
Internal Materials: Facilitator Agenda 
 
Pre-Meeting Logistics 

q Prepare all logistics for the room, including setting tables, placards/color codes, equipment, 
participant roster, and refreshments.   

q Have your speaking notes/annotated agenda, grouped survey materials, participant agenda, and 
other needed discussion aids. 

 
Survey Summary Handout: Pathways will provide you with a word document that includes all survey 
responses organized by question. Facilitators are responsible for grouping similar themes within each 
priority area and creating the handout for use in the meeting. (see Internal Materials: Survey) It is 
particularly important to prepare these materials in advance to help you share examples and to make it 
easier to assign categories for table review. 
 
Seating: To help create robust discussions, invite participants to sit at mixed tables with small groups of 
4-6 types of participants at each table.  
 
Optional approach. 

q Categorize participants in advance of the meeting. 
q Assign each category a color. 
q Prepare name placards in advance.   
q Put the category color on the corresponding placard using a sticky dot, marker or some other 

means. 
q Prepare a flip chart sheet that provides a key for the colors and categories and hang that in a 

visible place. 
q Invite participants to sit at tables with colors other than their own. Making this an invitation rather 

than assigning seating gives people a level of choice, as well as responsibility for maintaining a 
variety of perspectives throughout the day as they shift tables.   

 
Handouts 

q Fortune-size piece of paper 
q Participant Roster 
q Participant Agenda 
q Themed Survey Responses (Everyone should have a packet that includes three separate handouts: 

one for Social Emotional Health, one for High Quality Early Care and Education, and one for 
Regular Attendance.) 

q Pathways Measures Fact Sheet 
q Community Data Sheet 
q Children in our Community Worksheet (one per table) 
q Policy, Practice and Capacity Worksheets (Each participant will need two copies of this sheet.) 

 
Start on time. Consider inviting people to come early for a cup of coffee/refreshments and to network. 
 
 
 
 
 
 
 



PART 1: Welcome, 20 minutes 
Welcome and 
Overview 

• Introduce Facilitator, Note-taker and Pathways representative. 
• Welcome participants and highlight the cross-sector representation in the 

room (per the color code on placard/people at mixed tables). 
• Thank people for attending to contribute their ideas. 
• Highlight briefly the purposes of the meeting and the agenda (refer to 

Participant Agenda), and how the day will unfold, beginning with 
introductions of participants.  

Icebreaker  
 
NOTE-TAKERS:  
POST MEETING, 
TRANSCRIBE 
PAPERS ON WHAT 
INDIVIDUALS SAY 
IS A STRENGTH OF 
THEIR 
COMMUNITY INTO 
NOTE-TAKER 
TEMPLATE 

• At each place at the table, have a “fortune” slip size piece of paper 
(blank).   

• Ask each person to reflect on their own experiences, and to write down 
one strength of their community that supports early childhood growth and 
development.   

• Ask participants to stand and find a nearby partner, perhaps someone they 
may not know as well as others, and tell them they will be introducing 
their partner to the group.   

• Ask each person to look at the fortune they wrote and take a moment to 
notice what energizes them about that strength.   

• Each person takes 60 seconds to share their name and the strength, and 
why they are excited about that asset. (Signal when 60 seconds are up and 
it is time for the other person to share.)   

o Then ask them to form groups of 6-8 and introduce their partner by name 
and one sentence about what gave their partner energy – a quick 
paraphrase. Doing this within small groups (6-8 people) will help you 
manage the time. NOTE: This is a very quick report of what energizes 
them, so be clear in your directions to avoid folks doing a lot of 
storytelling. 

o Refer people to the participant roster, and let them know that they will be 
meeting others during the meeting. 

• FACILITATOR: Collect the fortunes – representing the “fortunes of the 
community” from which we will want to build our conversations today – 
and give them to the note taker to type up after the meeting in the note-
taker template. 

PART 2: Pathways Introduction, 20 minutes 
Pathways 
Presentation   
 
NOTETAKERS: 
RECORD THE 
COMMENTS 
SHARED DURING 
THE LARGE 
GROUP. 
 
COLLECT THE 
HALF-SHEETS TO 
TYPE UP POST-
MEETING INTO 
NOTE-TAKER 
TEMPLATE 

• Welcome the presenter. 
• Presenter shares brief background on the feedback loop that they are 

creating for the work at the state level. (This presentation will be about 10 
minutes to allow the remaining ten minutes for discussion.) 

• Facilitator leads group discussion. 
- Thank presenter and share how the presentation sparked your 

thinking. 
- Share with participants that you would like to hear what interests 

them. To do so, lead the following activity: 
˃ Ask the group to use a half-sheet of paper (or a notecard) and jot 

down their thoughts on two questions that are listed on their 
agenda.  (See below.) 

˃ Let them know that you’ll ask some of them to share their 
thoughts with the group, and that these pages will be collected 
since there is not time to hear from everyone.   



˃ Pose the first question and ask them to write down their response, 
pause for about 45 seconds, and then pose the second question 
and similarly pause for 45 seconds. 

 
1. How do you imagine the work of Pathways could support you 

in your role/organization?  
2. In what ways could Pathways support collaboration in your 

community around improving outcomes for children and 
families? 

 
˃ Managing your time, ask 2-3 people to share their reflection to the 

first question, then ask for another 2-3 people to share their 
reflection to the second question.  

 
- After discussion, the participants can place their half-sheets in a bowl, 

a box, or a spot to be collected by the note-taker.   
- Thank the presenter again and make transition statement to the next 

conversation about data. 
PART 3: Data, 20 minutes 
Children in Our 
Community 
 
NOTE-TAKERS: 
RECORD THE 
COMMENTS 
SHARED IN LARGE 
GROUP.  
 
COLLECT THE 
“CHILDREN IN 
OUR COMMUNITY” 
WORKSHEET TO 
TYPE UP POST-
MEETING INTO 
NOTE-TAKER 
TEMPLATE 
 
 

• Next, we will talk about data that offers one view of how children and 
families in our community are faring.  

• We know you bring incredible knowledge, including and well beyond this 
data, regarding disparities that exist because of structural (or systems 
level) racial inequity, as well as inequity around income, geography, 
disability and age.  

• Right now, we want to develop a fuller picture of how different children 
and families are doing and ask why.  
 

• Distribute and introduce the data sheets and give people time to look at 
the data individually. Remind them that they received this data ahead of 
the meeting. 

 
• Invite participants to discuss with their table the following questions (on 

their agenda) and jot down responses on a worksheet (provided) as they 
go. 
 
1. What do you notice when you look at the data? 
2. What kinds of disparities do you notice with regards to race and 

other groups that people belong to because of their social status, 
gender, income levels, or other key social demographic? 

3. How does the data resonate with your direct experience with 
children and families? What other information would you add from 
your experience?  

 
• Managing your time, prompt responses from each table on their 

discussion (general comments, not specific to a question).  After 
discussion, the participants can place their half-sheets in a bowl, a box, or 
a spot to be collected by the note-taker at end of activity.    



PART 4: Common Terms, Priority Outcomes, and Survey Information,  
30 minutes 
Introduction 
 

• Now we will use your pre-meeting survey responses and our community 
data to take the conversation to the next level of detail for offering ideas 
to the Design Team.   

• First, we will offer a common set of terms for looking at the three priority 
outcomes. Then we’ll give examples on how to offer your ideas, followed 
by three rounds of small group discussions.   
 

Common Terms  
(5 minutes max) 
 

• Briefly introduce the concepts below to set the context for discussions. 
(You might choose to offer examples that make sense to your 
community).   

• Refer to definitions on their agenda, or you might put them on a slide or 
flipcharts (one definition per page) as a helpful visual for the discussion.   
 

Policies:  Federal, state and local legislative, administrative, 
department, program and/or funder policies, rules and regulations. 
 
Practices:  Practices that guide behavior, some of which might be 
driving good outcomes, and some of which might be obstacles to 
improving outcomes. Practices are the way we do things in families, 
communities, organizations, and the state. 
 
Capacities:  The skills and knowledge needed to implement policies 
and practices. (Capacity can refer to families, providers, community 
leaders, and others working with and/or shaping the environments in 
which children live.) 

Example Discussion 
on Policies, Practices 
and Capacities for 
Three Priority 
Outcomes   
 
(5 minutes for intro 
leaving 20 minutes to 
give the three 
examples) 

 
NOTE-TAKERS:  
DO NOT NEED TO 
RECORD THIS 
DISCUSSION 
 

• NOTE: ADDITIONAL GUIDANCE IS PROVIDED IN THE 
“PROCESS OVERVIEW FOR GENERATING POSSIBLITIES” 
DOCUMENT  

• Reference the three priority child outcomes for today’s discussion to get 
people anchored. (You might put them on a slide or flipcharts as a helpful 
visual for the discussion).  
 

a. Social-emotional health and development supports for children 
and their families (brief preamble) 

b. High quality early care and education for children from birth 
through age eight (brief preamble) 

c. Regular attendance at preschool and the early grades (brief 
preamble)   
 

• Thank the group again for sharing some of their ideas ahead of the 
meeting, and tell them that you have grouped the responses to use as a 
starting point for discussion.   

• Let them know that if they did not have a chance to complete the survey 
there will be plenty of opportunity to add their voice and ideas during the 
discussions. 

• Remind the group to remember what they noticed in the discussion of 
local data.  



• Consider this question: if we put into place these changes in policies, 
practices and capacities, how do they particularly meet the needs of the 
children who are experiencing racial and other disparities?   

• Next you will choose an outcome (social-emotional health, high quality 
early care and education, or regular attendance) and facilitate the 
discussion of one example as a large group, to practice the task and 
prompt clarifying and probing questions of Who, What and How.   

  
Just before break ask people to stand and collect their belongings to move to a new table and form three 
new “mixed table” groups, by gravitating to people they do not know as well as others, and assuring that 
there is a rainbow of color dots/perspectives at the tables.  (Facilitators and others can help guide 
people to form new groups and get on to their break.) 
 
Break for 15 minutes. 
PART 5: Generate Possibilities, Two 45-minute segments, followed by a 15-
minute gallery walk review 
Generate Possibilities 
on Priorities   
 
NOTE-TAKERS:	
AFTER EACH OF 
THE THREE 
ROUNDS, COLLECT 
THE WRITTEN 
NOTES AND 
ASSIST 
FACILITATOR IN 
POSTING ON FLIPS 
AND GROUPING 
THEM FOR THE 
GALLERY WALK  
 
 
 
 
 
 
 
 
 
 
NOTE-TAKERS: 
POST MEETING:  
TYPE UP THE FLIP 
CHARTS INTO 
NOTE-TAKER 
TEMPLATE. 
INCLUDE 
HANDWRITTEN 
NOTES FROM THE 

Just before you start again, place a sign on each table with the priority 
outcome and focus area listed for each round, along with participant 
worksheets. Some of you may have staff or designated table note-takers who 
should come with their designated pages to capture the table ideas; otherwise, 
you will ask one participant at each table to be that note-taker and provide the 
forms, and you will have one table facilitator working with every two tables to 
ensure that the discussion stays focused and the notes are clear and detailed. 
 
• Let people know that there are two rounds. So every table gets to talk 

about two of the three priority outcomes, but all three topics will be 
covered by at least two tables. 

• There are 45 minutes available to complete the four steps, and depending 
on how quickly you offer ideas, you are welcome to generate more 
actionable statements of policy and practice in that same focus area (use 
separate worksheets).   
 

Step 1.  Look at your handout for your priority outcome and survey results. 
It also suggests a place to begin your first conversation. Consider if there 
are specific and actionable local policies and practices that would make a 
positive difference. Think about who, what and how. (If state policies pop 
up during discussion feel free to note them in the “state” section on your 
worksheet.) 
 
Step 2.  Now note if there are specific and actionable state policies or 
practices that would make a positive difference.   

 
Step 3. Reflecting on these suggested policies and practices, what skills, 
knowledge or capacity building needs strengthening to get to a new future?  

 
Step 4:  Are there specific local or state policies or practices we have in 
place today that we would want to shift or stop?  

 
• At the close of the first round (45 minutes) the facilitator will ask tables to 

talk about a new priority outcome and focus area (refer to sign on table).  



GALLERY WALK 
(use italics to 
designate they came 
from gallery walk). 

Throughout the process, facilitator will prompt the group every 20-25 
minutes (at the half-way mark and at the end of the round.) 

• At the end of the small group discussion, each table is invited to stand up, 
grab a sharpie pen, and enjoy a gallery walk of the flipcharts and, if an idea 
is sparked, to make additional notes (legibly) on the page next to the 
worksheet. 

PART 6: Reflections, 30 minutes 
Final Reflections 
 
NOTE-TAKERS: 
RECORD THE 
LARGE GROUP 
COMMENTS. 
 

• Ask participants to look at the whole of their work together, and offer 
reflective comments on the exercise:  
 
1. Imagine that all of this comes into being – what will be the result? 

What difference would it make to children and their families?  What 
themes emerged? What surprised or intrigued you?   

2. What else, if anything, do you want to say to the Design Team? 

PART 7: Closing, 10 minutes 
Closing and 
Gratitude 
 
NOTE-TAKERS: 
RECORD THE 
LARGE GROUP 
COMMENTS. 
 

• Remind the group how their input will be used at the state level 
conversation, and that they are urged to come back in early 2018 for the 
second meeting to review and comment on the draft strategies from the 
Design Teams.  

• Let them know that the ideas they generated today will be shared in a 
meeting summary, as well as in a report that aggregates learnings across 
the 14 communities.  Give them many thanks for their thoughtful and 
meaningful participation. 

• Ask them to find a partner from another table and share “what most 
inspired them about today’s conversation.”   

• Invite them to share with the large group as a closing reflection. 
Adjourn 

 
 


