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  Welcome to School District Relations: A guide of Tips, Hints, & Best 
Practices for Out-of-School Time Providers. Use this tool as a guide in building 
and maintaining school relationships. Each page outlines an activity with initial 
and next steps including helpful tips along the way. We hope that you find the 
resources on these handouts helpful! 

 

How to Use This Tool 
•These activities should not be considered sequential.  
•Start small. Aim to accomplish one activity at a time. 
•Think about which activities your program is most prepared to engage in first. 
•Discuss with program staff which goals seem most attainable. 
•Map out an implementation plan for the chosen activity. 
•Be patient. It takes time to build trust, the cornerstone of successful 
 partnerships. 

Introduction 
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Establish Administrative Connections 

Helpful Hints: For partnership tools, worksheets, resources, and 
suggestions visit   http://beyondthebell.org/PrincipalGuide.pdf 

Goal: To build a strong foundation for school partnership by 
establishing regular communication with school leadership.  

• Host an initial meeting with the 
principal, OST Site Director, & lead 
agency representative.  
• Create an information sheet for  
administration with a programmatic 
overview. 
•Be prepared to share your OST 
program schedule and plans  with the 
administration. 
•Work together to identify ways OST 
can support school goals & 
improvement plans. 

•After the initial meeting, schedule 
regular meetings with the principal: 
monthly meetings are ideal. 
•After the meeting, send a brief 
follow-up memo to the principal 
that outlines highlights and next 
steps. 
•Send regular programmatic 
highlights to your principal to show 
how your program is supporting the 
school. 

July 1, 2010 

First Steps Next Steps 

2 



Establishing Faculty Connections 

Helpful Hints: Creatively use faculty/staff relationships to reach out to 
families, communicate about homework and gain access to resources. 

Goal: To facilitate OST to school partnership by establishing 
communication with key school faculty and staff.  

•Send all faculty and staff members 
an open invitation to visit the OST 
program. 
•Make faculty and staff aware that 
you would like to explore ways in 
which you can work together to 
facilitate an OST to school 
partnership.  

•Identify key staff members such as the 
building engineer, counselor, nurse, food 
service staff, parent ombudsman, 
classroom teachers, and administrators. 
•Introduce yourself to these key staff 
members and get to know their 
responsibilities and what they do. 
•Show them what your program does 
during a “typical” OST day. 
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Formalize Communication 

Helpful Hints: Pay attention to what and how you communicate: 
Daily conversations and well-written messages have an impact on 
building a supportive culture. 

Goal: To improve partnerships between OST and school faculty 
through regular formal communications.  

•Follow up with the principal and 
key administrators using their 
preferred method of 
communication. 

•Ask for OST Program updates to be 
an agenda item at all staff meetings. 

•Establish a regular handout that 
can be sent home with faculty, 
youth and families. 

 

•Arrange an initial meeting with school 
administration to establish 
communications.  

•Find out what methods of 
communication school administrators 
prefer to use. 

•Request to attend school staff 
meetings regularly, and discuss program 
connections to the school’s initiatives. 
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Increase Visibility 

Helpful Hints: Professional Development meetings are great chances 
to increase visibility and show support for school initiatives & events. 

Goal: To establish awareness and appreciation of your program 
amongst faculty, staff, administration and students. 

•Greet faculty and staff members 
regularly in the hallways and in the 
main office.  
•Discuss with faculty ways the OST 
program can support their 
classroom efforts. 
•Regularly attend staff meetings 
and school events. 

•Meet with faculty and staff to learn 
how to support the school’s academic 
activities, projects and goals. 
•Plan an event for faculty and staff to 
meet & learn about your OST program. 
•Use the school arrival and dismissal 
times to meet families and familiarize 
them with your OST program. 
• Set-up an information table during 
school arrival, lunch, and dismissal. 
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Collaborate Frequently 

Helpful Hints: Back-to-school night, book fairs, and assemblies 
are good places to meet and support families, faculty, & staff. 

Goal: To introduce, integrate and solidify the OST program as an 
integral part of the school community. 

•Arrange with the principal OST 
staff participation in upcoming 
school events such as back to school 
night, parent/teacher conferences, 
assemblies and fairs.  
•Offer school leadership assistance 
in designing and implementing  
school-based events such as health 
fairs, job fairs, and community 
information sessions. 

•Investigate what types of school-based 
boards, committees, and leadership 
teams are held at the school. 
•Express your interest to school 
leadership in becoming a member of a  
committee that matches your skills and 
interests. 
•Specify to the principal how serving on 
a committee could improve OST 
program effectiveness and overall 
school outcomes. 
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Negotiate Resources 

Helpful Hints: Work together with the school to acquire 
materials.  A website like www.donorschoose.org is a great help. 

Goal: To improve access to space and materials for your 
program, and strengthen relationships with faculty and staff. 

•Continue to work with faculty and 
staff to offer and share resources. 

•Keep an inventory of program 
materials and supplies. Share this 
with your principal to identify areas 
of need.  

 

•Meet with the principal to discuss how 
your program will support the school’s 
needs. Use this as an opportunity to 
acquire program space and materials. 
•Identify and offer appropriate 
resources that would benefit the school.  
Use this to leverage space and materials 
that can benefit the OST program.   
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Coordinate Professional Development 

Helpful Hints: Develop an information sharing process within 
your OST staff to disseminate new knowledge . 

Goal: To coordinate professional development opportunities for 
both OST program staff and school faculty & staff.  

•Formally invite faculty and staff to 
mutually beneficial OST workshops 
or PD opportunities where possible.  
•Advocate through the principal for 
OST staff to participate in in-service 
PD opportunities. 

•Share the wealth of knowledge in 
your building and take advantage of 
opportunities for OST and school 
staff to work together. 

•Work with agency staff, OST program 
staff, program monitors, and other 
stakeholders to identify areas of need 
for Professional Development (PD). 

•Consult with faculty and staff for ideas 
and suggestions that could enhance 
knowledge of specific skills and 
strategies.  
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Tips for Effective Partnerships 
•Estimate your available resources- Begin partnerships with a 
clear expectation of the necessary financial and staff 
commitments. 

•Take one step at a time- Set realistic goals, celebrate 
accomplishments along the way, and adjust your goals as 
needed. 

•Plan your message- Be clear and powerful. Explain how 
collaboration fits the school’s vision or improvement plan. 

•Promote your program- Identify opportunities to communicate 
your program’s value to the school and its staff. Take the 
opportunity to strut your stuff. 

•Be patient and flexible in building partnerships. 
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Tips for Effective Partnerships  
•Face time pays off- Meet individually with as many faculty and 
staff as you can. Be proactive: walk the halls and greet faculty 
and staff members. 

•Be organized and facilitate meetings effectively- Set realistic 
meeting outcomes. Use facilitation management skills. Make 
sure faculty and staff walk away feeling valued. 

•You never know who can help- Build intentional relationships 
with staff throughout the school including those with custodial, 
cafeteria, administrative, health and guidance departments. 

•Write it down- Make sure you document and record progress 
to pass on to future staff leaders. 
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•Always keep the principal up-to-date. Create a regular and 
consistent communications technique (meeting, e-mail, voice 
mail, personalized notes, etc.) 

•Publicly honor your champions. Ask the principal to honor staff 
working with you. Include thank you’s and updates in school 
news. 

•Engage all OST program staff. Create opportunities to keep all 
members of your OST staff involved and informed. Jointly 
develop work plans for connecting. Give frequent updates, 
delegate work, and share best practices. 

•Follow through on all commitments made to the school. 
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•Keep it fresh. Continually look for ways to liven up your 
partnership with school staff. Be timely and reflect often on the 
status of your relationship with the school. 

•Connect your lesson plans and activity schedules to school 
themes, topics, lessons. Plan OST activities and curriculum that 
enhance the skills and content currently taught in school. Ask 
teachers to review and offer suggestions. 

•Maintain professionalism in all interactions with school staff 
and defer when necessary. 
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Helpful Websites 
•Afterschool Alliance – 
www.afterschoolalliance.org 
•Afterschool.gov- www.afterschool.gov 
•Beyond the Bell- 
www.beyondthebell.org/PrincipalGuide.pdf 
•Center for Afterschool and Community 
Education- www.caceafterschool.org 
•Coalition for Community Schools- 
www.communityschools.org 
•Forum for Youth Investment- 
www.forumforyouthinvestment.org 
•Harvard Family Research Project- www.hfrp.org 
•Learning Point Associates- www.learningpt.org 
•National Afterschool Association- 
www.naaweb.org 
•National Institute on Out-of-School-Time- 
www.niost.org 
•National Training Institute for Community Youth 
Work - nti.aed.org 
•Nellie Mae Education Foundation- 
www.nmefdn.org 
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•National Youth Development Information 
Center- www.nydic.org 
•Office of 21st Century Community Learning- 
www.ed.gov/programs/21stcclc/index.html 
•Program in Education, Afterschool & Resiliency- 
www.pearweb.org 
•Policy Studies Associates, Inc. - 
www.policystudies.com 
•The Promising Practices in Afterschool System- 
www.afterschool.org 
•Southwest Educational Development 
Laboratory- www.sedl.org 
•U.S. Department of Education- 
www.ed.gov/programs/21stcclc/index.html 
•United Way of Southeastern Pennsylvania- 
www.uwsepa.org 
•Out-of-School-Time Resource Center- 
www.sp2.upenn.edu/ostrc 
•Foundations – www.foundationsinc.org 
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