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BEFORE THE PROGRAM BEGINSBEFORE THE PROGRAM BEGINS

What specific questions do you have for the parent or professional? 
Is there anything particular that you're wondering about? 
What have you noticed (for after the year has begun or if you know the participant from
previous years)?
Plan out the order of your questions. 
Prepare how you’ll introduce yourself in a friendly, non-threatening way.
Note for speaking with parents and guardians:

Remember to pause and listen to what they have to say. They are often your
most important partners with important tips and ideas for success.
Let the parent and/or guardian know that information will only be shared as
needed, and only with the relevant staff people working directly with the child. 

Before the call, make a few notes as to what information you want to gather. If the
participant is already a part of the program, speak to other staff members who may have
worked with the participant in the past, so you know what follow-up information you need to
gather (ie, head of your program, previous teacher/counselor/staff person). 

 

Get to know your participants and their families with a pre-program phone call. 
  
Use the Participant Call Log for collecting notes and information when speaking with
parents, guardians, therapists, coaches, and teachers. The information gathered will help
you build participant files, set participant goals and planned follow up, as well as make
sharing essential information easier and more efficient. 

CALL PREPARATIONCALL PREPARATION  
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Tell me a little bit about the/your child (strengths, positive attributes, interests and
hobbies).
 In what areas would you like to see this/your child grow and develop this year?
How will I know when this/your child is having difficulty? 
What frustrates them and how do they express those feelings? 
How can staff be supportive of the child when they are expressing those feelings?
What are the/your child’s feelings about participating in our program?
What would help make the/your child’s experience a successful one in our program?
What are the characteristics in a staff person that this/your child responds best to?
What would the family like to know about any staff members and the program?
Do you have any questions for me, or anything else, that you would like to share?

What specific information should I share with another staff member?
Are there other members of the participant’s support system to contact, like a public
school teacher, sports coach or therapist? 

Who in your program needs to approve making contact with any of these
professionals? Principal? Clergy? Parent?

What materials do I need to prepare or purchase for this participant's success?
 Who needs to approve next steps or action items?
What do I need to add or change in the physical program or classroom? 

For example, position the participant’s desk in the front of the classroom, or have a
visual schedule available each day on the board or printed out for the participant’s
work space.

What creative solutions will address any frustrations, struggles or difficulties shared
during the call?

Use the Participant Call Log for notekeeping 
1.

2.
3.
4.
5.
6.
7.
8.
9.

10.

Pause and Reflect. Jot down any additional thoughts, concerns and information 
you may want to find out more about. 

Give yourself a pat on the back for a job well done!
You are doing the sometimes complicated but always important work of communication, an
essential step in building trusting relationships with participants and their families.

 


