Clinton’s Parent Link Guidelines (June 2008)
The following explains the process for Clinton’s Parent Link.
Code of Conduct for Parent Link 
1.
What is Parent Link? 

· It is a classroom contact list which can help facilitate communication among students and parents.
· These contact lists will be particularly helpful when students want to ask each other about homework, individual assignments or group projects. 
·  It will also help parents contact other parents for play dates, birthday parties, or summer camp buddies.
· The list will also be used to distribute information such as information about the Fall Fair and Seasonal Celebration, and:

· School Council information

· Information from School Committees

· Information about school clubs committees and activities
· TDSB information when it is directly relevant to our school’s families
· Other information the directly impacts on our school

Positive use only. Parent Link is also meant to foster a sense of community.  Spam, flaming, or any other negative use of Parent link will not be tolerated.  

Parents only receive contact lists for the classrooms their children are in. 

How it works:

· Each classroom has a parent class representative ("Rep.").
· Parents fill out forms at the beginning of the school year indicating if they do or do not want to participate and include their contact information if they do want to participate. Parents will also identify whether they want their information shared or not, or whether they want to receive email or not.

· The Rep collects the filled-in contact forms and creates a contact list and distributes the contact list to students and parents in their child’s class.

· The Rep will issue new contact lists when any changes occur.

· The Rep distributes information sent to them by the Parent Link Coordinators for distribution.
· Parents can use the contact information to contact each other.   

Contact information for you and your child will only be distributed if permission is given. Contact information will not be included if permission is not given.

2.
Guidelines for Parent Link:

· Paperwork gets done at the beginning of the school year.

· Send out information from the School Council, school committees, and/or the school’s administration as listed in # 1 above.
· Keep email addresses of classroom links confidential.
· Send out the ‘Code of Conduct’ to all parents in the school at the beginning of the school year. 
· Consult with the Principal when sending out questionable or contentious items.

3.
Parent Link Coordinators: 

· Coordinate setting up the Parent Link program at the beginning of the year.

· Receive information which is to be sent out for distribution to Class reps.
· Provide information and assistance to Class Reps.
· Fill in for classrooms which don't have a Rep.
· Ensure that the following is NOT sent out:
· Social gatherings of parents unless the gathering is a school council fundraiser;

· Community notices;

· Activities that happen at the school but are run by outside organizations for profit;

· Business activities and solicitations; and

· Open houses for schools that are not within the TDSB.

4.
Classroom Reps. will: 

· Create a confidential email list to distribute

· Create a class list (including email addresses) that is circulated via e-mail and hard copy, to all parents and caregivers with children in the classroom.  
· Permit parents to opt-out of providing email addresses.  Reps. must respect the privacy of participating parents.  
· Parents who have given permission to share their contact information may be sent a regular group email and be included on a class list.  
· Parents who have not given permission to share with other parents must be sent a blind carbon copy so their contact information is not visible to other parents; their names must not appear on any class list.

· Communicate with the classroom teacher to find out if the teacher wants to provide classroom information via the parent link-in system.


· Send out the parent link information from the parent link-in coordinators

· Do not send out information as listed in No. 3 above. 
· Any correspondence from parents to reps. is confidential, unless the parent gives permission to share the message.

· Delete email information from families that have children who have left the classroom.

· Consult with the parent link coordinator before sending out questionable or contentious information. 
· Reps. should limit discussion of sensitive topics.  Please be aware that email messages can leave an unintended “paper trail”.  It is possible for messages to be circulated both within and beyond the Parent Link community without a Link being aware of it. 
· Refer any non-Parent Rep. inquiries.  Parent Link is meant to distribute school and council information to parents, to help parents get involved in the school, and to facilitate parent to parent contact.  Any parent questions regarding specific teachers or school policy must be referred to the Principal.  Once the matter is referred, the Rep. does not need to follow up.  If a Rep. is unsure what to do, please contact one of the Parent Link Coordinators.
5.
Parents using the Parent Link system should:
· Follow this Code of Conduct and the Parent Concern Protocol (TDSB produced).
· Use emails only for the stated uses of the parent link system and for communication between students and parents about homework or social events for individual kids within the class (such as birthday parties, and camp or after-school play dates).

· Consult with the Rep. before sending out questionable or contentious issues.

6.
Code of conduct for using the Parent Link system:
Everyone using the Parent Link-in system, should abide by the TDSB’s “Parent Concern Protocol” Policy 5.2 which reads:

· “5.2 General Guidelines for Parents in bringing concerns to staff or trustees, parents will strive to:

· Present concerns to staff or trustees in a respectful manner which allows the opportunity for due consideration of the concern and for a reasonable timeline for resolution of the concern.

Address the concern first to the staff person(s) responsible for the concern unless circumstances warrant raising the concern with staff at a higher level.

· Direct a concern about a board policy or program matter to the appropriate superintendent of education, trustee or central staff official the concern should be addressed at those levels.
Maintain an openness to receiving the information and advice that may be offered by staff or trustees as possible resolutions of the concern.

· Ensure that confidentiality is maintained with respect to personal or private matters relating to any individual or individuals involved in or affected by the concern.

Guidelines adapted from Parent Link Guidelines from Palmerston Public School and King Edward Public School.

