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Facilitator Agenda (FULL Days)–
	General Materials Needed:
	Room Set-up:

	1 Set of Handouts per Person 
Name Tents with the Norms
Room signs, 
One ream of white photocopy paper
Chart Paper (4 to 5 full w Sticky Strip) 
	Materials Box for each table with:
Markers (Mr. Sketch variety)
Post its – 3x3” and 4X5” sizes
Index Cards 
Highlighters – 4 colors 
Pens and Pencils
Participant “toys”
	Long Rectangle table at back for facilitators
Round Tables for participants
Projector, Screen, mics, and Speakers
Carousel stations and reporting stations 
No podium, table with projector big enough for laptop
50 people max 

	Key Outcomes for the Event:
Participants will
Participants can





	Overview of Content, Time, and Facilitator Assignment

	8:30-9:00 Entry and Welcome




10:15-10:30 Break





Lunch – 12:00 -1:00
	Ellen
	1:00 -1:45 




2:25-2:30 Break




4:30 -5:00 Adult Choice Networking
5:00 Adjourn
	Key Outcomes for the Event:









 


	Time Slides Faclitator 
	Resources
	Instructions, Activity and Debrief (Facilitators)
	Essential Questions and Outcomes

	

	Charts, handouts, articles, materials, slide

	What are you saying, what are they doing, what questions will you use to guide learning and make clear the important points
Include an estimate for how long each section of the learning will take

	What question(s) will this learning answer? What will participants know or be able to do?

	7:00 -8:30 – Team prep, practice, room set up, sound check, etc.

	Entry Activity


	8:30 -9:15
	
	45 Mins TOTAL Getting Started
	

	
Pics of Slides in the column
	Norms in Handouts
Agenda on Slides
Parking Lot Chart
Name Tents
Handout Package
	Facilitator script, processes, timings, debrief questions, and any notes the facilitator needs to implement the section.
	Participants will know how we are going to work, the basic schedule, and the logistics relevant to the training. 

	9:15- 10:15
	
	30 Mins TOTAL –  Learning Chunk
	

	
	. 
	




	

	10:15- 10:30 BREAK


	10:30-11:30
	
	60 Mins TOTAL Learning Chunk
	

	
	
	
	

	11:30 -12:00
	
	30 Mins TOTAL–  Learning Chunk
	 

	
	
	
	

	12:00 - 1:00 LUNCH

	1:00 – 1:30
	
	30 Mins TOTAL– Learning Chunk
	.

	
	
	
	

	1:30 – 2:15
	
	45 Mins Total – Learning Chunk
	

	
	
	
	

	2:15 -2:30 BREAK


	2:30-3:15
	
	45 Minutes Total – Learning Chunk
	

	
	
	
	

	3:15- 4:15
	
	60 Minutes – Learning Chunk
	

	
	
	
	

	4:15-4:30
	
	15 Minutes - Ending it Right
	

	

	
	Questions, Connections, Reflections
Housekeeping announcements
Plus/Delta at the Door

FOR TOMORROW – 
	Participants will be able to bring a little closure to their learning and provide feedback on the day. 

	4:30 – 5:00
	
	30 Minutes - Choice Networking Activities –
	

	
	
	This is a time for participants to meet and discuss any issues they are thinking about with other members of the group.  This is not led by facilitators and highly encourage to occur in any other space besides the conference room. 
	Participants will make useful connections with staff from other affiliates. 

	5:00 ADJOURN



Facilitator Agenda (LAST DAY - SHORT)
	General Materials Needed:
	Room Set-up:

	1 Set of Handouts per Person 
Name Tents with the Norms
Room signs, 
One ream of white photocopy paper
Chart Paper (4 to 5 full w Sticky Strip) 
	Materials Box for each table with:
Markers (Mr. Sketch variety)
Post its – 3x3” and 4X5” sizes
Index Cards 
Highlighters – 4 colors 
Pens and Pencils
Participant “toys”
	Long Rectangle table at back for facilitators
Round Tables for participants
Projector, Screen, mics,  and Speakers
Carousel stations and reporting stations 
No podium, table with projector big enough for laptop
50 people max 

	Key Outcomes for the Event:
Participants will
Participants can





	Overview of Content, Time, and Facilitator Assignment

	8:30-9:00 Entry and Welcome




11:00- 11:15  Break



	Ellen
	1:00 -1:45 




1:00-2:00 LUNCH and Adult Choice Networking
2:00 Adjourn
	Key Outcomes for the Event:









	Time Slides Faclitator 
	Resources
	Instructions, Activity and Debrief (Facilitators)
	Essential Questions and Outcomes

	

	Charts, handouts, articles, materials, slide

	What are you saying, what are they doing, what questions will you use to guide learning and make clear the important points
Include an estimate for how long each section of the learning will take

	What question(s) will this learning answer? What will participants know or be able to do?

	7:00 -8:30 – Team prep, practice, room set up, sound check, etc. 

	Entry Activity


	8:30 -9:15
	
	45 Mins TOTAL Getting Started
	

	

	Norms in Handouts
Agenda on Slides
Parking Lot Chart
Name Tents
Handout Package
	
	Participants will know how we are going to work, the basic schedule, and the logistics relevant to the training. 

	9:15- 10:15
	
	60 Mins TOTAL –  Learning Chunk
	

	
	
	
	

	10:15-11:00
	
	45 Mins TOTAL Learning Chunk
	

	
	
	
	

	11:00-11:15 BREAK

	11:15-12:00 
	
	45 Mins TOTAL– Learning Chunk
	.

	
	
	
	

	12:00-12:45
	
	45 Mins Total – Learning Chunk
	

	
	
	
	

	12:45-1:00
	
	15 Minutes - Ending it Right
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	Questions, Connections, Reflections
Housekeeping announcements
Plus/Delta at the Door

FOR TOMORROW – 
	Participants will be able to bring a little closure to their learning and provide feedback on the day. 

	1:00-2:00
	
	60 Minutes - LUNCH AND Adult Choice Networking Activities –
	

	

	
	This is a time for participants to meet and discuss any issues they are thinking about with other members of the group.  This is not led by facilitators and highly encourage to occur in any other space besides the conference room. 
	Participants will make useful connections with staff from other affiliates. 

	2:00 Adjourn




