A Guide for SLC Cross-school Seminar Facilitators

Great Schools Partnership

The purpose of this guide is to provide a wide variety of information to assist “External” (non-GSP) Facilitators of SLC Cross-school Seminars, including their purpose, materials, logistics, agenda templates, stipend payment procedures, etc. Please keep this Guide handy, as you are likely to have questions arise that this Guide can quickly answer. But don’t ever hesitate to contact us with any questions. The materials mentioned below and additional seminar information can be found on the Maine SLC #1 website at: http://gspslc1.weebly.com/materials-for-seminar-facilitators.html
1. Seminar Goals

Please include the following goals (and the seminar description) at the beginning of the agenda for first seminar session, and reiterate them in explaining the feedback form during sessions 2 and 3:

The main goal of this seminar is to support participants in expanding their repertoire of instructional strategies related to [the seminar topic].

The sub-goals of this seminar are to do this by:

1. Helping participants develop a deeper understanding of instructional strategies related to [the seminar topic].
2. Assisting participants in creating and carrying-out focused, short-term plans for implementing new instructional strategies related to [the seminar topic] and collecting relevant data.
3. Helping participants improve or maintain strong skills and a high comfort level in using protocols for looking at teacher and student work and data, and in giving and receiving professional feedback with colleagues.
2. Feedback Forms
Voluntary feedback forms need to be created for participants to complete at the end of each of the three seminar sessions (We realize we may not get one back from everyone).  The format of these forms is relatively standard as can be seen in the template we will provide.  The only changes from session to session will be the date, session #, and the language for the items that ask for feedback on each major activity during the session.  These feedback forms are used in helping plan the next session and future seminars, and are generally reviewed by the facilitators right after participants leave at the end of each session. We’ve found it useful to ask participants to preview this form right after reviewing the agenda and goals at the beginning of the first session, and point out that these forms provide the facilitators data that they use to improve their practice. We’ve also found it helpful to request (with a touch of humor) that they wait until the end of the day to fill it out!

3. The Common Materials Packet
All seminar participants are provided with a small set of common materials, regardless of seminar topic, in order to increase the chances that, over time, a common vocabulary and set of skills will develop in each school around improving classroom practice. This packet will include, in this order:

a. Norms

Please take the time for your seminar to agree to a set of norms for its work together. we think it’s important to give this process enough time to develop some ownership of and commitment to the norms but to not give it so much time that participants feel time was wasted on the process.  One good approach is to present the group with a set of norms that typically arise during a longer process, and then ask participants if anything needs to be added or changed in order for them to do their best work in this group.  Here is a suggested list to start with:

• Respect time

• Allow others sufficient “air” time

• Use “I” statements

• Listen well

• Respect differences

• Be willing to be in your “risk zone”

• Assume positive intentions

• Freely attend to personal needs

• Foster good humor

b. The Cycle of Action

Please spend a couple of minutes discussing this representation of a process that is familiar to every teacher but which is often more implicit than explicit. We think it’s worth briefly mentioning that:

• This is not a “new” concept in any way and there are many similar models

• Teachers go through this process many times each day – it’s nothing new to them.

• The value of making this process explicit is that doing so can highlight aspects of the Cycle that might otherwise get short shrift.

c. A Rationale for Protocols

Please discuss this for a couple of minutes.  We have found it’s usually helpful to:

• acknowledge that some people find protocols, artificial, awkward and restrictive, and sometimes even “unprofessional.”

• briefly mention the benefits and use  of protocols in other professions (architecture and counseling, for example)

• ask participants to please give them a try (or another try) regardless of their past experience or skepticism.
d. Feedback Principles
Please discuss these principles for at least a couple of minutes.  There is a good place to use this handout during the second session since there is some lag time at the beginning of the day when participants can read it, which can be followed by a brief discussion of things that resonate and with which participants might not agree, or have questions about.

e. Looking At Work (LAW) Protocol – 20 Minute Version
This is a key piece.  Please use this protocol during both sessions 2 and 3.

f. Looking At Work Preparation Questions (for sessions 2 and 3)
Please use these sheets at the beginning of sessions 2 and 3 in order to help ensure each presenter has a clear focus for his/her Looking At Work protocol.

g. The Individual Short-cycle Action Plan (I-SAP)

This provides a simple structure for teachers to use in creating a plan for implementing instructional strategies and collecting data.  Participants may use this form or any other way to address the ideas on this form.  We’ve found it helpful to emphasize to participants that these forms will NOT be collected by the facilitators, but that participants will be expected to create action plans and carry them out.  We’ve also found it helpful to emphasize that the list of data at the bottom of the form should be seen as a menu that may remind participants of the wide variety of data that might be worthwhile collecting. During the third session, please encourage participants to think about a group at their school (team, department, PLG, etc.) with whom they might share their plans and results going forward.

h. Zones of Comfort

Please discuss the concepts in this diagram for a couple of minutes.  We don’t recommend taking the time to do the activity.

i. The Final Word text protocol
Please use this at least once (and probably only once) over the three days.  The reading participants do near the beginning of days 2 and 3 can later be discussed using this protocol. 

4. Food

Light breakfast stuff will be provided in the morning.  Lunch will be provided.  Coffee, tea, and water will be available in the afternoon.  GSP staff will make these arrangements.
5. Parking

For the seminars that are meeting at Mahoney Middle School in South Portland, parking is behind the building.  For seminars in the USM Abromson Center or Glickman Library, parking is in the Abromson Center Parking Garage.  For seminars at the Eastland Park Hotel, parking is in the adjacent Gateway parking garage. For either parking garage, participants should bring their parking ticket to the seminar where a GSP co-facilitator will give them a companion ticket that will enable them to get out of the garage free.

6. Communication Between Facilitators and Participants

Please use email as the primary way of getting information to participants.  We will be sending a registration confirmation to each participant with title, description, dates, times, locations with directions, meal information, and a request that they bring something to write with and on – we will cc external facilitators as well.  Ideally, participants will receive a reminder email from you or your GSP co-facilitator 2 weeks prior to EACH seminar session, with another reminder email about 1 week prior that includes all that information again plus at least a rough agenda.  We’ve found it is important to say in all the emails after sessions 1 and 2 something like, “We hope you have been able to try something from the last session in your classroom that you will be able to share during the “sharing experiences” part of the upcoming seminar session.”  If participants are expected to do any other preparation for a session, please make sure they have plenty of advance notice.

The GSP co-facilitator typically sends the above information to participants, which means the “external” and GSP facilitators must communicate with each other about the agenda details before those notices are sent.  However, the “external” facilitators will be given the email addresses for all participants and may communicate with them directly at any time in addition to these “standard” notices.

The GSP co-facilitator will have home phone numbers, etc. of all participants and will handle any emergency cancellation notices.

7. Communication Between the GSP and External Facilitators

External Facilitators are requested to provide the Partnership with all their phone numbers and email address(es) so they can be easily reached in case of weather cancellation or other emergencies.  Conversely, External Facilitators may contact the following Partnership staff as follows:

Mary Hastings: 318-8858 (cell); mhastings@greatschoolspartnership.org
Gerry Crocker: 318-8796 (cell); gcrocker@greatschoolspartnership.org
Mark Kostin: 318-3780 (cell) mkostin@greatschoolspartnership.org
Darlene Hart: 773-0505 (work); dhart@greatschoolspartnership.org
Becky Vance: 773-0505 (work): rvance@greatschoolspartnership.org
8. Materials and Photocopies
GSP will provide supplies for the seminars.  The “external” and GSP facilitators need to jointly plan what supplies will be needed.  In the past, seminars have had a new folder with handouts for each of the three sessions, or 3-ring binders that get added to each session.  Some seminars have also provided each participant with a book.  GSP staff will handle the ordering, copying, folder stuffing, etc. of all seminar materials.

9. Sub pay
The Partnership will reimburse the “external” facilitator’s school for the cost of his/her substitute teacher if invoiced by the school.  The invoice should read as follows: 

“Please reimburse [name of school] in the amount of $x for the cost of [external facilitator’s name]’s substitute teacher on [date], when this teacher was facilitating a Cross-school Seminar.”
10. Honorarium
In order to draw up contracts for the Honorarium, all External Facilitators need to provide their Social Security number and mailing address to Darlene Hart (dhart@greatschoolspartnership.org or 773-0505).  Please provide her with phone numbers and email addresses at the same time, although these are not needed for the contract.  The honorarium amount per seminar for 2008-2009 is $1,061.00.

Darlene will send you a contract to sign and return to her.  When the seminar is over, you will need to invoice the GSP as follows:
“For consulting services involving preparation of presentations at seminar sessions on [seminar topic] on [dates], please remit $1,030.00 to:

Your name

Your address”
11. Schedule

Each session will be about 5 – 6 weeks apart, with the dates set so as to avoid any “black-out dates” for the five schools and the facilitators.

12. Typical Agendas

On the following three pages are three agendas that provide a basic template for planning each of your sessions. Please feel free to adjust times slightly and add details. If you have any questions please don’t hesitate to contact us.
Cross-school Seminar Title:

Date:

Location:

Session: 1

Seminar Goals

Please include the following goals (and the seminar description) at the beginning of the agenda for first seminar session, and reiterate them in explaining the feedback form during sessions 2 and 3:

The main goal of this seminar is to support participants in expanding their repertoire of instructional strategies related to [the seminar topic].

The sub-goals of this seminar are to do this by:

4. Helping participants develop a deeper understanding of instructional strategies related to [the seminar topic].
5. Assisting participants in creating and carrying-out focused, short-term plans for implementing new instructional strategies related to [the seminar topic] and collecting relevant data.
6. Helping participants improve or maintain strong skills and a high comfort level in using protocols for looking at teacher and student work and data, and in giving and receiving professional feedback with colleagues.
7:30 - 7:45
Coffee, etc.

7:45 – 8:30
Introduction: seminar goals, agenda format, feedback forms, norms, and “common 

materials” (GSP facilitator)

8:30 – 11:30
Exploring the Seminar Topic - Part 1 (External Facilitator)

11:30–12:00
Lunch

12:00 – 1:15
Exploring the Seminar Topic - Part 2 (External Facilitator)

1:15 - 2:40
Planning Time 

- Individual/Small Group Learning and Planning (GSP and External Facilitators)

- Sharing Plans (GSP Facilitator)

2:40 – 2:45
Feedback and Closing


Cross-school Seminar Title:

Date:

Location:

Session: 2

7:30 - 7:45
Coffee, etc.

7:45 – 8:30
Introduction: Preparation for Looking at Work Protocols;

 reading for later discussion; Discuss Feedback Principles (GSP facilitator)

8:30 – 9:15
Looking at Work Protocols – one round (GSP and External Facilitators)

9:15 – 11:30
Exploring the Seminar Topic – Part 1 (External Facilitator)

11:30–12:00
Lunch

12:00 – 1:15
Exploring the Seminar Topic - Part 2 (External Facilitator)

1:15 - 2:40
Planning Time 

- Individual/Small Group Learning and Planning (GSP and External Facilitators)

- Sharing Plans (GSP Facilitator)

2:40 – 2:45
Feedback and Closing


Cross-school Seminar Title:

Date:

Location:

Session: 3

7:30 - 7:45
Coffee, etc.

7:45 – 8:30
Introduction: Preparation for Looking at Work Protocols,

 reading for later discussion, Refer to Feedback Principles (GSP facilitator)

8:30 – 10:00
Looking at Work Protocols – three rounds (GSP and External Facilitators)

10:00 – 11:30
Exploring the Seminar Topic – Part 1 (External Facilitator)

11:30–12:00
Lunch

12:00 – 1:15
Exploring the Seminar Topic - Part 2 (External Facilitator)

1:15 - 2:40
Planning Time 

- Individual/Small Group Learning and Planning (GSP and External Facilitators)

- Sharing Plans (GSP Facilitator)

2:40 – 2:45
Feedback and Closing


( Great Schools Partnership, JN, 7/1/08
                      7

