Hello all -
What a year! The amount of program that this team designs, implements, and manages continues to be an amazement. Like all years, we are saying good bye to some great facilitators and we are adding some awesome new ones. Most of us will be in New Orleans ready to start our 2025-26 UniServ, Organizer, and Campaign Lab Support Program work on May 6th, starting at 8:30 at the Embassy Suites by Hilton New Orleans, 315 Julia St, New Orleans, LA 70130. 
This is a long email, designed to answer all your pre-meeting questions. A full agenda overview is included below – AND can be found in our National UniServ and Organizer Program Materials SharePoint site, in the  00 FACILITATOR MEETING folder, open subfolder 2025 May – everything we will use will be there. 

This Email contains an overview,  pre-attendance,  a loose agenda, overview for using our SharePoint site. 

PLEASE READ the agenda at the end of this email carefully as you might see your name in green, bolded font - that means you have the opportunity to lead that part of the agenda 🙂 – I believe that I have contacted everyone by email already. 

OVERVIEW
You should already have your travel arrangements (or be making them within this next week) If you have registered, you will have received confirmation of your hotel reservation.  If you have not - PLEASE CONTACT KARLA ASAP.  Bring your laptops and cell phones.  Print and bring anything that you want printed to lead or participate in content team work as we have no printer and no printing capabilities on site. Dress code - wear your most comfy, fabulous learning with friends wear.  We will only have large pads of paper and markers onsite. 

We are going to be doing an evening team building event either Tuesday or Wednesday from 5:30 to 8:30 that is mandatory-ish as we pay for it.  This could be perceived as slightly athletic - really, only those who are competitive will view it that way - so think about some comfy non-slip sort of footwear. Look for more information soon from our Team Building Group!

There will be two observers/participants this year from NSO. NSO President Brad Darjeen will be selecting two people to attend.  Please treat them as you would any other member of the team. They will be expected to participate in our work.  They are here because there have been a number of questions across NSO meetings about what this team actually offers to affiliate staff. 

Tom Israel, Kyle Serrette, and Amanda Kail will also be in attendance for some of our meeting. Tom is the Center for Organizing Senior Director. Kyle is my new manager and managers the Campaign Lab System. Amanda Kail is one of the new people hired to be part of the Campaign Lab system.  Tom and Kyle will be talking with you about how your work and NEA’s vision come together.  It will be a discussion.  Amanda will be working with the coaching and campaign lab team on content. 

PRE ATTENDANCE WORK  (About 60 Minutes or less Total to Complete)
1. Double Check  - Please take about 5 minutes to ensure each of these is true for you. 
· You may have received a content team lead assignment from Ellen in a previous email. If you are unsure review that section of the file 1 Agenda and Pre Attendance Email found in 00 FACILITATOR MEETING folder, open subfolder 2025 May .
· You should have tested that you can access our National UniServ and Organizer Program Materials SharePoint site - if not, do so ASAP - if you can not access it, email me.

2. Community Agreements  Expect that this will take about 10 minutes. 

Within the 00 FACILITATOR MEETING folder, open subfolder 2025 May, please download, read, and answer the three questions found on page two of this document.  This is a fillable form PDF. We will be doing this very first thing on Day 1 so be ready.  

3. Leadership Style, Style Under Stress, and Facilitator Inventory This will likely take about 30 minutes to complete. 

Please Complete and read all four of the documents described below. Halimah, Salina, and Lindsay will be leading you on this very early on Day 1- so please have this completed prior to your arrival.  If you want copies of this please make them at home and bring them with you.  If your links don't work, this is the path to the files - go to National UniServ and Organizer Program Materials SharePoint site,  open the  00 FACILITATOR MEETING folder, open subfolder 2025 May, and then open the Leadership Styles folder. Within are three files to download and complete :
· Styles Under Stress Assessment
· Leadership Styles Assessment
· Facilitator Style Inventory
There is one file to read: 
· Bad Habits Under Stress

4. Shared Purpose Statement Please Complete Before MAY 1

Great teams know what their shared purpose is.  To support this, you are going to go to the Shared Purpose document found in 00 FACILITATOR MEETING folder, open subfolder 2025 May, and then follow the directions there. This should take about 10 minutes. 


LOOSE AGENDA FOR OUR TIME
Breakfast is served each day from 7:30 to 8:30 and lunch is provided each day, both in the Atrium Rooms ½

Day 1 8:30-4:30 (Overall Time Keepers Jeny and Michelle)
Rooms 
	Fontainebleau 4
	General Session

	Fontainebleau 1
	Breakout 1

	Fontainebleau 2
	Breakout 2

	Fontainebleau 3
	Breakout 3

	Prvtania
	Breakout 4

	Atrium 1 & 2
	Lunch


 






8:30-10:00 
Welcome (Ellen) (15 Minutes), Community Agreements (Yvie), Land Acknowledgment (Alex) and Introduction Whip (Greylor) (30 Minutes)
Peer to Peer Expectations, Teamwork in this Program (Albert, Linda) (15 Minutes)
Our Shared Purpose – (Ellen) (15 minutes)
Leadership styles (Halimah, Salina, Lindsay) (30 Minutes)
 
10:00-10:15 Break

10:15-11:45 
Presenting Team Formation (Monet, Katie, and Michael) – 90 Minutes
Overall outcomes
· Teams that are balanced in skills, diversity (race, gender, affiliate type, experience)
· Team lead, facilitators, alternates for each team
11:45-12:00 
Content Review and Development Plan (Ellen) 15 Minutes

12:00-1:00 Lunch Provided

1:00- 4:20 
Content Team Work Sessions (Eric Simmons will be making sure you are on time to your group and to the ending session of the day) - Work on various programs (All programs will have pre-attendance materials that are accessed through the online course system) 
Content Leads
	Foundations: Barb Whitman and Michael Ruiz
	ARJ: Albert Jones and Shelly Clements
	HBCU: Illissa Morrow and LaQuita Maxey
	LGBTQ: Salina Serricchio-Joiner and Anthony Brisson
	ESP:  Grat Dalton
	School Boards: Monet Reilly and Meighan Davis	
	Campaigns: Zac Johnson
	Coaching: Halimah
	Conferences: Michelle Couture and Kristin Lytie
	LMS-Articulate: Jeny Gardner
	LMS-Events: Vanessa Pulkrabek and Taraja Shepard-Allen
Content Team Overview of Outcomes:
Online programs – LMS Articulate and LMS Live Events
All online programs will identify a “calendar of course launch dates”, identify a lead for the event, and calendar additional meeting times to accomplish the tasks.  Ellen Holmes will be included in all calendar updates.  FOR LMS Events (Synchronous) – Teams will schedule at least two meetings prior to the event to go over the agenda,  practice the teaching “script,” and use the slides. Ellen Holmes will be included in all calendar invites.  All materials for the events need to be sent to Ellen Holmes 30 days before the event.
· LMS Articulate (Jeny) – Will be building modules associated with teaching the full development of a campaign plan, excel tasks,  quintile walk, and identifying other asynchronous content for later development
· LMS Events (Chad) – Will be reviewing the online schedule of offerings, making a calendar and identifying a lead for each one.  Also, what content of the Organizing Through Advocacy will we revise?
· School Safety Team – You are integrated into the LMS work, BUT you could also work on other content teams as you would like
 
In-Person Event Outcomes:
Review and Revise means: Review the feedback forms and highlighted changes from the previous teams.  They will review pre-attendance and participant handouts and begin making adjustments to materials.  If other work is needed for a content group, it has been written below.  

All teams will create the following calendar commitments:  Further content review if needed – all Handouts and pre-attendance need to be to Ellen Holmes at least 4 weeks before the event. Teams will schedule a meeting where portions of the agenda are assigned and a high-level review of the agenda is had.  Teams will schedule actual real-time practice in pairs or as a full team in which scripts are practiced and slides are used.  This is all before our full planning day.   We are doing this because there has been some fairly consistent feedback that not all presenters appeared as prepped as others.  It also showed up in some of our team debriefs and personal reflections.  All calendar invites will include Ellen.
 
HBCU Focused Academy  – Review and revise
ESP Academy – Review and Revise
LGBTQ Academy – Review and Revise
ARJ Academy – Review and Revise
School Board Academy – Review and Revise
Foundations – Replace the following – Identify the leader (Big Heads Sheets) – and the Sticker UP activity,  and the run of slides with the videos about leadership structures – new videos --- That particular run of content is dated.  You need the same outcomes, but rewrite with scenarios, new graphics etc.  There is a very new, well-done set of one-on-one scenarios within the HBCU content that might allow some support to figure out who is the leader and what structure you need in place to pull off a particular action.  I think it may also be that we could introduce “organizing math” and Dunbar’s numbers and have them work back – If you want 1500 people (activists) to turn up at a school board meeting in a month – how big is your organizing team, how many mobilizers do you need, and what sort of communication plan (asks, reminders, day of reminders, follow up thanks/why did you not come)
Conference Teams - Very Brief and very quick review and revision
Campaign and Coaching – NEW CONTENT – Developing the foundations for a winning campaign – we can start with that content AND it needs to be aligned with the Campaign Template AND the Online Modules AND the Coaching.  Ellen will be part of this group.

4:20 -4:30 
Ending the Day (Linda - Ellen)

Day 2 8:30-4:30 

8:30- 10:00
Welcome Back, Campaign Lab Overview, NEA Vision, Question and Answer (Ellen, Tom, Kyle, Amanda)

10:00-10:15 
Break

10:15- 11:45  (Bekah will make sure folks get to their session on time and 
Break Outs Round 1 – New Folks Clinic is ONLY offered  this round
· Adult Learning Methods We Use (Halimah, Anthony, Albert) – This is a solid foundation and reminder about the best ways to work with adults in our trainings.  We will hit the following - Principles of Adult Learning, Popular Democracy Techniques, Structuring Adult Learning,  Directions, Questions, Feedback, Tough Scenarios

· Your Biases as a Facilitator and What to do  When Bias Shows up in Learners (Shelly, Matt, Sara) 
Recognizing your own bias in your facilitator work, in your questions, in your follow up - or when you don't follow up and why.  Interrupting the outcomes of bias when participants' biases show up.   How to effectively call in and keep the learning flow happening. How to accept being called in and keep the facilitator flow moving. 

· The Roles all Teams Need: Pro Tips for Team Leads, Time Keepers, Worksite Leads, Online Support, Team Member (Barb, Michelle) – Debriefing Teams, Convening Teams, Setting the norms for teams, Jumping in and jumping out, Herding the Cats- how to manage when you are not wearing an authority hat, Building community – what happens when Ellen doesn’t show up.

· New Folks Clinic (Michael, Pete, Illissa) How did you get here,  What are the expected beliefs and behaviors for being part of this team, How do you balance your work/manager/and this work, Where is all the stuff, How do I use the facilitator agenda,  how do I contact someone,  how do I prepare,  What can I expect for support 

 
11:45-12:30 
Lunch

12:30 – 2:00 (Rakia Hardaway will be helping folks arrive on time for their sessions and get them out to go to Break)
Break Outs Round Two
· Adult Learning Methods We Use (Halimah, Anthony, Albert) – This is a solid foundation and reminder about the best ways to work with adults in our trainings.  We will hit the following - Principles of Adult Learning, Popular Democracy Techniques, Structuring Adult Learning,  Directions, Questions, Feedback, Tough Scenarios

· Your Biases as a Facilitator and What to do  When Bias Shows up in Learners (Shelly, Sara, Matt) 
Recognizing your own bias in your facilitator work, in your questions, in your follow up - or when you don't follow up and why.  Interrupting the outcomes of bias when participants' biases show up.   How to effectively call in and keep the learning flow happening. How to accept being called in and keep the facilitator flow moving. 

· The Roles all Teams Need: Pro Tips for Team Leads, Time Keepers, Worksite Leads, Online Support, Team Member (Barb, Michelle, Chad) – Debriefing Teams, Convening Teams, Setting the norms for teams, Jumping in and jumping out, Herding the Cats- how to manage when you are not wearing an authority hat, Building community – what happens when Ellen doesn’t show up 

2:00- 2:15
Break

2:15-3:30 
Break Outs (Joshua will be helping folks leave break in time to arrive in their sessions and then getting them back to the big room for end of the day)
· Adult Learning Methods We Use (Halimah, Anthony, Albert) – This is a solid foundation and reminder about the best ways to work with adults in our trainings.  We will hit the following - Principles of Adult Learning, Popular Democracy Techniques, Structuring Adult Learning,  Directions, Questions, Feedback, Tough Scenarios

· Your Biases as a Facilitator and What to do  When Bias Shows up in Learners (Shelly, Sara Matt) 
· Recognizing your own bias in your facilitator work, in your questions, in your follow up - or when you don't follow up and why.  Interrupting the outcomes of bias when participants' biases show up.   How to effectively call in and keep the learning flow happening. How to accept being called in and keep the facilitator flow moving. 

· The Roles all Teams Need: Pro Tips for Team Leads, Time Keepers, Worksite Leads, Online Support, Team Member (Barb, Michelle, Chad) – Debriefing Teams, Convening Teams, Setting the norms for teams, Jumping in and jumping out, Herding the Cats- how to manage when you are not wearing an authority hat, Building community – what happens when Ellen doesn’t show up

3:45- 4:30 – Closing Thoughts and Details 
Reflections from the Day – (Linda ) 30 Minutes
Overview of content teams process for last day – (Ellen) - 10 Minutes
 
Day 3 8:30- 1:00
8:30 -12:00 (Taraja will be helping teams get to their rooms and then help them get back to the big room on time)
Move directly into Content Team working groups. 

12:00-1:00
Team Presentations 
12:00 -12:45  Team Progress AND Chants and Dances (Scott, Jackie, Sara, LaQuita) 

1:00-1:30
Closing  (Ellen) 

1:30  Adjourn

Using the National UniServ and Organizer Facilitator Program Materials Site 
BOOKMARK THIS LINK National UniServ and Organizer Facilitator Program Materials
You have editing access to all materials.  This is a vast volume of work and it is possible for you to permanently delete items. Please be careful as you work with the folders and documents.  ALSO - please close your tabs once you are done with a document as it can prevent others from opening and editing. 

Here is how this SharePoint Site is organized:

Main Folders
0 SCORM — stay out unless you are building SCORM files IYKYK - LOL 
00 Facilitator Lists and Resources - This is your main place to visit for who is a facilitator, what team they are on, their contact information, program list for the year, communications, template for out facilitator agenda.  This folder contains the basic overview for how we run everything. 
00 Materials, Signs, Set Up  - This is where we keep the signs used again and again.  It is where Karla goes to see what needs to be made, laminated, ordered, and put in our trunks for travel. 
000 Video Resources - stay out unless you one of the people who are able to snag videos from the internet - IYKYK  -LOL

Naming convention for all other folders:
If a folder name contains a state name or only a  topic - then it contains materials used to do that specific training for that specific state or on that specific topic.  

If a folder begins with F2F then it is one of our in person academies.  Within each folder will be current year and archived years folders.  Each folder for the CURRENT year typically has a Facilitator Materials folder, a Participant Handouts Folder, and maybe other resources.  The facilitator materials contain all PPTs and agendas.  Videos, evaluations, and registration lists.  The Participant Handout Folder has all the DOC, PDF, and Online format materials that we load to the online course sites.  The Pre Attendance is the same as the participants folder - just with the pre attendance folders. 

If the folder name begins with OL then it is for one of our Synchonous (live events) that is hosted on the NEA Learning Portal.  These folders are less "standardized" but you should expect to find a PPT, and Agenda, and the resources that were included for the 90-minute online event. 



