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Transferring Information to Practice

A Working Guide for Staff
This instrument is designed to assist after-school staff members in their efforts to:

· Inform mothers and children about the educational opportunities that are available to them within the after-school program;
· Expeditiously inform schools about students’ backgrounds, interests, and capacities; and 
· Connect students to the community assets that are most relevant to their needs and interests. 
When should we get key information to families?

· At initial check-in mothers and students should be informed that there is an in-house after-school program. They should be given the program’s location and meeting times (half-page flyer with this basic information given to mothers at this time). They should be advised to meet with the after-school staff within 48 hours.
· When the mother first visits the after-school program (within 48 hours of initial check-in), she should be warmly welcomed, given a tour or the after-school space, and provided with an overview of the program’s purposes, processes, and parameters. Clear expectations about program attendance and participation should be conveyed. Additionally, mothers should be informed about the key role they play in their children’s social and academic development. When feasible, mothers should be given participatory expectations during this meeting.
· Methods for regular (at least weekly) education-specific communication between staff and mothers should be developed and strictly adhered to. This could entail face-to-face conversations and/or written feedback and would address student progress and programmatic updates.
When should we get key information from families?

· When the mother first visits the after-school program (after program information has been explained), a staff member should sit with her in a private space to talk about her child’s schooling background, interests, skills, challenges, etc. The after-school program brochure should be used as a guide to learn about students’ specific learning needs, their strengths, interests, etc. 
· Staff should administer the reading diagnostic tool to students upon their first visit to the program.
What should we do with the information we get from families?

· Student information should be disseminated internally so that all program workers and volunteers now how to best engage each student.
· Student information should also be provided to their school (if they are transferring to a new school) upon the students’ enrollment. Ideally, staff members will accompany students to the school to deliver this information and assist parents with the enrollment process. The expediency of this information transfer is of vital support to schools in their efforts to serve the students most appropriately.

· Student information should be used to establish connections with community agencies that can support their needs and interests most appropriately. Local asset maps should play a central role in this process.
 

 








