Families in Partnership 2023 Step by Step Guide
	Suggested Dates
		Suggested 	Actions
	Resources Required
	Completed/
Comments

	Week 1
(two weeks before delivery)

	1. Identify and brief staff 
2. Identify families. Consider how to engage any targeted families
3. Plan a launch event? 
4. Create a ‘buzz’ (twitter, chat at gates, invite families to ‘launch’ event)
5. Prepare activities and ‘in nursery’ group activities which will complement them
6. Source additional materials required, e.g. dice and counters  

	· List of pre-school family contacts
· Activity cards Everywhere Bear books 
· Additional resources, e.g. dice 
· FIP session planner and recording
· List of weekly resources downloaded from toolkit


	

	Week 2

	1. Hold launch event(s)? 
2. Children and staff make invitation and give to parent
3. Explain project to parent and agree best method of communication

	· Invitation ‘Shell’ and craft materials
· Launch event resources, e.g. last year’s photos
 
	

	
Week 3 

Week 4 

Week 5 

Week 6     
	  
1. Key workers/LPA use weekly activity with children 
2. Take individual photos of targeted children taking part to encourage family engagement
3. Give activity to child/parent (show them if needed, or invite to small group activity session)
4. Give/send photo of targeted child taking part if agreed with family
5. Complete register, session planner and recording
6. Parent engagement ongoing- Seesaw/ phone call/ pick up chat? 
7. Prepare method of parent evaluation- convert paper form to Google forms for electronic version? 
8. Print and sign certificates
9. Prepare celebration event, e.g. teddy bear’s picnic?

	· Weekly activity
· IPAD/camera for photos
· Printer for photo
· FIP session planner and recording
· IPAD /phone for engagement
· Evaluation form
· Certificates
	

	Week 6

	1. Prepare and give evaluation forms. Who will you talk with to get feedback and how?  Who will complete form without support? Is there a family that you can talk to for a case study? 
2. Hold celebration/certificate event, e.g. teddy bear’s picnic? 

	· Parent evaluation form- paper and converted to electronic version? 
· Case study template
· IPAD/phone for engagement
· Certificates
	

	Week 7
	1. Evaluation meeting with staff
2. Collect and collate evaluation forms/impact statements/case study
3. Use Parent Feedback to consider feasible next steps
	· Parent evaluation form
· Case study template

	

	Week 8 onwards

	1. Complete and return evaluation report or HGIOP 
2. Continue to build on engagement with your own transition programme and individual support
	· Evaluation report
	



