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Promoting Awareness to Maximize Attendance

Purpose
This tool is aimed at helping school and district administrators design their communication and dissemination efforts related to out-of-school programs.  
Materials
None

Media
None

Topic
Increased Learning Time: Beyond the Regular School Day
Practice
Maximize Attendance
Promoting Awareness to Maximize Attendance 
Organize Your Information

Families will not enroll in out-of-school programs if they are not aware of them. To maximize participation in after-school, before-school, summer, and weekend programs, school and district administrators should make sure the school community, students, and families are aware of basic program information, including:

· The goals and benefits of the program, 
· What it offers to their child, 
· Where it is located, 
· What days and times it meets, 
· How much it costs, 
· Who to contact if they have questions, and 
· How to enroll.  
Administrators can use this tool to identify and organize the details to include in flyers or other informational program materials. Presentation and dissemination of this information should be tailored to the particular community. 
For each out-of-school program affiliated with the school or district, use the chart below to organize program information for dissemination efforts. Think about what information would be most important for parents to have when considering enrolling for a particular program.    
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Name of Program: 

	Location

	Is it located on or off the school campus? If off campus, where?
	

	If the program is off campus, is transportation provided?
	

	Where are classes held (e.g., classroom, library, computer lab)?
	

	Days and Hours of Operation

	What days does the program meet?
	

	Is it an afternoon, summer, or weekend program?
	

	What time does the program start and end each day?
	

	Cost

	How much does it cost to participate in the program?
	

	Is financial assistance available to families?
	

	How is the program funded?
	

	Targeted Students

	Who is eligible to enroll in the program?  
	

	Is the program mandatory for certain students? If so, who?
	

	Is the program specifically geared toward specific subgroups of students? For example:

· Certain grade levels

· Certain proficiency levels

· Students with disabilities

· English language learners 
	

	Contact Numbers

	If parents need further information, who should they contact?
	

	How should this person be contacted? (Provide multiple ways, such as phone and email, to cater to the differing needs of families)
	

	Signing Up

	If parents decide they would like to enroll their child in the program, what is the next step?  
	

	How does the enrollment process work?
	


	Name of Program: ______________________________________________________________________________

	Services Provided

	In what academic subjects does the program provide help?
	

	Does the program offer the following?

· 1-on-1 tutoring (If so, who is eligible for these services?)

· Homework help

· Interventions for English language learners (If so, what kind of interventions?)

· Interventions for students with disabilities (If so, what kind of interventions?)

· Literacy interventions (If so, what curriculum is used?)

· Math interventions (If so, what curriculum is used?)

· Enrichment classes (If so, what?) 

· Field trips

· Sports

· Health/wellness

· Hobbies

· Art

· Personal/social skills development
	

	Program Goals 

	What are the goals or objectives of the program?
	


	Name of Program: ______________________________________________________________________________

	What are the program benefits? What will the child gain through participation? For example:

· Increased engagement in school

· Improved academic performance

· Enhanced relationships with teachers and other caring adults

· Higher levels of confidence

· Improved attendance in school

· Reduced discipline and behavior problems

· Increasing family communication about school

· Increased community involvement

· Healthy development
	

	Program Staff

	Who will be interacting with the child? What are their qualifications?  
	

	Will the child’s regular daytime teacher(s) be involved?
	

	What information can you give parents to put their minds at ease about who will be spending time with their child?
	

	Family Involvement

	How can parents become involved in the program?  
	

	Does the program offer any of the following?

· Parent meetings

· Parent education 

· Workshops
· Volunteer opportunities for parents
	


 Plan Your Advertisement Efforts

School and district administrators can use the chart below to consider the best ways to share information about the school or district out-of-school programs with students, parents, principals, teachers, and the community at large. Not every dissemination strategy is suitable for every community. For each idea presented in the left column, note whether the idea is appropriate and, if so, identify action steps to implement the idea.  
Insert rows to include additional ideas. Keep in mind that if the school or district has a large population of English language learners, it may be necessary to disseminate information in multiple languages.  

	Name of Program: 

	Dissemination Effort
	Action Steps

	At the community level

	Create a flyer to distribute to families
	

	Ask community service organizations to discuss the program with families they serve 
	

	Place notices in local newspapers
	

	Have a Provider Fair where each program can have a booth and leaders can answer questions about the program
	

	(add ideas here…)
	

	At the school level

	Mail or send home to parents a letter or brochure describing the program
	

	Pin up notices on school bulletin boards
	

	Have an information booth available at school events
	

	Place announcements in the school newsletter
	

	Schedule family nights (e.g., family literacy or family math night) at the program facility
	

	Distribute flyers at parent organization meetings
	

	Ask school staff (e.g., a parent liaison) to make phone calls to parents about the program
	

	Make public announcements at school events (e.g., sporting events)
	

	Create a program website
	

	Provide incentives for participation
	

	(add ideas here…)
	

	At the classroom level

	Ask teachers to make announcements in their classrooms
	

	Work with teachers to identify and target students who might especially benefit from the out-of-school program
	

	(add ideas here…)
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