INSTRUCTIONS FOR FAMILY INFORMATION SHEETS

The Family Information Sheets are used to collect contact information from parents at Back
to School Night. The room parents will turn this information into a classroom roster and
distribute it to the teacher and parents in the class so that they have a mechansim for
contacting one another before the Oak Knoll Directory is published later in the fall.

Please find the Family Information Sheets on the Oak Knoll PTO web site in the Room
Parent Resource Center (www.oakknollschool.com/pto/room_parent_resource/), under the
section on Preparing for Back to School Night.

After Back to School Night, the room parents should create a group email list for the class
using the information collected on these sheets.

Room parents should also use the information to create the classroom roster. The roster
should then be distributed to parents in the class via email with hard copies distributed to
those parents without email addresses. (Hard copies can be put in student cubbies for
them to take home or mailed directly.)

Be sure to note if any parents indicate on the form that they prefer for their information NOT

to be shared with the class. In these cases, please provide the contact information to the
teacher, but do not include it in the classroom roster.
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