Together—Book Talk for Kids and Parents
Program Implementation Timeline/Checklist

Eight weeks before first session

· Confirm participation with Council and sign agreement letter

· Confirm co-facilitators 

· Set program dates/times (coordinate with co-facilitators) 

· Select locations for book discussion and child care 

· Determine any additional staffing needs (child care worker, assistant, etc.)

· Create recruitment plan

Seven weeks before first session

· Retain any additional program staff if necessary

· Create recruitment materials based on Council templates (flyers, letters, etc.)

Six weeks before first session

· Begin recruiting program participants at the library

· Post flyers and make phone calls

· Send letters to local families, community centers, schools, etc. 

Four weeks before first session

· Books and other materials arrive from Council

· Process books, sort other materials (toolkits, evaluation forms, etc.)

· Begin registering families

· Continue recruiting families

Two weeks before first session

· Continue registering families

· Continue recruiting families, if necessary

· Meet with additional program staff (child care worker, assistant) to discuss responsibilities

· Get all materials and forms for participant check-in ready

One week before first session

· Meet with co-facilitators to review list of registered families and discuss program implementation

· Call all families to remind them about the program and encourage them to come

· Purchase snacks for first session

