
 

School-Community Partnerships Playbook 1 

TOOL 

Turn Your Why Into SMART Goals 

Why are we deciding right now to come together in partnership? 

Our community “Why” statement(s): 

Ex. All families feel welcome in our schools. 

 

 

  Example Goal 1 Goal 2 

S Make a Specific 

statement about 

who, what, when, 

where, and how  

you will approach 

the goal. 

At least 80% of the 

families with students in 

our school participate in 

family-focused activities 

during the school year so 

that they are comfortable 

reaching out to teachers if 

their child needs support. 

  

M How will you 

Measure success? 

Percentage of families 

participating in school 

events 

Improvements in family 

satisfaction ratings on our 

annual survey 

 

  

A What do you 

need to make it 

Attainable? 

Need dedicated staff time 

to find and develop 

messages to reach 

families, develop activities 

that are convenient and 

valuable to families, and 

so on 

  

R How is this goal 

Relevant to your 

why? 

The more often families 

participate in activities the 

more comfortable they 

will feel coming to the 

school for help for their 

student 

 

  

T When will you  

reach the goal 

(Time-bound)? 

50% by the end of 

2026–2027 school year, 

80% by the end of 

2028–2029 year 

 

  

See also Maine Department of Education Smart Goals worksheet 

https://www.maine.gov/doe/sites/maine.gov.doe/files/inline-files/SMART%20Goal%20Development%20Worksheet.pdf


 

School-Community Partnerships Playbook 2 

TOOL 

Who Is Our Community?  

Understanding who lives in your community and  what their unique needs or challenges may be, and actively giving them 

voice can assure your efforts reach everyone.  

Part 1: What are the demographics of our community? 

 

 

 

 

 
 

Part 2: What groups are in our community and how are we seeking to meet their needs? 

Brief Group Description 

How large a group is 

this in the 

community? 

What special needs do  

they have? 

What strengths or 

assets do they have? 

How can you bring 

this group into the 

work? 

Example: Military families About 10% Often transient without 

roots in the community 

Have some base 

support; resources 

Reach out to base 

operations; connect with 

family liaison 

 

 

    

 

 

    

 

 

    

 

 

    



 

School-Community Partnerships Playbook 3 

TOOL 

Part 2: What groups are in our community and how are we seeking to meet their needs? 

Brief Group Description 

How large a group is 

this in the 

community? 

What special needs do  

they have? 

What strengths or 

assets do they have? 

How can you bring 

this group into the 

work? 

Example: Military families About 10% Often transient without 

roots in the community 

Have some base 

support; resources 

Reach out to base 

operations; connect with 

family liaison 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 



 

School-Community Partnerships Playbook 4 

TOOL 

Sharing the Goal 

Identify brief messages to convey the why and the goals of your work to the community. 

These create a shared purpose (the North Star) and create an expectation of accountability.  

Brief Message—Why and Goals 

(1 sentence or less) 

How can you share this message? 

Who does this strategy reach? 

Example:  

Every child gets high-quality care before school 

▪ Signage under “welcome to” sign so everyone 

entering town sees this priority 

▪ Use as a tagline for related town/community/ 

organization social media posts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

School-Community Partnerships Playbook 5 

TOOL 

Brief Needs Identification 

With your team, identify what you think are the greatest needs experienced by students 

and families in your community. Define needs as specifically as possible. 

This Group Has This Need 

Example: Families new to town . . .  need to know about kindergarten registration dates, 

deadlines, and requirements. 

Children who have not been screened . . .  need to receive developmental screening. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

School-Community Partnerships Playbook 6 

TOOL 

Community Assets 

With your team, identify assets or advantages you think are present in your community – 

these include existing programs, services, or resources. Identify each of these and also note 

community groups (or individuals) who have ownership, control, or responsibility over the 

asset or who can act as a “key contact” for accessing it. 

This is an asset (program, service or resource) This is the responsible group or critical contact 

Example: Recently completed community center with 

indoor and outdoor activity spaces. 

Town Recreation Department 

Example: Reading tutoring program connecting high 

school students and students in K-3  

Coordinator of program; local high school 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

School-Community Partnerships Playbook 7 

TOOL 

Prioritizing Needs 

Work with the team to determine the importance, urgency, and difficulty of each need 

identified. 

 Rating: Low | Medium | High 

Identified need Importance Urgency Difficulty 

Example: Families new to town need information about 

kindergarten registration 
High High Low 

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 
   

 

 



 

School-Community Partnerships Playbook 8 

TOOL 

Simplified Plan-Do-Study-Act (PDSA) Cycle 

Use for each planned activity each time it is put into place. 

Activity: 

 

 

 

Step in the Cycle Activity Details 

PLAN 

Describe the planned 

activity—what is being done, 

by who to/for who, when, 

where, and what data will be 

collected to determine 

impact. 

 

DO 

Follow the plan then record 

what was observed/collect 

data, including qualitative and 

quantitative data. Note any 

problems that arose. 

 

 

STUDY 

Analyze data, how do the 

data compare to 

expectations, what was 

learned? 

 

 

ACT  

Summarize the results and 

plan next steps—adopt, 

adapt, or abandon. Describe 

what changes may need to be 

made. 

 

 

Adapted from PDSA Planning Template developed by the National Implementation Research Network.  

Original available at implementation.fpg.unc.edu/resource/pdsa-planning-template/ 

 

https://implementation.fpg.unc.edu/resource/pdsa-planning-template/


 

School-Community Partnerships Playbook 9 

TOOL 

Identifying Agents of Change in the Community 

Communities comprise many organizations that touch children’s lives. Any of these are 

candidates for inclusion in school-community teams. List community organizations 

(including schools, early learning center and home based programs, community agencies, 

and others, including private business). Describe the resources or expertise they offer. 

Organization Name Resources or Expertise Key Contact Information 

Example:  

Downeast Elementary School 

K–3 classrooms and teachers; 

playground space; family 

engagement coordinator on staff 

▪ downeast.bangorschools.net 

▪ Ms. Dawn Jones, principal 

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 



 

School-Community Partnerships Playbook 10 

TOOL 

Identifying Team Members 

Using the organizations identified as agents of change (being sure to include Family as one 

or more agent of change) identify individuals (or roles if individuals are unknown) to 

participate in the school-community partnership team. The level of engagement with the 

team does not need to be defined yet. 

Organization or Group Name(s) and Role Within Organization or Group 

Downeast School Dawn Jones, Principal 

Downeast School Lori Smith, pre-K lead teacher 

Families Sue Wilson, parent of K, G1, and G4 grade students 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

School-Community Partnerships Playbook 11 

TOOL 

Identifying Team Members’ Roles and Responsibilities 

For each team member indicate the role(s) they are willing and able to fill. Note that a 

similar identification might be useful to guide specific team activities. Ensure there are 

sufficient team members willing to fill each role or responsibility. 

 Role or Responsibility (mark all that apply) 

Team Member Lead Plan Implement Observe Support 

Example Maureen Wright 
     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

 

 

     

Role totals  

(number in each column) 

     

 



 

School-Community Partnerships Playbook 12 

TOOL 

What Might Work? 

Develop an extensive set of activities the team can use to address the identified needs and 

the expected impact. 

Activity Need(s) Addressed Expected Impact 

Create welcome package for families 

and deliver to their home 

New parents in the community 

need information about 

kindergarten registration 

Expect to deliver information to all 

new families that can be identified 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 



 

School-Community Partnerships Playbook 13 

TOOL 

Prioritizing Activities 

For each activity identified by the team, work together to identify the need(s) it addresses. 

Then determine the current capacity for members of the team to do the activity, the likely 

impact if the activity is successfully done, and the cost of doing the activity. 

  Rating: Low | Medium | High 

Activity Aligned Need Capacity  Likely Impact Cost 

Example: Send information 

packages to all families 

Families new to town need info about 

kindergarten registration 
High Medium Low 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 



 

School-Community Partnerships Playbook 14 

TOOL 

Finding Flexibility While Maintaining Focus 

For each activity under consideration, identify the must-haves—features the team agrees 

need to be included in activities for them to succeed—and what can be flexible—features 

can be changed to increase success. In planning, the must-haves are nonnegotiable, but the 

flexible features are open to creativity, modification, and experimentation. 

Activity Must-Haves What Can Be Flexible 

Example: Parent welcome to 

the school orientation event 

▪ Parents invited 

▪ Critical information prepared 

▪ Available in English and Spanish 

▪ In-person 

▪ At the school 

▪ When—day, time 

▪ Exact location—cafeteria, 

playground? 

▪ Food provided? 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 



 

School-Community Partnerships Playbook 15 

TOOL 

Community Traditions 

Create a list of significant local community traditions. 

Tradition Who Participates 

Example: County fair Families, participants in 4-H programs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

School-Community Partnerships Playbook 16 

TOOL 

Finding Families 

To engage families, school-community partnerships must understand where parents are 

within the community. Identify places where families tend to gather, and be sure to note 

any observations if there are families who might be excluded. 

Where Families Gather Families Excluded 

Example: School PTA meetings Parents who are unable or unwilling to attend 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

School-Community Partnerships Playbook 17 

TOOL 

Strategies for Reaching Families 

Communities often have significant events throughout the year that offer opportunities to 

engage families. Create a list of strategies for reaching out to families, noting the types of 

families that are most and least likely to respond. 

Strategy Families Likely to Respond Families Unlikely to Respond 

Example: Email blast Families with access to email 

 

Families without access to email; 

families who speak languages 

other than the one used in the 

email blast. 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 



 

School-Community Partnerships Playbook 18 

TOOL 

Calendar of Important Events 

Communities often have significant events throughout the year that offer opportunities to 

engage families. Create a list of significant community events, including potential 

opportunities for the school-community partnership to conduct activities. 

Event Dates Location 

Sponsoring 

Group 

Activity or 

Opportunities 

Example:  

July 4 parade 

July 4, 2026 

 

Downtown Main 

Street 

VFW, Chamber of 

Commerce 

Preparing for K activities 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 



 

School-Community Partnerships Playbook 19 

 

Preempting Time Conflicts 

Organizations that want to collaborate often have conflicting schedules. Use this tool to 

describe any scheduling challenges teams will need to be aware of as they plan. 

Scheduling Challenge 

Day or Time 

Challenge? 

Organizations or  

Groups Affected Workaround? 

Community pool closed for 

maintenance April 1–5 and October 1–5 

Day YMCA (pool only) 

 

No 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 


