
Annual Title I Meeting: Traditional Format
Suggested Protocol and Agenda
What is required?

The annual meeting should address, at a minimum:

· an explanation of the Title I, Part A program, including:
· whether the school participates in a schoolwide or targeted assistance program and the requirements for the selected program,
· an explanation of the school’s curriculum,

· information on the forms of academic assessment used to measure student progress, and

· information on the proficiency levels students are expected to meet;

· the Title I, Part A 1% set-aside and the families’ role in determining the distribution of funds;
· the district Parent and Family Engagement Policy;
· the school Parent and Family Engagement Policy;

· the School-Parent Compact;

· the right of families to be involved in the school’s programs and how they may do so; and
· the right of families to be given the opportunity to participate in regular meetings to formulate suggestions and to participate, as appropriate, in decisions about the education of their children (the school must respond to any such suggestions as soon as practicably possible). 
What You Will Need:
· Facilitator 

· Time keeper

· Other key staff as needed
· Chart paper 

· Markers

· Screen/projector/computer for presentation slides or visuals

· Light refreshments/child care/transportation (optional)
Documenting Your Work:

Be sure to document that the meeting took place. Maintain an annual record of:

· meeting invitations and announcements (flyers, emails, phone logs, etc.);

· sign-in sheets with date, time, name, and participant’s title;

· detailed meeting agendas; and

· minutes from the meeting, including the suggestions and responses of families.

Length of Workshop:

1.5 hours, which will allow time at the beginning and end of the meeting for families 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 that families feel welcomed and informed, so do not rush through the information or fail to take questions.
Guide:
Consider the agenda following this page, allowing time for welcoming comments and an “icebreaker” at the beginning, as well as questions and sharing of contact information at the end. It is suggested to spend:

· 25 minutes on agenda items 1-6;

· 10 minutes on agenda items 7-8;

· 10 minutes on agenda items 9-10;

· 10 minutes on agenda item 11;

· 5 minutes on agenda item 12; and

· 15 minutes on agenda item 13. 
Facilitator Tip: 
To make the delivery of information more interesting, include families 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. 
Final Note:
To increase family attendance at the annual meeting, you may want to do more than the law requires. Some schools do this by making the focus of the meeting more fun for students and families (by showing off a school project, incorporating student entertainment, implementing 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 meeting. The annual Title I meeting may be conducted before or after a school event, but not embedded within an event in which families were not aware that the purpose of the annual meeting was to learn about the Title I program. The annual Title I meeting must stand alone and have its own meeting invitation, agenda, minutes, and sign-in sheet.
Additional Resources:

This suggested protocol and agenda correspond with an annual Title I meeting template and other resources, which can be found within the Parent and Family Engagement Resources folder in TDOE Resources. Districts and schools should carefully edit and personalize all resources for use in their own community and relevant content should be added as needed.
[Insert School Name]
[Insert Principal Name]
[Insert School Address]
[Insert School Phone Number]
Title I Annual Meeting
AGENDA
 [Insert Meeting Location]
[Insert Date of Meeting]
[Insert Time of Meeting]
During this meeting, we will be reviewing and discussing our school’s Title I program. We will cover the following items that are important to you as families:

1. What is a Title I school?

2. What are my rights as a parent or family member?

3. How does our school use Title I funds?

4. What is the SIP?

5. What are our school’s goals?
6. What is the 1% set-aside?

7. What is the Parent and Family Engagement Policy?

8. What is the School-Parent Compact?

9. What curriculum does our school use?

10. What tests will my child be taking?

11. How can I be involved?

12. Who can I contact to for help?

13. Closing and questions

[Add other topics as needed]
Insert School Logo Here
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