
                                                                                                              


CLARIFYING ROLES AND PLANNING THE GROUP MEETING
To enter information you must download and save to your own device. NOTE: change and add topics based on what is available in your community.

Step 1: Use the checklist below to brainstorm or clarify who will do what in your parent meetings. 
	Coordinator Tasks
	Person Responsible

	☐  Overall leadership and supervision in planning and on the day of the meeting
	Coordinator

	☐  Plan the group meeting using the planning form
	Coordinator

	☐  Observe and guide home visitors on the day of the event. Provide feedback afterwards.
	Coordinator

	☐  Network in the community and build up a base of resources for group meetings (this serves for referrals too)
	Coordinator

	With appropriate direction, support, and supervision, coordinators may delegate the following tasks to home visitors.
	Coordinator

	☐  Secure speaker/resource and materials to present at meeting
	

	☐  Secure materials for children’s activities
	

	☐  Create a calendar of group meetings for the year
	

	☐  Create flyers and other digital products for reminders
	

	☐  Set up the room and clean up afterwards
	

	      ☐  Analyze parent evaluations to present to staff at the next meeting
	




	Home Visitor Tasks
	Person Responsible

	☐  Inform and remind parents about the meeting
	

	☐  Touch base with parents who did not attend and communicate reasons to the coordinator (forms, database, in staff meeting)
	

	☐  Collect and integrate parent input for group meeting topics
	

	☐  Attend parent meeting and collaborate with set up, presentation, clean up as discussed in team meeting
	

	☐  Keep an eye out for possible community resources/speakers to share with coordinators as possible parent meeting topics
	

	Volunteers / Partnerships
	Person Responsible

	☐  Community resources
	

	☐  In house 
	

	☐  Location resources
	

	☐  Speaker/presentation resources
	

	☐  Giveaways
	

	☐  Food/nutrition partnerships
	

	☐  Transportation partners
	



Step 2: Use the Group Meeting Planning Form to plan a meeting on a topic of your choice. Make it count and add this as an agenda item at your next team meeting! Or if you’re just starting, draft out your ideas and present to your team later to work on together. Refer to the Clarifying Roles checklist above for more ideas on details to add to your plan, and who will be responsible for what task.
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