
WELCOME AND TEAM APPRECIATION

CHOOSING ROLES

ORGANIZING THE TEAM

HOW WE WILL COMMUNICATE

YOUR FIRST ACTION
TEAM MEETING OF
THE YEAR

Thank everyone, discuss why each

person matters, and how we all

contribute.

Discuss the importance of attending

meetings and events.

Do a quick ice breaker or team

building activity to get to know one

another and share strengths.

Decide on a team name.

Check: Do you have 6-12 members; 1-

2 UPK teachers, 2-3 UPK caregivers,

optional other age group

representation, optional community

partners?

Review how the team is set up. (whole

group or optional committees)

Break into smaller groups if needed

for planning different acitivies.

Decide how we stay in touch and

share information. (email, text, group

chat, etc.)

Make a contact list.

Set regular meeting date, time, place.

Use a shared online folder for plans

and notes.

Decide how to share meeting notes

with everyone (even those who

couldn’t attend), and keep all families

informed about events/updates.

Optional social media page

Choose people to help lead and

support the team. Available roles

may include:

Team chair or co-chairs (can and

should be someone other than the

administrator.)

Recorder or note taker

Liason or Link to other organizations

or leadership if applicable (principle,

PTA/PTO, Policy Council, etc.)

Promoter or publicist to share news

with families/community

Any other roles needed

Adapted from School, Family, and Community Partnerships, Fourth Edition by J. L. Epstein et al. Copyright © 2019 by Corwin.

The Action Team is a requirement for UPK. The team meets once per month to work together to
plan and implement activities and events for families. 
At the first meeting, set the foundation for everything that will happen throughout the year.



DRAFT OUR ACTION PLAN FOR THE YEAR

PLAN THE NEXT MEETING

GETTING STARTED WITH ACTIVITIES

YOUR FIRST ACTION
TEAM MEETING OF
THE YEAR

Choose the type of Action Plan (Type

T or Type G)

Review the UPK required Action Plan

components.

Review the previous years’ Action

Plan (if applicable).

Draft One Year Action Plan and

include content on each page.

(Option here for page leaders)

Discuss family engagement plans for

the school year.

Free to make changes as needed

throughout the year.

Complete the ATP Planning Tool

Form.

What is coming up in the next month

or two?

Who is in charge of each activity?

(committees or team members)

What needs to be done to prepare?

Who can help set up and carry out

the activity/event?

How will we know it was successful or

if there are any improvements for

next time?

Set the date, time, and place.

Decide what will be talked about next

time.

Set any small group meetings if

needed.

Adapted from School, Family, and Community Partnerships, Fourth Edition by J. L. Epstein et al. Copyright © 2019 by Corwin.

ANYTHING ELSE?
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