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“Hello it’s Me”
12 Tips for Introducing Yourself and Your Role

1. Introductions at Central Office Staff meetings and Coordinator, Lead Teacher meetings.

2. Find opportunities to tell your individual story to central office staff so colleagues can understand the challenges a parent faces and feels raising a child with a disability.

3. Your local special education director can send a letter of introduction to school administrators, counselors, teachers, therapists, psychologists, school district partners, etc., describing your role and providing your contact information.

4. Create or customize an existing Parent Mentor Brochure with your information.
· With your Director’s approval, get a sufficient quantity printed for distribution. (Check the Parent Mentor “Learning Curve” online for samples of existing introductory brochures).

5. Meet with principals, counselors, and social workers in each school. Plan visits based on your district’s goals and priorities. Attend family and community meetings and listen. Make sure you introduce yourself at the meetings.
6. Meet with individual school PTA/PTOs. Determine if ALL parents are being included and how you can help. 
7.  Call the GAP2P representative for your area and introduce yourself.

8. Build relationships and partnerships with leaders to work towards including ALL parents in their activities – especially Title I and English Language Learners programs.

9. Provide information about the Parent Mentor program to local newspapers, with prior approval from your Director and district Media Coordinator/Public Relations Director. Learn the approval protocol for any flyer, news item etc. and never distribute any information without first obtaining approval according to the local policy. Also find out what to do if a member of the media contacts you directly. Often you will need to refer the call to the Media Coordinator/Public Relations Director before responding to any requests for information or interviews.

10. Share your contact information on school web sites, newsletters and other school district publications. Make sure you have prior approval. 
11.  Mail an introduction letter to every family with a student who has an IEP and/or send a letter to every teacher. By now you know you need prior approval to send the introductory letter.

12. Distribute your contact information to intake staff, social workers, psychologists, counselors and diagnosticians to be given to parents at the time of referral or evaluation.

