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Welcome to 
Facilitator Preparation!

Preparing for the 2025 

Capacity Building Institute
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Today’s hosts

Ruth Allison

Alison Lowenthal 

Jacque Hyatt

Brigid Griffin
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Introductions

→ Share your name

→ Where you are from
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Today’s purpose

Further explore the role of a 
facilitator 

Understand the team 
meetings

Clarify the expected 
outcomes of interagency 
state teams

Provide facilitation tools to 
help teams achieve their 
goals
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CBI Themes

• Engagement of students, youth, and families in their educational and secondary-
transition services

• Data-based decision making, sharing, and use to improve programs and 
outcomes at the state- and local-levels

• Holistic, person-driven planning for students and youth with disabilities

• Collaborative partnerships and service delivery for ongoing recovery and 
retention

• Provision of career and technical education, career pathways, and work-based 
learning experiences for all students and youth with disabilities
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Continuous Improvement
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Framework 
for Planning

Kohler et al., 2016
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CBI Agenda:
Monday May 5

4:00 - 6:00 PM Registration Open 

Tuesday May 6

→7:00 AM – 5:00 PM Registration Open

→7:30 AM – 10:30 AM Facilitator Prep/ Informal Networking

→10:45       AM – 12:30 PM Pick up Brunch/ Welcome & General Session

→1:00 PM - 2:00 PM Concurrent Sessions (8) – Round 1

→2:15 PM – 4:00 pm Interagency Team Strategic Planning #1

→5:00 PM – 6:30 PM YETI, State, & Collaborating Partner Networking
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CBI Agenda:  Wednesday, May 7
→7:30 AM – 5:00 PM Registration Open

→8:30 AM – 9:00 AM General Session – YETI

→9:15 AM – 10:15 AM Concurrent Sessions (8) – Round 2

→10:30 AM – 12:00 PM Interagency Team Strategic Planning #2

→12:00 PM – 1:30 PM Pick up Boxed Lunch/ State Panel General Session

→2:00 PM – 3:00 PM Topically-Focused Networking Sessions (8)

→3:15 PM – 4:45 PM Interagency Team Strategic Planning #3

→5:30 PM Dinner on your own
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CBI Agenda:  Thursday, May 8

→8:30 AM – 9:30 AM General Session – Celebrations and moving the work forward

→9:45 AM – 10:45 AM Concurrent Sessions (6) – Round 3

→11:00 AM – 12:30 PM Interagency Team Strategic Planning #4

→12:30 PM Adjourn (Lunch on your own)
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Purpose of facilitated team planning meetings

Structure for 
state teams to 

conduct strategic 
planning

Opportunities for 
state leaders to 
be a participant

Exchange of 
ideas for a 
common 
purpose

Build 
relationships and 

state-wide 
capacity

Identify how the 
plan will be 

implemented 
and evaluated 

over time

1
2

Team norms 

Parking lot

Consensus

Meeting 1
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Examples of  Meeting 1 Tasks

Review team meeting agenda

Discuss last year’s plan if needed

Review available data

Progress through on-line planning tool or other planning document

Select content resource(s), if appropriate

Identify content session assignments

What worked suggestions for improvement
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Burning Questions and Concerns

→ From the Introduction Page
• Common hiccups 
• Talking points on the future of a TA center on secondary transition
• Navigating team discussion in the current political climate
• How often will the facilitators get to connect
• How can I best support teams

→ Today
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Facilitator Activity 

→ Discuss the first team meeting with your small group 

→ Create your first meeting agenda, norms, and parking lot chart pages 
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Action Plan 

Content Resources 

NTACT:C Staff 

Meeting 2, 3, and 4
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Team meeting materials

Materials on 
website

Chart paper and 
markers

Content resource 
availability list and 

request form

What went well 
today and top 

highlight 

Online Planning Tool 

(LCD projector)
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Using content resources

Prepare requests for the next team meeting only

Content resources are available for 2nd, 3rd, and 4th team meeting

Keep time – only 20 mins per content resource

Use the content resource availability list to request the topic that you 
need more information on. 

If we don’t pick up your request, please turn it in at registration booth
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Using content resources (cont’d)

Please check in at the registration 
desk before you team time to pick 
up your content resource schedule; 
or we’ll deliver the schedule for 
each team meeting back to you. 

Please follow the schedule so they 
can get to meetings with other 
teams

Please don’t give request to the 
content resource directly!

Let us know if you move your 
meeting space and/or change your 
mind and want to cancel the 
request
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Purpose of Strategic Planning 
Tool or document

Provides a 
context for team 

discussions

Assists team to 
leave with a 

concrete plan

Encourages 
data-based 

decision-making
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Online planning tool

www.transitionprogramtool.org Things to remember

One note taker logs on to input 
information

View only option for team members

Save often and as you go

Use LCD projector if available for 
team to view as a group

Be sure to “print” pdf plan when 
finished – go to Dashboard
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Facilitator Hedge Maze

→ You are trapped in a "Facilitation Hedge Maze" 

→ Each envelope represents a common team facilitation challenge

→ Each team must discuss three possible facilitation techniques to 
handle the challenge

→ Once you identify effective strategies, you can open your next 
envelope

→ Once all challenges are completed, create a Facilitator’s Manifesto:
• A set of 3-5 golden rules for great team facilitation.
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Facilitator Supports

Use

People resources: 
CBI planning team, 
presenters, and 
other content 
resources 

Use

The facilitator web 
page

Use

NTACT C Staff to 
help problem solve

Communicate

What went well 
today and top 
highlight 
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What went well today and top highlight? 
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Have questions?  Contact us!

Ruth 
Allison

515 

313-3430

Alison 
Lowenthal

208

891-4560

Christine 
Johnson

301

922-8294

Jacque 
Hyatt

208 

860-0916
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Thank YOU!
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