  

Timeline/Key Dates 
What do you want to 
accomplish, by when? 
Include both short and 
longer-term 
milestones. 

    
 

 

Target Population: What specific student population is this priority targeted to support? How will the strategy be designed to meet that group’s needs?  

 

Resources: What resources – capacities, connections, people, materials, funding, professional development – will help you implement this priority? 
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IV.  Implementing your Family Engagement Plan 

• Plan for an upcoming activity (see family activity planning template on pages 21-22) 

o Who are the main point people who are organizing this activity? Who is on the 

team? 

o What are your goals for this activity? How will this impact student outcomes? 

▪ What is your “target” group of families? If all families are invited, find a 

way to keep track of the families that you are hoping to “target.” 

o What is the information you want to convey or make accessible to families? (see 

sample PPT presentations for MS and HS on website) 

o What elements of this activity will/could draw families? —what speakers will be 

most effective? 

▪ What are multiple ways that you will make this information accessible? 

• Will it be helpful to use the “9th Grade Family Toolkit” (see 

website) 

o Distribute copies of this document to the bilingual IAs at 

your school event to give to families 

o What are your outreach strategies to reach EVERY family? 

o How will you advertise the activity? (Why would a family want to come to this 

event/activity?) 

▪ Flyers, translated  

▪ Robo calls and emails  

▪ Student affinity groups 

▪ Calls to individual families 

▪ School website (see School Website Analysis Questions on website) 

▪ Send home postcards, with translations, for most important activities to 

families you hope will attend the event  

o Suggestions on how to make your family activity interactive  

▪ Table discussion questions during dinner  

o Be sure to include sign in sheets and feedback forms (see sample form on page 

28) 

▪ Make sure someone greets families and that families sign in right at the 

entry 

▪ Set up an exit ticket box and have someone there to thank people for 

coming
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Family Activity Planning Template 
 
 
School name(s):    Planned activity:   Date of activity: 
 

1. How and with whom are you planning this activity? 
 
 

2. What outreach are you conducting? 
Possibilities include: 
___ Event listing on website and school calendar 

___ Promotional fliers posted around school  

___ Morning announcements  

___ Robocall announcement to families’ home (translated into home language?) 

___ Save the date announcement and event article in parent newsletter 

___ Event advertised on school parent Facebook Page  

___ Mailing home with flier (with translations?) 

___ Targeted outreach to students’ families (personal phone call, etc.) 

___ Family outreach email (translated into home language?) 

___ Using community partner organizations to contact families 

___ Other: ________________________________________________________________ 

 

Are you planning to have outreach messaging translated for families who speak other languages? 

 

3. How does the goal of the activity address student outcomes?  How will it equip families to better 
support their students? 

 
 

4. How did the plans for this activity build on learning from the past?  What changes/adaptations are you 
making based on prior learning?  

 
 

5. How are you planning to listen to parent voice during this activity?  Are you planning a short 
survey/exit ticket for parents to give feedback?   
 
 

6. Have you planned for family needs during the activity? 
___ Translation/interpretation  

___ Child care 

___ Dinner 

___ Transportation 

___ Other: _______________________________________________________________ 

7. How will you arrange to share information with families who could not attend the event? 
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V.  Organizing monthly (or as needed) Family Engagement Team meetings  

• FE template, a structure for monthly meetings 

o Set up 

• Reports from organizers of upcoming activities and support needed 

• Reflect on completed events/activities--Do a ”Cycle of Inquiry” for activities that 

have been completed (see handout), including: 

o Who came to your event? (Look at your sign in sheets) 

o How did families feel about the event? (Look at and compile your feedback 

forms) 

o Did you meet your goals? 

o How will you make sure that families who did not come to the event receive 

the same information? 

o Will you repeat this activity? What will you keep and what will you change? 

• Revisit your family engagement goals for the year—are you on target? 

• Decide on a place to keep your planning forms, flyers, COIs, etc. in order to build on 

what you have learned about events from this year 

 

 

See sample monthly meeting template on next page 
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Family Engagement Team Meeting Agenda 

Date: ____________ 

 
Before the meeting:  

• Give team members (staff, family members, community members, district family partnerships office, others) a list of 

the scheduled FE team meetings for the year.  

• Send meeting reminders and the agenda to team members both a week before and the day before the meetings. 

• Bring blank Cycle of Inquiry forms and copies of the Family Engagement Action Plan to each meeting for each 

person. 

• Establish ground rules for communicating at your first meeting and review at subsequent meetings. 

Facilitator: 

Notetaker: 

Time Keeper: 

Topics/Agenda Notes 

1. Debrief previous family engagement 
team meetings and/or recent family 
engagement events/activities. Use 
the Cycle of Inquiry form (on page 25) 
to reflect on the past event/activity. 

 

2. Review the One Year Family 
Engagement Action Plan to prepare 
for upcoming event/practice. 
Next family engagement 
event/activities(s): 

 
 

  

3. PTA/PTO and other updates 
 
 
 

 

4.  New family engagement needs: 
 
 
 

 

5. Decide who will report to other 
groups. 

Name:                                        Group: 
 
 
 

 

6. Other 
 
 
 

 

Next meeting date:                                                    Time:                                                             Place: 
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Cycle of Inquiry Form 

 

Name of school:         Date of event/Activity:   

 

Name of event/activity:               

 

Person completing form:        Date form completed: 

 

1. Who was involved in planning this activity?  
 

 

2. What did you plan?  What was the goal?  How did the goal of the activity address student outcomes?  
Did you meet your goal(s)?  How did the plans for this activity build on learning from the past?  What 
changes/adaptations did you make based on prior learning?            

 

 

3. What did you observe during the activity?  (Who participated and who did not?  What did 
participants experience?  What was their feedback?  What evidence did you see of how the activity 
could help to influence student outcomes?) 

               

 

 

     

4. What did you learn? (How does what you observed about the activity lead to conclusions about 
what is needed to improve family engagement efforts in ways that will lead to improved student 
outcomes?) 
 

 

 

 

5. How will your conclusions from this experience influence your planning for future family 
engagement activities (not necessarily the same activity next year)? 
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VI. End of year reflection/evaluation of family engagement activities (See template on pages 

27-28) 

• Were outcomes met? 

• What family engagement activities will you do again next year? What will you change? 

• Who will be on your Family Engagement Planning Team next year? 

• Who will be responsible for planning which activities? 
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School/Family Partnerships End of Year Reflection – Enter School Name Here  Your Name:  Enter Name of Person(s) Filling Out Form 

This document is intended to be a snapshot of your School Family Partnerships (Family Engagement Team) strategies and not a detailed 

comprehensive document of all of your activities.  The goal is to help you reflect and strengthen your Family Engagement Plan for the next 

year and to share promising practices among schools.   

1. From the following list, please check the groups represented on your family engagement planning team:    families     teachers      

 students     administrators     community members      SFP Coordinator    support staff     other  (if you checked “other,” 

please explain:      ) 

2. How often did your family engagement team meet?   # of meetings:        

We met (please check)     every month        every other month        other  (if you checked “other,” please  

explain:                                  ) 

3. Overall, how does your team rate the quality of the school’s program of school and family partnerships?  

(Please check one of the boxes below.) 

  JUST STARTING:  In the beginning stages of development.  

  FAIR/AVERAGE:  Some outreach strategies exist, but needs improvement and 

expansion. 

   GOOD:  Some strategies exist with a focus on school improvement and 

student learning goals, covers some of the six types of partnerships (see list 

to right) 

  VERY GOOD:  Well developed, focused on school improvement and student 

learning goals, covers all six types of partnerships, and addresses the needs 

of MOST families at MOST grade levels. There is creative and enthusiastic 

participation in family partnership activities school-wide. 

  EXCELLENT:  Well developed and well implemented, focused on school 

improvement and student learning goals, covers all six types of partnerships, 

and addresses the needs of ALL families and ALL grade levels. 

(this scale was adapted from School, Family, and Community Partnerships, by  

Joyce Epstein and Assoc.) 

 

Six Types of School/Family Partnerships: 

• Family Support 

• Welcoming Environment 

• 2-way School-Home-School 
communication 

• Student Learning 

• Decision Making and Advocacy 

• Community Collaboration 
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4. How can the School Family Partnerships Office more effectively support the family engagement efforts at your school? 

  Type your response here   

5 What are some of your strategies to ensure that your school welcomes and engages ALL families? 

 Type your response here  

6. What are some of the indicators that show that your school’s family engagement strategies have been successful? 

          Type your response here                          

7. What strategies will you use to ensure that the voices of your school’s diverse families (including special ed, ELL, advanced learning, free 

and reduced lunch, families of African American males, etc.) are represented on your family engagement planning team in the next school 

year?   

 Type your response here        

8. What family engagement practices do you want to change or add for next year?  (i.e., How will you link family and community 

engagement activities to specific learning goals for students [e.g., improving reading, math, attendance, 9th grade course passing, etc.]?  

What families do you want to reach out to?  What new strategies do you want to try?  Are there any strategies you want to eliminate?) 

 Type your response here   
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      School Event Participant Feedback 
 
 
 
School name:             Date: 
 
Event name: 
  
I am:  [] Parent   [] Student family member  [] Teacher  [] Counselor   [] School Administrator   

           [] Community partner [] School staff [] Student  [] District Administrator [] 
Other____________ 
 

Check the activities you attended during this event:  [] Presentation  [] Interactive workshop  [] Group 
activity 

[] Meal [] Student presentation [] Student performance [] Round table discussion [] Fair [] 
Other___________ 

                               
 
Please check one: 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

1. I learned something that can help me 
support my student at this event. 

    

2. I feel better equipped to support my 
student now than I did before this 
event.  

    

3. I feel more comfortable talking with 
school staff than I did before. 

    

4. I was able to connect with other 
parents/families in a meaningful way at 
this event. 

    

5. This event was well organized.     

6. I am glad I came to this event     

 
What was the most valuable information you learned at this event?   
 
 
 
What did you enjoy most?  
 
 
 
What improvements do you suggest? 

    
Thank you very much for your feedback! 


