Greater Houston Community of Concern

The Parents’ Association of The Kinkaid School

All School Leadership Symposium

Partnering for Prevention

May 5, 2003

Brown Auditorium

Suggested Process Flow

	Time/ Date
	Activity
	Lead Person
	Supplies Needed
	Equipment Needed

	Pre-Symposium Activities

	April 29
	· Confirm Delegates attending

· Prepare list of Delegates attending
	Peggy
	· Delegates List sorted Alpha
	

	April 30
	· Randomly select Parent, Faculty and Student Delegates for Two-Minute presentation groups
	Peggy/

Ceci/ Linda
	· List of Presentation groups sorted by Parent, Faculty, Student
	

	April 30
	· Preview Brown Auditorium

· Preview AV equipment/lighting and operations

· Design Focus Groups layout/ areas

· Designate Check In area for tables

· Designate where to place signs
	Peggy

Ceci/ Linda
	
	

	April 30
	Finalize Speaker
	Peggy
	
	

	April 30

May 1
	Call to notify all selected for Presentation Groups; ask them to come early on May 5 to receive instructions and prepare 2 minute presentation
	Peggy
	· List of Presentation groups sorted by Parent, Faculty, Student 

· List of Alternates
	

	May 1
	Confirm signs needed and to be made
	Peggy
	· Signs

· Easels for signs
	

	May 2
	Mail out Letter to Delegates enclosing questionnaire document to be submitted at Symposium
	Peggy
	· Letter to Delegates

· Questionnaire
	

	May 2
	· Prepare Delegate Packets

· Finalize Books and Contents
	Peggy
	· Books
	

	May 2
	Prepare list of Focus Group Assignments
	Peggy

Linda/ Ceci
	· List of Delegates attending for assignments
	

	May 2
	· Determine number of Focus Group Facilitators plus alternates needed (2 per group)

· Notify selected Facilitators
	Peggy

Linda/ Ceci
	· List of Delegates
	

	May 2
	Email or send Facilitators information 
	Linda/ Ceci
	· Email address of Facilitators

· Packet of Facilitation Information
	

	May 2
	Coordinate volunteers, assign tasks, and notify of time to arrive at Brown Auditorium
	Peggy
	· List of coordinators

· List of task assignments
	

	May 3
	Prepare name tags with Focus Group numbers on each tag
	Peggy
	· Laser printer name tags
	

	May 3
	Prepare Index Cards packets (rubber banded)
	Linda
	· Yellow and Pink Index Cards (20/6 per pack)

· Rubber Bands
	

	May 3
	Prepare talking points for Don North’s welcome speech

· Mission (State clear purpose)

· Why were you selected/ purpose

· Why are we doing this as a community

· Define their roles

· Why are we here

· What is objective

· What outcomes desired

· What answers do you want out of this session
	Peggy
	
	

	May 5 Leadership Symposium Activities

	8:00 – 9:00 am
	Facilitators Training of Focus Groups

· Review major objectives of Focus Groups

· Review Ground Rules and Agenda

· Review Facilitators’ skill guidelines “Basics of Conducting Focus Groups”

· Creating the environment

· Introductions

· Involvement Tips

· Facilitator skills/ guidelines to include skills and handling different and difficult situations

· Closing/ ending session

· Capture data/ gather notecards

· Feedback

· Explain scribes and runners’ roles
	Need Tech Person, Facilities person to be available in Auditorium


	· Facilitator Ground Rules to handout

· Flip charts

· Easels for Flip Charts

· Bottled water on podium


	· Microphone 

· Podium

· Lighting switches

· Lighting operator

· Need to understand how to operate AV equipment

	
	· Meet with and instruct randomly selected Parent, Faculty, and Student Delegates to prepare a 2 minute presentation for opening of Leadership Symposium

· Groups to work on 2 minute presentation


	
	· Instruction sheet regarding presentations
	

	
	Organize Volunteers and post at work stations:

· Sign in Table/ name tags

· Set Up Refreshments

· Set Up Flowers

· Set up podium with bottled water


	Peggy
	· Sign in Sheets/ alpha divided by 3 (A-I/ J-Q/ R-Z)

· Table Tents of A-I/ J-Q/ R-Z

· Pens

· Name tags

· Folder for collecting questionnaire completed ahead of time

· Stack of Yellow Index Cards/ Pink Index Cards

· Rubber bands to bind Index Cards

· Book/ Course Materials
	

	
	Post Signs on Campus


	Volunteers
	· Signs pre-made:

· COC parking

· COC meeting room

· Easels
	

	9:00 – 9:15 am
	Sign in and refreshments


	Peggy
	· Flowers

· Refreshments

· Napkins
	· Tables for refreshments

	9:15 – 9: 25 am
	Welcome by Don North, Head of School, The Kinkaid School

Introduce Speaker
	Don North
	· Written speech

· Speaker Bio
	· Microphone

· Podium

	9:25 – 9:35 am
	Speaker


	
	
	· Microphone

· Podium

· Video player?

· Projection Screen?

	9:35 – 9:45 am
	Main Facilitator Introduces Presentations by Randomly Selected Parents, Faculty, and Student Delegates Group
	
	
	· Microphone

· Podium

	9:45 – 9:50 am
	· Main Facilitator introduces Off The Wall Exercise

· Introduces Ground Rules

· Introduces Topic
	
	· Masking tape

· Markers

· Flip Chart
	

	9:50 –10:15 am
	All Participate in Off The Wall Exercise (address Question 1)
	
	· Index cards

· Flip charts
	

	10:15 – 10:20 am
	· Facilitator recap Off The Wall outcomes

· Facilitator announces Questions 2 and 3 for Focus Groups

· Facilitator announces locations for Focus Groups

· Focus Group Facilitators join Focus Groups and go over Ground Rules and objective
	
	· Index Cards
	

	10:20 – 10:45 am
	· Facilitated Meeting of Focus Groups to develop Action Items

· Agreed upon Action Items taken to Main Facilitator for recording/summarizing onto Flip Chart 
	
	· Flip Charts

· Index Cards
	

	10:45 – 11:00 am
	Main Facilitator to direct sign up for committees for each Action Item
	
	· Index Cards

· Masking Tape

· Flip Charts
	

	11:00 – 11:15 am
	· Don North –

· Summary of today’s work

· Outcomes

· Next Steps

· Thank You 

· Dismiss Meeting
	
	
	

	Other



	Post Symposium Activities

	May 6
	Prepare summary of outcomes and next steps to send to all participants/ delegates
	Peggy
	
	

	May 6
	Determine dates to convene meeting of committees to develop activities for Action Items
	
	
	

	May XX
	Convene committees
	
	
	

	May XX
	Committees to report outcomes of meetings, next steps to Peggy
	
	
	

	May XX
	Peggy updates and documents (measure and report)
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