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Washington State Parent to Parent Support Programs
New Coordinator Checklist

Within first month of hire:

· Read/Download Coordinator Training Manual and Helping Parent Manual from the P2P Coordinator’s password protected page. 

· Visit P2P/Arc website, (https://arcwa.org/parent-to-parent/) including Coordinator’s password protected page. (https://arcwa.org/parent-to-parent/coordinators-only/) Password - WAp2p1980 (case sensitive) 

· Schedule orientation with Network Support Coordinator, Theresa Van Pelt @ (360) 513-6682 and State Coordinator Tracie Hoppis @ (509) 574-3263 - within 2 weeks of hire.

· Register with State Office for P2P Distribution List; introduce yourself to Jackie info@arcwa.org  (360) 357-5596, option 2)

· Join Parent to Parent Facebook groups: 
· Parent to Parent of Washington State (https://www.facebook.com/groups/155502866875/); 
· WAP2PCoordinator’s page (https://www.facebook.com/groups/374382459425383/ access granted by Jackie, Theresa or Tracie)
· Washington State Spanish Parent to Parent (https://www.facebook.com/groups/578632499770890) 

· Set up phone line and get contact information to State Office for WA P2P listing (Jackie) info@arcwa.org 

· Set up email signature.  The following is an example:

Theresa Van Pelt
Parent to Parent Coordinator, Clark County
9414 NE Fourth Plain Road
Vancouver, WA 98662 
Office: 360-823-2247 x109
https://www.facebook.com/CCP2P/ 
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· Set up mailing lists- electronic (email distribution) and/or regular mailing list.  One for professionals and one for families.  Use bcc (blind carbon copy) when sending emails to protect parent privacy and prohibit recipients from ‘replying all’.

· Set up electronic data spreadsheets for: 1) Individuals served; 2) Activities; 3) Matches.  Save in electronic folders by year (see Coordinator’s manual/website for example; request template if needed).


Within first 3 months of hire:

· Visit another Parent to Parent Program (in-person or virtual)

· Check with State Office ( info@arcwa.org ) about P2P brochure template and other outreach materials

· Set up referral system;  phone, e-mail,  e-list, Facebook logs; see Coordinator manual for examples

· Develop introduction letter (see Coordinator manual/website for examples).

· Review Parent Matching protocol (see Coordinator manual/website).

· Discuss P2P budget, work plans, data & reporting requirements set out by the contract with Sponsoring Agency (as appropriate).

· Develop with your Sponsoring Agency a calendar of events for the year; develop a plan for regular communication with families and community (i.e. monthly calendar of events, Facebook, newsletter, etc).

· Discuss with Sponsoring Agency about parents and professionals to advise Program - Need Advisory Board for Parent to Parent or can you use Arc Board, ICC etc.  Make sure Parent to Parent is on the agenda for you to provide program updates and seek guidance/ideas about needs and gaps for families raising children with special needs in your community.

Within first year of hire:

· Attend a Helping Parent Training (in neighboring County) in-person or virtually.

· Review our Helping Parent Train-the-Trainer videos.
Helping Parent Train-the-Trainer Part 1: https://youtu.be/ntdqqdXkbt4
Helping Parent Train-the-Trainer Part 2: https://youtu.be/C4pLS-t84JA  

· Advertise and recruit parents for Helping Parent training 

· Plan one (1) Helping Parent training; Utilize training PowerPoint and add local County information. 

· Attend any state-wide or regional Coordinator Trainings, calls and webinars scheduled by State Parent to Parent Coordinator, Bi-monthly Network Training calls are required; alternating months Network Connect calls are not.  Request Zoom meeting schedule from State Office.
 
· Attend local meetings related to children/youth with special healthcare needs (Interagency Coordinating Councils/0-3, Early Learning Coalitions, Arc, etc.).  Share information about program offerings.

· Reach out to CYSHCN lead and introduce yourself.
 
· Attend DD County meeting with Sponsoring Agency; meet with the DD County Coordinator 

· Call and introduce yourself to your PAVE representative, Arc office in your area, Parent Coalition staff, EI/ESIT program, Fathers Network and other agencies serving children with special healthcare needs in your county.
 
 
REMINDERS:
· P2P USA https://www.p2pusa.org/ 

· Dress professionally for meetings, conferences, and workshops.  You are representing your Sponsoring Agency and Parent to Parent.

· Practice healthy, professional boundaries with families.  Parent to Parent is a ‘service’.  Establishing, and maintaining boundaries keeps us safe and our families safe!

· Ask your State Office or a veteran Coordinator from another county for help.

* Only parents/caregivers are allowed to attend P2P “parent” support groups and allowed on designated “parent” e-lists/Facebook pages (if noted that way).













Parent to Parent State Leadership Team

Tracie Hoppis, WA Statewide Parent to Parent (P2P) Manager
DESK: (509) 574-3263 
CELL: (509) 907-0873 
E-MAIL: tracie.hoppis@multicare.org  

Theresa Van Pelt, Network Support Coordinator 
Desk: (360) 823-2247 or 
Cell: (360) 513-6682 
E-MAIL: theresav@peacenw.org 

TBA. State Multicultural Support Coordinator 
PHONE: TBA
E-MAIL: TBA 

Jackie Thomason, The Arc of Washington State/Parent to Parent Administrative Assistant
2638 State Avenue NE
Olympia, WA 98506
VOICE: (360) 357-5596 option 2
TOLL-FREE: (888) 754-8798 option 2
FAX: (360) 357-3279 
E-MAIL: info@arcwa.org 
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