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Facilitator Agenda: Full Meeting
	General Materials Needed:
	Room Set-up:

	Key Outcomes for the Session   
Participants will understand the tools and how to access them
Participants will understand the peer identification and selection process
Participants will understand the structure and timelines
Participants will understand team and whole group expectations
Participants will anticipate communication needs and problem solving                     

	Time and Slides
	Resources
	Instructions, Activity and Debrief 
	Key Outcomes and Essential Questions

	What is the clock time for start and end? Who is doing this Section? What are the PPT slides (pic of slides)?  
	Charts, handouts, articles, materials, videos, projector, screen.
	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
Include Key points.  

	As a result of this section of learning, what will participants know or be able to do?
What participant questions will this answer? 

	
	
	2 Hours – Newish Folk Clinic 
	

	
	
	Welcome in: Facilitators Introduce themselves and why they 
Scott: How did I get here?
· Peer identification (You said a smart thing and people heard it)
· Invite from Ellen to you and manager
· Intentionality in team building (diversity, communication styles, strengths and experiences)

Ask the group: What made you say yes to being here? Give your name and share out. 

Katie: How to use the tools
· Drive
· PEPs- Online Learning Management 
· What is in there? 
· Why we use it?
· Accessing it and what we put in the system.
· Folders
· Agenda
· Tips and Tricks for Access
· Don’t Panic: Contacts if it isn’t working Jay Hunter jhunter@nea.org and cc Ellen
· What to do if you have to withdraw – responsibilities (access removed)
· Bookmark!!
· Download files to work offline
· Videos! Download them ahead of time. Youtube is not  your friend. 

Scott: Adult Learning 
· Adults Want to Know
· Agenda
· Time Constraints
· Expectations
· Personal Connections

· Team Development Wheel:  Forming, Storming, Norming, Performing.  You will see the group go through each of these stages a various paces and times.  Usually the less time you spend in the storming phase, the more productive and collaborative the learning. 

· Table Talk” Why is challenging Adult Learning? 3 minutes. Quick Share out at each table

· What Do Adults and Goldfish Have in Common?  
(Very short attention spans)

· Learning the Sticks Pyramid: Take the how do we design learning that adults remember. 
· Take 10 minutes to rank and then use post its (put them up on the wall) in order of how adults learn from least to most effective. 
· Have the participants review and then share points they see of difference between their lists. 
· Note the correct answer is... 


Ways of Learning
· Presenting is one way. The content dump.  
· Training can be two way and should include modeling, questioning, and application of skills or knowledge. Think preset outcomes.  
· Facilitating is getting the participants to do the work. Identifying problems, naming solutions, mediating conflicts, coming to resolution. There are more questions than answers and the focus is on what the participants bring to the work not what the facilitator brings.


Review Keys of Adult Learning
· BEHAVIORS
· Clarity on directions- kindness is clarity. Ensure any directions to give are clear and tied to your content and outcome. 
· Timing- be conscious of your talk time. Ensure they have enough time to work on the activity. Note your timing and not stealing it from another teammate or participants. We give the agenda and if we do not honor the time, people’s back home plans are impacted, and it could impact the participation of the group. We also need to build in time to comment and give feedback for the participants. 
· Showing grace. No adult likes to be called out, but we need to gently hold them accountable.
· PURPOSE
· Lead What You Are Passionate About. You will want to put time into this and it will show when you present
· Need to Know:  The why behind the content. What relevance does it have to their own work.  Or how can it get them to the next step in learning. 
· Differentiation:. Need to engage with different ways throughout the day. If you are just turning and talking, find another way to get them engaged and talking.
· DESIGN
· Allow participant ownership.  Adults can and want to direct their own learning.   Don’t give them all the information.  Let them find it and share what they found out and are thinking  Do this throughout
· Many Formats.  Remember Goldfish Rule.  Adults need continuous changes in delivery and 
· Interconnectivity of the activities-  Recognize where we have been in the content and where it helps us go. Draw a thread between the different content pieces. This means you have to have an idea of where the training is going. 
· Solution Based Activities 
· REFLECTION
· Life Experiences: Each learner comes with a breadth of knowledge and experiences.  Tap into that. 
This means allowing to for Reflection and Future Thinking
· Culminating Ending.  End with something they build


Teamwork challenges, contribute and step back (refer back to communication styles)
· Josh: Timeline
· 3-4 meetings prior to training, new content may be a bit more intensive with scripting and PowerPoints.
· Meet one day prior to training to prep and plan
· Arrive early in AM, plan to stay after training to debrief and prep for next day
· Foundations – 6-7 days (Travel Saturday and home on Friday)
· Focus trainings – 4-5 days (Travel Sunday and home on Thursday)

· Josh: Meeting with the team (before/during/after)
· Prioritize the time together planning on zoom and during the training
· We will practice word for word what we will present the day before
· Do your individual prep so you come to group prepared
· Don’t go rogue- We make adjustments as a team (this is why its important to be present and engaged, even when you aren’t in front)
· When adjustments are necessary, frame communication to participants as “we” “the team” “the room”, avoid blaming or scapegoating colleagues
· Plan to leave time for end of day debrief before engaging in other “back home” work or needs. This time is pivotal for addressing wrinkles, repairs, adjustments, feedback on feedback, etc. Your absence puts you and the team at a disadvantage. 
· We encourage you to practice your words on your own to ensure you really have the content down. 

· Joah: Commitments
· Planning time before arrival
· Sit as a team
· No outside work in the room
· Stay engaged even from the back
· Be prepared/Study your content
· Be authentic- you are empowered with creative freedom (but communicate with your team)

· Josh: What are three things you can do to free up/focus your time? (15 minutes)
· Brain storm as a table (if larger group, can break out) – share out
· Make a personal commitment list of what you will do in the room to stay present. 
(if we need filler, we can do individual and then groups). 
But it we need to cut time, we can put into groups right away. 
Share out- depends on time. Knowing it is more concerete to put in the room. 


Oops and Ouches, Yours and Others (Team-Based)
Katie: (35 minutes)
Three days rule: Fish, family and friends all start to stink after 3 days
Group participants by 4, with same leadership style
Ask: In a team setting, what kinds of ouches isolate you? What sticks? What rolls off?
Share out by group. Look for themes and differences. 


Get into new group participants by 4, one of each style if possible
Ask: When am I at my best? When am I at my worst?  


Whole Group: 
Josh: 
· Turn and Talk:  Share how you dealt an incident in which you were harmed.  You can pass.  3 minutes
· When you feel harm
· Things to consider
· Communication styles
· Cultural differences
· Assuming best intentions while self-advocating
· Timing 
· Call out v. Call in
· Steps to address it
· (Maybe) get coaching/advocacy
· Speak with colleague/advocate speaks with colleague
· Seek mutual understanding
· State what you need for repair
· Consider together whether there is harm to the group and determine group needs for repair
· Seek Team Lead support if you are unable to resolve the issue
Scott:
· Turn and Talk:  Share how you dealt an incident in which you did harm.  How did accountablity work? You can pass.  3 minutes
· When you do harm (Taylor Swift slide)
· Things to consider
· Impact matters more than intention
· Steps to address it
· Listen/Hear to understand harm
· Reflect on where/how/why of disconnect
· Suggest and solicit means for repair
· Consider together whether there is harm to the group and determine group needs for repair
· Seek Team Lead support if you are unable to resolve the issue
· Exceptions that go straight to Ellen (monopoly slide)
· Slurs
· Discriminatory speech
· Sexual harassment 
· Etc.
Whole team: 
· Our leadership styles work is for more than internal self-reflection, it’s for interpersonal understanding. It isn’t just how the wheels turn in our own heads, but how the wheels fit with everyone else’s to move the team. (slide animations: one gear, and interlocking gears)
· We are all human and fallible. What makes or breaks the group isn’t whether harm is caused, it’s how we respond to it and what we do next.
· This knowledge and understanding is not a free pass for bad behavior. It's a guide for how to prevent and repair harm so we bring our best to the participants and cultivate a safe space for all. 

Before we go... 
· Questions from the group? 
· Share one hope and wondering you are leaving with?
	Participants will understand and access the tools and structures

Participants will understand the peer identification process

Participants will understand the structure and timeline

Participants will understand individual and group expectations on team

Participants will anticipate communication needs and problem solving


What are they going to do to process this information?
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