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WOODINVILLE TODDLER GROUP
Phone Script
1. Introduce yourself: “Hi, I’m _______________, a parent volunteer from Woodinville Toddler Group.  I will be your Class Coordinator this year.  I’m calling to introduce myself and welcome you to the class. I would also like to give you a few pieces of information and answer any questions you may have.”

2. Ask families if they received the email you sent a week earlier

· If they did not, confirm their email address
· If they did, see if they have any questions
3. Tell families about important events coming up
· New Family Orientation Night
· Date, Time and Location
· Items to bring

· Personal calendar

· Optional – checkbook to purchase WTG t-shirt

· Alumni families only – Ask if they have any questions about the choice to attend New Family Orientation or complete the Handbook Assignment.  Let them know that alumni are welcome and encouraged to attend if they have questions about prep or WTG policies.
· Class Potluck
· Date, Time and Location
· Paperwork to bring

· WA State Immunization form or physician signed Exemption form

· Tuition check or exact cash payment (if they did not pay online)

· Personal calendar

· Optional – checkbook to purchase WTG t-shirt

· Potluck dish sign up information that you have organized
· First day of class
· Date and Time

4. Confirm expiration dates of CPR and/or first aid certification, as well as any allergies.
5. Ask whether the parent has any questions.  Feel free to tell them you’ll get back to them via email if you need to check with Susanne, Sara, or the Board President about an answer.
Our main objective is to start the new school year with a positive first contact with you as their Class Coordinator! Thank you for all of your hard work!
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