
Annual Title I Meeting: Facilitated Discussion
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:
· Round tables and chairs spread out across the room*

· Chart paper 

· Markers

· Screen/Projector/Computer for PowerPoint slides

· 1 large group facilitator

· 1 time keeper

· 5-10 small group facilitators (staff members or parent leaders)*

· Copies of questions for the different table topics 
· Bell or other alarm (optional) 

· Evaluation 
· Light Refreshments/Childcare/Transportation (optional)

*Note: If you expect more than 50 parents at your meeting, you will want to split up the topics and add more tables, or duplicate topics so there are two sets of tables for each topic. You want your parents to feel comfortable to ask questions, and you may not want more than 10 parents in each group.
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: 2 hours

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. 
Facilitated Discussion Guide:

Welcome and Explanation of Event (20 minutes):

Greet families and introduce yourself and other staff members.

Suggested language:

“Good evening (morning)! We would like to welcome you to our Annual Title I meeting and thank you so much for coming. We have childcare in Room #, if you haven’t taken your children there yet, you can do so after I finish explaining what we’re going to talk about tonight/this morning. There are a few refreshments in the back of the room; please help yourself. We want tonight/today to be casual and for you to leave with some great information about Title I as well as information families should know about our school and how to help your child. Before we begin our small group discussion, I’d like to give you a little background information regarding Title I.” 

With the large group discuss: 
· The definition of Title I;

· The school’s participation in Title I;

· Title I school funds; and

· Title I requirements. 
Use slides from the “Annual Title I Meeting Template” (found within the Parent and Family Engagement Resources folder in TDOE Resources) as appropriate.
Introduce your facilitators:

Table 1 – “(Name) will discuss the school improvement plan and our school’s goals”
Table 2 – “(Name) will discuss curriculum, standards, and assessment.”
Table 3 – “(Name) will discuss Parent and Family Engagement Funding and Policies.” 
Table 4 – “(Name) will discuss School-Parent Compacts.”
Table 5 – “(Name) will discuss parent and family engagement opportunities at our school.”

Note: Rearrange, change, add, or delete table topics as needed to fit your group’s needs as long as you still cover all the necessary Annual Title I meeting requirements.

“You will have 14 minutes at every table. The staff person or family leader I just introduced will talk to you briefly about the topic at that table. We then want you to discuss the topic and ask questions. There are markers and paper at every table. Please feel free to write notes or questions on the paper. Be as creative as possible - we want this to be fun and interactive meeting! I will ring the bell after 14 minutes, and then you will have 1 minute to move to the next table with your entire group. We’ll keep doing this until you visit all of the tables. Let’s number off.” 

Begin counting off and assigning participants a group number (1-5): 

“All of the #1’s can you please go to table one, all of the #2’s can you please go to table two, etc.”
Small Group Discussion (90 minutes):

Instruct table facilitators to provide the information on the table topics succinctly, leaving time for discussion at each table. Each topic should take no more than 5 minutes to explain. Facilitators should be encouraged to keep their comments neutral, refraining from opinions. Provide facts and information, and explain challenges the school may have, but let parents conclude their own opinions.

Closing (10 minutes):

“We’d like to thank you for coming tonight. We hope you found the information helpful and that you had a chance to meet our staff and other families from the school. We have some flyers at the back of the room that will provide you with more information on some of the topics you discussed. Please feel free to ask us questions about Title I throughout the school year and know that the staff is always available to help and support you and your children.

Provide parents with a contact sheet for the school/district that lists who to contact when they have questions about particular topics.

“We also have an evaluation sheet (copy on bright paper) that we’d like you to fill out to help us improve this event in the future.” 

Provide parents with a copy of the evaluation as their ticket out the door.
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:

As a large group, we will discuss:

· What is a Title I school?

· What are my rights as a parent or family member?

· How does our school use Title I funds?

Then we will break up into small groups and discuss the following in more detail:

· Table 1: The SIP and our school’s goals

· Table 2: Curriculum, standards, and assessment
· Table 3: Parent and family engagement funding and policies
· Table 4: School-parent compacts

· Table 5: Parent and family engagement opportunities at our school – how can I be involved
?

Finally, we will come back together as a large group to discuss:

· who to contact with questions, suggestions, or concerns;
· remaining questions; and
· meeting evaluations.
We want to make sure you leave the meeting informed about the Title I program as well as the opportunities the school provides to be engaged in your child’s education. Please feel free to ask questions and share your thoughts throughout the meeting.
Thank you for your participation!
Insert School Logo Here
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