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New Liaison Checklist
This checklist serves as a tool to guide new homeless liaisons in their daily tasks to better support students at risk or experiencing homelessness. NOTE: Make accommodations as per your established policies and procedures.

	Required
	

	Contact your State Coordinator at HomelessEducation@education.ohio.gov and request that your name is added to the listserv to get monthly newsletters, stay up to date about new information, and be alerted to upcoming funding opportunities.
	

	Ensure that your school and district update the
Ohio Educational Directory System (OEDS) and indicate you are the homeless education liaison.
	

	Learn about the McKinney-Vento Homeless Assistance Act and best practices for implementation. 
	

	Understand your specific roles and responsibilities as a liaison for students at risk or experiencing homelessness in your school or district.
	

	Review schools and districts enrollment procedures and ensure that students at-risk or currently experiencing homelessness are enrolled promptly, even with a lack of typically required documentation.
	

	Learn as much as possible about the available supports and services for students experiencing homelessness within your school and district and become familiar with the homeless education program.
	

	Collaborate with the transportation director in your school and district to ensure that students experiencing homelessness have transportation to and from school and school-related activities.
	

	At the beginning of each school year, identify and utilize building-level contacts to ensure that posters are disseminated and displayed in a manner and form understandable to the parents and guardians of students experiencing homelessness.
	

	Provide professional development so school and district personnel can better support the needs of students experiencing homelessness.
	

	Coordinate with local agencies and community partners so they know who to contact if they are working with a student experiencing homelessness.
	

	Support the needs of unaccompanied youth. See the Unaccompanied Youth Checklist (available on the Ohio Department of Education and Workforce’s Professional Development web page).
	

	Support the needs of young children and preschoolers experiencing homelessness.
	





	Suggested
	

	Designate a school-level point of contact at each school and district to assist with homeless education responsibilities. Arrange communication protocols with these contacts and invite them to homeless education trainings.
	

	Work with the school's or district's EMIS officer to familiarize yourself with student coding norms.
	

	Keep contact information for schools and districts program administrators and community partners on-hand, and schedule periodic check-in phone calls and/or meetings with them.
	

	Collaborate with liaisons from other districts to exchange ideas.
	

	Familiarize yourself with transportation options and services available for students at-risk or currently experiencing homelessness in your area.
	

	Store frequently used documents on your computer or binder for quick reference. This includes documents for conversation with families, conversation with staff, or communication with community-based organizations.
	

	Create a calendar that notes important dates and deadlines, such as state trainings, deadlines for data submission, and monitoring visits. 
	

	Be mindful of busy times of the year, including the beginning and end of the school year, when it is important to reserve additional time or ask for additional staff support.
	

	If a process doesn’t already exist, develop one to identify students at-risk or experiencing homelessness.
	

	Identify and participate, if possible, in available training sessions, webinars, professional development offered by the State Coordinator, and other reputable sources.
	

	Establish relationships with community organizations and agencies that can offer additional support to students and families experiencing homelessness.
	

	If a system doesn’t exist, implement one to collect and track data on students at risk or experiencing homelessness. See the data meeting template (available on the Ohio Department of Education and Workforce’s Professional Development web page).
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