Parent Camp Planning Tool

Logistics
	Date:
	

	Time:
	

	Location (specific rooms needed):
	


	Task/Detail
	Person Assigned
	Time Line/Notes

	Facility reservation, set up and take down
	
	

	Outreach materials & dissemination 
	
	

	Creating and collecting pre-conference sign up from parents
	
	

	Childcare & student activities (plan and/or execute)
	
	

	Meals/refreshments
	
	

	Securing presenters and creating the agenda for the day
	
	

	Preparing parent materials
	
	

	Tech support day of event
	
	

	Parent sign in/name tags
	
	

	Student/child check in/ name tags
	
	

	Collection of parent surveys/raffle
	
	


Un-Conference Style Parent Presenters- Organized by Focus Area
	Safety
	Academic Success
	Health and Wellness

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Student Presenters- Group Students by grade & rotate through content/activity

	Group
	Session 1
	Session 2
	Session 3

	Child care and pre-k

(stays in one room)
	
	
	

	Kinder & 1st
	
	
	

	2nd & 3rd 
	
	
	

	4th & 5th 
	
	
	


Sample Schedule

· Registration/Breakfast: 7:30-8:30

· Welcome Session/Ground Rules: 8:30-9:15

· Session 1: 9:20-10:00

· Session 2: 10:05-10:45

· Networking/ Resource Fair Break 10:45-11:15

· Session 3: 11:20-12:00

· Closing /Call to Action and exit survey12:05-12:30
Helpful Tips

· For sessions presented by current and potential partners, consider having signup sheets available for parents who are interested in attending the class

· Give out Award certificates to parent leaders during the opening breakfast- public recognition for their service
· Have local service providers set up tables in cafeteria so that parents can connect with resources while breakfast is being served and during the break

· Connect with Shots for Tots to offer free flu shots for all

· Have a benefits specialist from Central Texas Food Bank present to talk about access to public benefits and make follow up appointments with parents for applying or renewing

· Invite a representative from the Austin Public Library to table on Youth Services and how to get a library card

· Seek out donations for door prizes to be raffled off at the end to encourage parents to stay for the duration of the event

· Have flyers on hand for all upcoming classes, meeting schedules and ways for parents to get involved with the Think Tank

· Enlist school day teachers to help provide the youth activities and childcare (extra duty pay may be available)

· Partners such as Phoenix House and Lifeworks can provide sessions for both parents and students on similar content.

· For turnout, ask parent leaders to each sign up 5 other parents to attend the conference, and ask each teacher to sign up at least 5 as well

· Ask a local business partner such as a credit union to provide reusable shopping bags for participants to receive at check in and carry their materials

· Work with the music teacher to set up a student showcase either during breakfast or at the end of the event to further encourage parent turnout
· Partner with Book Spring to do a book distribution to students the day of the event
