SES PROVIDER FAIR CHECK LIST FOR DISTRICTS
_____ Establish goals and objectives for Provider Fair
_____ Set date(s), time(s) and location(s)
_____ Notification of Providers 
· Map and contact information 
· District expectations or requirements regarding badges, marketing materials, district dual employees not representing their own school and not wearing district ID badges, etc.
· Determine provider needs for electricity or internet access

· Request Providers bring extra marketing materials to be placed in each of the Title I schools after the Provider Fair for parents who could not attend the Fair and to hand out at other SES information events
_____
Notification of Title I schools - Title I principals, school site facilitators and staff
· Principal and faculty meetings

· Written script and/or general information for front office staff and guidance counselors at Title I schools
· School news – email
_____ Notification of parents of eligible students
· Letter – pre-school
· Backpack flyers – post-school
· Posters, banners, websites
· Phone messenger

· Personal contact by school staff – Title I Lead teachers and Parent Educators
· Newspaper – Public Service Announcement/Advertisement

· Marquee in front of school
_____ Translators identified and invited

· Assign a person to be the contact and provide instruction to the translators

· Handouts translated and printed
· Badges for translators with ID in translation language
_____ Handouts and supplies

· Provider list
· SES enrollment forms
· Questions to ask Providers
· Translated version of all forms 

· Clip boards, pencils, table cloths and easels for signs  
· Sign-in sheets for each school
· ID badges for workers and translators
· Tickets for food 

· Signage – Provider names, school names, parking, campus, and food
· Door prizes and tickets or method for selection
_____ Site Plan 
· Provider table assignments
· Sign-in tables by schools, with school signs and sign-in sheets
· Microphone/PA system set up for announcements and/or orientation about SES
· Signs for parking, campus, and sign-in

· Tables with puzzles, coloring and reading books for children

· Arrange for food and drinks for guests (pizza, soda, plates, napkins, servers, tickets to be given at sign-in table)
· Hospitality room for Providers and staff (food, drinks, plates, napkins, utensils, custodial services)
· Walk-through of site one week prior to event to map table floor plan

· Walk-through of site two hours before event to check tables and floor plan

· Coordinate with site contact to ensure availability of electrical outlets and internet connectivity

· Inform custodial services of the event and make sure restrooms are stocked with extra supplies and  a person is assigned to restrooms during the event
_____ Assign staff – including a lead person for each location
· Greeters inside and at designated location outside
· Sign-in table for each school - They also answer parent questions and assist parents with completing SES enrollment forms if necessary
· Floaters and trouble shooters (assign someone to take pictures that do not identify any parents or students)
· Contact person for translators

· Food servers
· Child care 
· Clean up 
· Parking Area – staff to direct families to the designated area of the campus
______ Fair Follow-up

· Critique event and plan improvements for next year

· Send thank you notes 

