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Organizers: Take Action!
Getting Involved in School Improvement
These steps are part of every school improvement process. Remember: This is your 
school community � You can be a part of every step! 

Check out our fact sheet on  
Needs Assessments

Check out 
Improve Your 
School: What 

to Advocate For?

Check out Improve Your 
School: Where to Write it Down

Check out Examples of 
meaningful engagement in 
action from New York, Ohio, and 
Masschusetts

For a deeper dive with school community members, check out our fact sheet: School Improvement Under ESSA
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What you need to know about The Every Student Succeeds Act 
→� The Every Student Succeeds Act, or ESSA, is the United States� national law for public education from 

pre-K though grade 12.

→� ESSA impacts school improvement, which is the process of learning about a school community and 
working toward equity for all students.

→� District and school administrators lead the school improvement process, but you can take a leadership 
role and a�ect their decisions!

What is Equity?
Equity means ensuring that students have access to the things they need in order to succeed.

Students are leading inspiring actions to promote equity in schools. You can too!
→� Revise your school�s or district�s disciplinary rules to focus on restorative practices, empathy, and 

relationship-building, rather than suspension or other harsh punishment. 

→� Organize your district or your entire state to have student feedback inform teacher evaluation and 
school curriculum.

→� Work with your adult allies to edit your school�s needs assessment. A needs assessment is your 
school�s way of finding out what their community needs � like a questionnaire or survey. Make sure 
that it includes student voices!

Students: Take Action on ESSA! 

Use this worksheet to start thinking about 
how you can get involved in decisions that 
a�ect you and your peers under the ESSA.

Equality Equity Justice: No Barriers
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Parents & Families: �Your Community Needs You!

Get Involved in ESSA!
What is ESSA?

→� The Every Student Succeeds Act is the United States� national policy for public 
education from pre-K though grade 12.

→� This law is the main way that the federal government provides education 
funding to states - specifically to support students from low-income families. 

→� ESSA also provides states with funding to support students, teachers, and 
schools [e.g. parent engagement, services for low-income students, English learners, and students with 
disabilities (and/or students with Individualized Education Plans, or IEPs)].

→� ALL families can a�ect what ESSA means for kids by getting involved in school improvement planning!

A Civil Rights Legacy
ESSA is an updated version (re-authorization) of a law passed during 
the Civil Rights Movement in 1965. This law, which gives federal 
funding to schools for children in low-income families, exists today 
because parents, families, and communities organized to advocate 
for better support and protection for our nation�s children.

The law began in the living rooms, community centers, churches, and 
school houses of communities like yours. We hope you will join us to 
continue the tradition of local involvement in support of our kids.

2015
ESSA 

Passed
States wrote 
ESSA Plans

School Improvement 
Planning

2016-17 Starting Summer 2018

Now you know!�
ESSA replaced 
the No Child Left 
Behind Act (NCLB) 
in 2015.
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What Does An Engaged 
Community Look Like?
The whole school community must be involved in and lead education policy implementation e�orts. Use 
this set of community goals to get started with a vision of what meaningful engagement looks like to you!

2. Community Participation is Inclusive
Those who are involved in administration and decision-making must reflect the political, racial, income/
wealth, language, gender, sexual orientation, and cultural diversity of the school community that they serve.

Ensure that:

�	 Administrators invite participation
�	 Community members take leadership roles
�	 Processes are transparent
�	 All community members collaborate with compassion
�	 There is time made for feedback

�Imagine this: A community comes together to set a vision for its public schools. In local libraries, neighborhood 
associations, school cafeterias, and places of worship, families sit down together and share their hopes and dreams 
for their children... Together they talk about what they love about their schools and what they�re worried about. They 
articulate their long-term vision for success � not just for their school or school system, but also for their young 
people.�

- Read more at TNTP.org/Walking-Together

How can I speak up, and make my 
voice heard? 
How can I lift up the voices of those 
whose, thus far, have been left out? 

Ask Yourself:

____________
(fill in your own!)

____________

Competence

hard work, the right 
resources, and safety

Integrity

follow-through on 
agreements and 

feedback

Compassion

go the extra mile to 
support students

Respect

a culture of listening, 
participation, and 

genuine care

1. Communities Build Trust
School communities must deliberately build trust in order to support student success and dignity.  
A system of trust includes:
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School Improvement Under ESSA
Use this handout as a backgrounder for organizers and community members to understand 
the facts about school improvement under ESSA, and what it means for your school.

State Decisions
�	 Your state has recently made decisions � written 

into their state ESSA Plan � about how to evaluate 
all public schools, including public charter schools. 
Some states are using a grading system to rate 
schools, for example, an A-F scale.

Identi�cation of 
Underperforming Schools 

�	 States are required by law to identify the schools 
that are �lowest performing,� and schools where 
subgroups of students are performing at that lowest 
level or are �consistently underperforming�. 

�	 The law says that your state must categorize these 
schools as in need of either �Comprehensive 
Support and Improvement� (CSI), �Targeted Support 
and Improvement� (TSI), or �Additional Targeted 
Support and Improvement.� (ATSI) These schools 
might be �F� schools if the state uses a grading 
system. If your school is identified as CSI, TSI, or 
ATSI, the school is required to notify you.

School Improvement
�	 For all schools, the state is required to describe how the state system of 

education agencies (districts, regional o�ices, charter managers, etc.) 
will support your school with resources. These resources could include:

�	 in-person trainings for changes in discipline practices and other topics  
�	 partnership with an outside consultant or nonprofit organization
�	 online materials for teachers and administrators

�	 All schools, even those that do not receive any federal funding, have 
budgets that should be driven by local priorities and that support 
programs that serve school communities. These priorities and programs 
are called school improvement strategies. 

�	 Depending on how the state evaluates or rates your school, these school improvement strategies are 
likely limited by requirements set by the state or district. Typically, high-achieving schools have the 
most flexibility and struggling schools must implement school improvement strategies determined by 
the state or district.

What is a Tiered System of Support?
Support can mean materials, expert partners, 
money, training, etc. Sometimes states o�er:

�	 one set of supports to all schools (e.g. a 
training manual available for download online), 

�	 an additional set for the schools that are below 
average (e.g. access to a set of training videos), 
and 

�	 a third, additional set of supports for the 
schools that are struggling the most (e.g. on-
site, in-person training). 

This tiered system of support o�ers di�erent levels 
of support based on need. 

What is Your State�s System? 
Find out more about your state�s system of 
supports for school improvement by checking 
your state education department�s website or by 
contacting your school�s leadership team, local 
school board, or district administrator.

Check out the Organizer�s 
Packet for more!
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Get Involved
As a stakeholder, 
you can inform a 
needs assessment 
by working with 
your school 
administrators 
to add questions, 
�ll it out, help 
to analyze the 
results, and/or 
communicate out 
what is learned to 
your community. 

Student Assessment
A key component that connects a curriculum to 
standards is an assessment � a test: have students 
learned what they needed through the curriculum in 
order to meet the standards?

Inputs/Outputs
An input is something that contributes to the learning 
and success of a student, like curriculum, e�ective 
teachers, and access to healthcare, arts programs, 
and extracurricular opportunities. Outputs are 
indications of student success, like scores on a test or 
responses to a school climate survey. 

School Climate
School climate refers to environment, including 
whether students are safe, learning, and respected; 
teachers are supported; and families are actively 
involved. It is o�en measured by survey but can also 
refer to specific measures like student suspension/
expulsion rates and/or teacher absences.

Needs Assessments
Use this handout to support a meeting around your local needs 
assessment, or to help community members begin thinking about 
information as a tool for action!

What is a Needs Assessment?
�	 To learn more about what a school needs to better support students, school 

and district administrators sometimes conduct a �needs assessment.� 
This is a set of in-depth questions about school environments, teachers and 
sta�, extracurricular programs, coursework, and other information. Needs 
Assessments are required for all schools identified for school improvement 
under ESSA and are a best practice for all schools wanting to improve.

How do Schools Gather Equity Information?
�	 There are many ways that school and district o�icials and administrators 

gather information about students and the personnel, programs, and 
policies that support them, including rubrics, open-ended questions and 
storytelling, surveys, and in-person conversations.

�	 Help your school and school community learn more by collecting and 
sharing the right information: information should include both outcomes 
and inputs so that you know both where there is need and what might be 
able to fill that need.

Key Terms:
Standards and Curriculum

Academic standards describe outcomes for 
students: what should students know at the 
end of 3rd grade? Curriculum is a set of inputs: 
what will the teacher and students do together 
in order for students to learn the standards?

Indicators
Indicators are pieces of information about 
students and schools that let us know how they 
are doing and are used by the school, district, 
and state to inform decisions. Under ESSA, 
some indicators are required, including student 
performance on tests, but can also be non-
academic information like school climate.

Data
Indicators are measured through the collection 
of data. Sometimes this data is straightforward, 
like scores on a test, but o�en the simplest data 
is the least useful for understanding not only how 
students are doing, but what they need in order 
to do better, like whether kids feel safe in school. For more Key ESSA Terms, check out the Glossary
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School Report Cards
Use this handout at a meeting on your school�s report card, along with examples from 
your state�s education department or school board website!

What is a School Report Card?
�	 School report cards are similar to your student�s 

report card, in that they show information about 
how your school is doing. 

�	 School report cards are based on data and 
information on students, the teachers and sta� 
that work at your school, and other things about 
the school�s culture or the opportunities it 
provides to students.

Where does the information come from?
�	 States get information from districts and charter programs, who get their data from the schools 

themselves. If you want better or di�erent information, you�ll need to talk to your state representatives 
and your school leadership.

Where can I �nd my school report card?
�	 School report cards are all hosted online on your state�s education agency website. Search �(your state) 

school report card� and it will likely be the first link you see. 
�	 You can also call your school or district o�ice and request a printed copy. They are required to provide it!

Who can help me understand  
my school report card?

�	 School report cards can be di�icult to read. The 
first step is to find the report card and talk it 
through with a peer or other trusted advocate. 

�	 Next, go together to meet with a school sta� 
member - either a teacher, school site council 
member, or your school principal in-person. Ask 
them to walk you through the information on the 
report

�	 National organizations can also help! Check 
out Great Schools! at greatschools.org/gk/
ratings and the Data Quality Campaign at 
dataqualitycampaign.org

Want to Know More?
Check out the Data Quality Campaign�s website!
dataqualitycampaign.org/showmethedata
There you�ll �nd information about:

�	 what states SHOULD be sharing, 
�	 what to advocate for and how, and
�	 how to read your school�s report card.

You can also �nd information in Education Data 101

What you learn will help you push for change. Use the 
information in your school�s report card to empower 
your voice!

Sample fro
m Ill

inois
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Opportunities to Promote a Positive School 
Climate in the Every Student Succeeds Act
Use this handout in a meeting on school climate with community members, or to 
support improved school climate as an ESSA school improvement strategy.

Measures of School Quality (Indicators)
�	 ESSA requires states to use at least four di�erent measures to determine 

how schools are performing. These measures are called �accountability 
indicators� and include test scores and graduation rates. 

�	 States have the option to use school climate as one of the indicators of 
school quality.

�	 Selecting school climate as an accountability indicator can help states 
make sure that unfair discipline practices that target certain groups of 
students (e.g. students of color) are addressed. 

�	 States can measure the quality of school climate by using discipline 
data (e.g. how many and which groups of students are suspended every 
year) and school climate surveys completed by students and parents. 

�	 States that select school climate as an indicator of school quality 
should develop a definition of positive school climate to incorporate in 
their state plans.

Supporting Districts
�	 ESSA requires states to describe how they will support districts to improve conditions for student 

learning in their state plans.
�	 This includes reducing: 

�	 bullying and harassment;
�	 school discipline practices that remove students from the classroom; and
�	 practices that may threaten students� health and safety. For example, isolating students from 

others and physically restraining them.

�	 States should provide districts with funding and other resources to support them in using alternative 
discipline strategies, such as restorative practices that help students address conflict in a positive way.

State Plans CAN 
Change
States have already 
decided what their 
accountability indicators 
will be. However, states 
can make changes to 
their plans through an 
amendment process. It�s 
not too late to push for 
the indicators you want to 
see in your state�s plan!

The Dignity in Schools Campaign (dignityinschools.org) envisions an 
educational system where all schools work toward preventing trauma, 
repairing harm and promoting healing, and reject a culture of punishment, and 

criminalization that fuels the school-to-prison pipeline by pushing students out of the classroom and into the juvenile 
and criminal justice systems. In this vision, all schools provide equitable resources � resources like funding, support 
sta�, or positive school discipline interventions. For more, check out their resources: dignityinschools.org/take-action/
every-student-succeeds-act-essa/. In particular, check out The Model School Code on Education & Dignity � a set of 
recommended policies to schools, districts and legislators to help end school pushout and protect the human rights to 
education, dignity, participation and freedom from discrimination.
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Opportunities to Support  
Early Learning in the  
Every Student Succeeds Act
Use this handout at a meeting on early learning 
with community members, or to support early 
learning as an ESSA school improvement strategy.

ESSA & Early Learning
�	 High-quality intervention and education that begins 

in the first five years and is maintained through the 
early elementary years can combat achievement gaps 
that might otherwise begin before children enter 
kindergarten and sustain as they move throughout 
K-12. 

�	 Under ESSA, several sources of funding can be applied 
to early learning, including:

�	 facilities (classrooms, school spaces)
�	 educator development and support
�	 innovative learning strategies for English learners and children with disabilities
�	 improved data systems for young learners
�	 expanded access to high-quality early learning opportunities
�	 improved transitions into kindergarten
�	 engagement of families and community members (check out Title IV Child-Parent 

Centers! talk to your principal to get more information)

�	 Many school districts provide early learning directly, and all districts can partner with local 
early learning providers to share information about children and families, align standards 
and expectations, coordinate professional development and supports, and implement 
systems that support the transition into kindergarten. 

Building Bridges from Birth to K-12
�	 Creating an aligned system of supports for children and families across 

the early years and grades means supporting families and young 
children through not only access to childcare and early learning, but 
also through connection to K-12 public education systems that make 
sense.

�	 All families � including those with young children � are 
a�ected by ESSA, and therefore all families can and should be 
involved in the process of improving schools.

More Resources:
�	 What Early Learning in ESSA Can Look 

Like for States and Districts from the 
First Five Years Fund at �yf.org/resources

�	 School Improvement Starts Before 
School and School Improvement: Don�t 
wait until third grade, blogs by Elliott 
Regenstein from the Ounce of Prevention 
Fund. More resources at theounce.org
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What Does ESSA Provide Funding For?

Adapted from The Leadership Conference Education Fund�s ESSA Guide for Advocates (2017)

ESSA is organized into eight �Titles,� each containing a set of requirements that states 
and districts must follow in order to receive the funding that is allocated to each.
The majority of ESSA funding is given from the U.S. 
Department of Education to states, and the total amount 
given is determined by Congress each year in the federal 
budget. Learn more about this process and what funding is 
available for your school by speaking with your district or 
charter administrators.

Title I of ESSA  
The first major chapter of the law, which 
includes the bulk of funding for school districts 
and schools and which contains the majority 
of the law�s accountability and reporting 
requirements. Title I funding is targeted to 
serve low-income students. 

Title II of ESSA  
This chapter is focused on teacher quality and 
support for teachers. 

Title III of ESSA  
This chapter provides funding and requirements 
related to English learners. 

Title IV of ESSA 
This chapter provides funding and requirements 
for other areas of student support, including 
extended learning, a�erschool programs, 
supportive school climate, well-rounded 
education, charter schools, and magnet 
schools. 

Title V of ESSA  
This chapter provides additional requirements and 
limitations of the U.S. Secretary of Education, funding 
for rural schools, and rules governing the combining of 
federal funding. 

Title VI of ESSA  
This chapter provides funding and requirements 
related to American Indian, Alaska Native, and Native 
Hawaiian students. 

Title VII of ESSA  
This chapter provides funding and requirements for the 
Impact Aid program, which compensates districts for lost 
[revenue] due to federal lands, and includes requirements 
for serving youth experiencing homelessness through the 
McKinney-Vento Homeless Assistance Act.

Title VIII of ESSA  
This chapter includes general requirements which 
govern the law overall, including which provisions may 
be waived by the U.S. Department of Education and 
restrictions on the U.S. Secretary of Education�s authority.

Keep in mind that funding is not the only 
resource you need to succeed! People, time, 
and strategic decisions can help support 
changes at your school on a tight budget.

Federal funding (including ESSA) only accounts for about 1/10th of your school�s budget. The rest of the funding that 
keeps your school doors open comes from state and local funding and funding from grants and donors. 
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Local

Your 
School

Regional, County, or Area 
o�ces of Education

Local Education Agencies 
(Districts, Charters)

School Board

State Board of Education

State Dept. of Education

Governor�s O�ce

State Legislators

U.S.

State
U.S. Dept. of Education

U.S. Congress

Who A�ects Policy in Education?
Use this handout as a backgrounder or meeting material for community members who 
are looking to better understand the governing structures that support their schools.

U.S. Administration
�	 Who: The U.S. Department of Education, Congress
�	 Access Point: The U.S. Department of Education is responsible for the correct implementation of ESSA. 

You can contact the Department at (800) 872-5327 (multiple languages) or by asking a question at 
answers.ed.gov. You can also write to, visit, or call your representatives to express your opinion about 
new legislation. Find their contact information at house.gov/representatives and senate.gov.

State Administration
�	 Who: State Department of Education, O�ice of Public Instruction, Board of Education, Governor�s o�ice, 

and state legislators (state Senate and House of Representatives).
�	 Access Point: Call, write, or visit your state representatives to learn more and express your opinion. 

Attend town halls, open meetings, and listening sessions hosted by state leaders. 

Local Administration
�	 Who: Regional, county, or area o�ices of education � Local education Agencies (e.g. districts) � Schools
�	 Access Point: Request a meeting with your 

principal, district superintendent, or regional 
o�ice representative to learn more and 
express your opinion. 

Charter Schools, 
Networks, and 
�Authorizers�

�	 Who: Charter school leaders, 
national charter networks, 
Charter Management 
Organizations (CMOs), and 
state charter authorizers

�	 Access Point: Get in 
touch with the principal 
or leadership team at 
the charter school via 
email, on the phone, or 
in-person, or contact an 
authorizer (found on your 
state agency website) or 
national o�ice.
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How to Help Your Administrators 
Better Engage with You
Here is a list of recommendations that you can share with school and district 
administrators to promote greater community involvement.

Reach the Unreached
Prioritize the needs, participation, and leadership of communities that have historically 
been marginalized and underserved by political decision-making processes.

�	 Conduct leadership training: Develop leadership trainings for school sta� and the broader school 
community to grow existing and emerging leaders. For example, hold diversity and inclusion trainings 
for school administrators, families, and community groups.

�	 Start with a question: Begin by welcoming families and communities and inviting input, rather than 
beginning with workshops, information sessions, or take-home pamphlets. It can help to enlist the 
support of trusted messengers like widely known and liked family members, community organizers, 
teachers, and students themselves.

Show Your Work
Make your decision-making process transparent: all communities should be able to easily 
see when and how to participate, as well as how participation is valued and has real impact.

�	 Gather trusted information: Invest in evaluation and data e�orts that include community members, 
researchers, and data experts: it is essential that decisions are made based on accurate and relevant 
information. For example, enlist the support and leadership of trusted families and community 
members to collect this information (e.g. conduct a school climate survey).

�	 Check for understanding: A�er input sessions, leadership team meetings, and other events, enlist a 
few leaders to make sure that the information learned and decisions made were accurately reflected in 
the notes and follow-up action.

Stick With It
Engagement e�orts must begin at the earliest planning stages, continue throughout 
implementation in structured, regular ways, and occur at all levels (federal, state, and local).

�	 Invite di�icult conversation: Do not sidestep the hardest conversations; conflict is healthy and 
addressing di�icult issues is essential for breaking down the biggest barriers to trust, collaboration, 
and success. This might mean conducting a survey among teachers and families to learn more about 
grievances and holding a school-wide learning session where teachers and families are able to talk 
through their concerns in person with each other and school leadership. These conversations can 
benefit from outside moderation. 
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Improve Your School: 
What to Advocate For
How can school and district administrators change our communities and schools to better 
o�er students what they need and support their success? Here are a few ideas that you can 
advocate for with your school and district administrators:

School Teachers and Sta�:

�	 Communities help hire sta�: Write job descriptions/hiring materials 
in collaboration with parents, students, and school sta� (e.g. principals, 
teachers, counselors, custodians), and involve parents and students in 
interviews

�	 Community helps train sta�: Create a training program for new hires that 
includes conversations with families, students, and leaders; and make 
peer/community mentorship mandatory for new hires to make sure new 
sta� are supported and integrated into the community

�	 Content and �culture� training: O�er additional professional 
development and training for sta� around content and culture that 
includes families, students, and other school community members

�	 Hire new sta�: Hire new sta�, like counselors, social workers, bilingual 
teachers, special education educators, coaches, family engagement 
coordinators, internship coordinators, college and career advisors, and 
health professionals (nurses, psychiatrists, nutritionists)

New and Di�erent Learning Opportunities for Students:

�	 More and di�erent classes: Add additional courses to the schedule for 
all students (e.g. performing and visual arts, psychology, civics, coding/
computer programming, economics, sexual health)

�	 High-level classes: O�er and support student access to advanced 
coursework, such as online college credit courses or Advanced Placement 
(AP) courses

�	 Internships, field-trips: Connect with community businesses or nonprofit 
organizations to o�er internship opportunities or o�-site educational 
experiences (field trips to museums, factories, aquariums, libraries, etc.)

Use this when you �Make a 
Plan� - See the Organizer�s 
Packet, page 7, for more
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Improve Your School:  
Where to �Write it Down�
Use this page to learn what plans you can a�ect, and who in the education 
community is responsible for those plans. Use this on Step 4 of the School 
Improvement Cycle: Write it Down!

Check 
out The 
Organizer�s 
Packet for 
more on 
the school 
improvement 
process

School principals and charter school directors are typically 
those in charge of school handbooks, websites, mission 
statements, and other school-level decisions

Targeted Support and Improvement Plans are written by a 
school-level team, including the school principal

Most ESSA funds are distributed to states. LEAs (charter 
schools, districts, regional o�ices, or other local education 
agencies) then apply to the state for these funds. Work 
with the district Federal Programs O�icer and/or district 
Superintendent on these applications.

Comprehensive Support and Improvement Plans and Local 
Consolidated Plans are written by a district-level team, 
including the district Federal Programs O�icer

School budgets are typically written and/or approved by the 
local school board, district leaders, or charter school directors

Required needs assessments are provided by the the district 
o�ice. Your state education agency may provide a template.

State ESSA plans, which include standards and assessments, 
are written and approved at the state level by the Sate 
Education Agency (SEA). 

Work with the state superintendent�s o�ice, the Governor�s 
o�ice, or state legislators to make changes to the state ESSA plan

Grant-making organizations can be found at the national 
level, state level, and locally

What Can I Change? Who do I Work With?

With My District

With My School

With My State

With Philanthropy

The Comprehensive Support and 
Improvement Plan (for schools that 

are struggling overall)

School Budget

Targeted Support and Improvement 
Plan (for schools where certain 

students are struggling)

The School Mission Statement 
or School Handbook 

The Local Consolidated Plan 
(District Funding Application 

under ESSA)

Needs Assessment

Standards or assessments 
(state level decisions)

State ESSA Plan

Grant applications 
(private or non-profit)
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Template: Letter to Decision-Makers
Use this template to write to your school principal, school board member, district 
o�ce sta�, superintendent, or other local o�cial. You can also use this as a script for 
calling by phone or writing an email.

Open with a 
statement of how 
you are connected to 
the school and why

Remind them that 
they are required to 
help you participate 
under the law!

Don�t forget to give them a way to contact you!

Talk about the issues that matter 
most to you! Tell your story to 
show why this matters to you.
Some examples:

�	 School discipline
�	 Good Teachers
�	 Classes that interest your child
�	 Afterschool programs
�	 Support for students with 

disabilities
�	 Support for English learners

Check out Improve Your School: 
What to Advocate For for more 
ideas!

[Recipient name & address]

Dear [recipient name]:

I am a [parent/guardian/community member] at [name of school]. 
I care about [my child�s/ our children�s] education and I want to be 
involved in making sure they get what they need.

I�m writing to find out how I can be more involved in e�orts to implement 
the Every Student Succeeds Act (ESSA) at our school. Every child deserves 
the chance to get an great education, and I�m excited that ESSA gives us 
all an opportunity to think about how to make that happen. 

ESSA requires states and schools to give parents and community 
members a way to participate, and I want to be involved.

In particular, I�d like to be involved in how our state and school will be 
handling [issue that�s important to you]. 

This issue is important to me because [tell your story!].

As a [parent/guardian/communtiy member], I know how important it 
is to be involved in helping students succeed. I look forward to hearing 
from you about how I can be involved in the ESSA process.

Sincerely,

[Your name] 
[Your contact information]

School Leaders: Who to Talk/Write to
�	 School Principal
�	 Union Representative
�	 School Site Coordinator

�	 School Board Members
�	 District Superintendent
�	 District Title I o�cer

Find the contact information you are looking for on your school or district�s website, by calling your school 
administrator�s o�ce, by asking your child�s teacher, or by asking a local community organization for help.

�	 District �School Improvement� Team
�	 Governor�s O�ce Education Policy Director
�	 Education Nonpro�t Policy Directors

Check out Improve Your School: 
What to Advocate For for more 
ideas!
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How to Make Your Meetings Accessible
All meetings should be sensitive to the needs of the people who will participate. In 
order to promote greater representation from your community, consider the following 
suggestions for how to make meetings more accessible to all, and ask school and district 
administrators to ensure that they do everything they can!

The Checklist
√� Target outreach to those whose voices o�en go unheard
√� Make informative materials available:

�	 Ahead of the meeting (including questions to consider)
�	 In multiple languages and formats in consideration of varied levels of literacy and proficiency
�	 In a format that is easy for all stakeholders to understand
�	 Online

√� Host events in a central location that is accessible to people with disabilities [see the Americans 
with Disabilities Act (ADA)], with transportation assistance
�	 We recommend hosting events in places where community members feel safe. Consider that 

school grounds may not be the best choice
√� Invite interpreters, including American Sign Language 
√� Provide food, and include options for those with dietary 

restrictions
√� Hold multiple meetings, held at times when families and 

teachers can attend
√� Provide childcare
√� Provide access to homework help at the meeting
√� Send out multiple reminders via email, text and on paper
√� Record and/or live-stream the event
√� Where money is available, o�er to financially support travel
√� Ensure that multiple experts on the issues are present, with 

time for Q&A

Moving Forward
Provide a platform to continue to engage with the issues following the 
meeting (e.g. a website and email for questions). You may also consider 
providing a physical place for stakeholders to go to provide ongoing 
input (e.g. Parent Center).

All Are Welcome
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Sample Meeting Norms
Meetings with families and community members are all opportunities to build greater trust 
and a lasting, informed, and involved community. Take every opportunity to do it right!

What are Meeting Norms?
�	 Meeting norms are ways that your group agrees the meeting will go, how participants will behave, and 

what you hope to get out of the event. 

How to Use Them
�	 Begin meetings with students, families, and community members by o�ering a few basic meeting 

norms for all members to follow and ask for community input to complete the list. 
�	 This list should include norms for how you will engage together during this meeting and should 

be flexible to meet the needs of the community members in the meeting.
�	 Meeting norms should be written in large text and remain visible throughout the meeting.

Sample Norms:
�	 We will treat each other with respect
�	 We will be present both physically and mentally
�	 We will ask questions when in doubt
�	 We will encourage the participation of all participants
�	 We will keep what is said anonymous, unless otherwise specified
�	 We will be sensitive to di�erent perspectives and experiences
�	 We will keep to our agenda, and finish on time
�	 We will take notes and share back what we hear with the group

Check out Learning 
Forward�s tool for 
building meeting 
norms for more, at 
learningforward.org!
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Sample Meeting Exit Survey
Use this survey at the end of a meeting to learn more about how it went for those who 
participated so that you can learn more going forward. Modify it to suit your needs.

[Your Event Title]
[Date & Time]

Please fill out the following questions so that we can learn from you and improve going forward.

Name (optional):
Contact (optional):

On a scale from 1-5,�how engaged did you feel in this activity/meeting?
   	 1	 2	 3	 4	 5	

What part(s) of the conversation and/or material were most useful? Why? 
 
 

What part(s) of the conversation and/or material were least useful? Why? 
 
 

What is one thing you learned today? What is one thing you still want to learn/know?
 
 
 
Would you be interested in following up with us or doing more in the future?
   	 yes               no 
 
Any additional comments?
 
 

Thank you for participating!
































