KEY STEPS to READING SUCCESS 
(How to Set Up the Family Literacy Program)
1. Determine eligible children 

2. Send invitation to parents via email or in student backpacks
a. Letter (on school letterhead) denoting how they can acknowledge they plan to participate
i. What the program is
ii. How the program exists (through funding donations/Ctr for Lit & SEI)
iii. When the kickoff will take place
iv. What to do if you cannot come to kickoff night
v. RSVP instructions 
b. Envelopes addressed to parent/guardian of each child (letterhead) or personal emails if you are communicating virtually 

3. Prep for kickoff 
a. Sign in sheet for those who attend or keep track of those who attended virtually 
b. Have “description” of what the 8-week program covers available to share with parents/caregivers (Ways you can help your child!) 
i. Level Up Card Game – Alphabet Recognition 
ii. Level Up Card Game – Rhyming  
iii. Sight Words – ZAP! Game
iv. Simple 3-letter and 4-letter words with short vowel sounds – word hunt w/ magnifying glass in Biscuit books
v. Comprehension
1. Characters, setting, problem, solution
2. Retell events in story 
c. Have examples of other packets (weeks #2-#8)
d. Have packet #1 ready to distribute
e. Walk through how to send back blue checklist in plastic file – they must send back the signed blue checklist** in order to receive the next packet. 
        4.	For parents/caregivers who could not attend but indicated interest in participating
a. Contact those parents/caregivers by phone or email
b. Explain program if they are interested in participating 
c. Make sure to send home the first packet with their children
       5.    Keep track of responses and send next packet 
a. Collect signed **blue forms each week (Based on feedback from Champions, we recommend returning on Wednesdays.) 
b. Refill with pieces for the next week’s packet. 
c. Document participaction at coachingcontacts.com 
d. Follow up with parents/caregivers who do not communicate having participated that week.  
**This communication piece can be amended based on what works best for your families. 

