GUIDELINES FOR STATES FOR WORK GROUPS AND FACILITATORS

FOR PROGRAM IMPROVEMENT PLANNING/PIP TRAINING

Utilizing the Group Process is a key element in successful development of the Program Improvement Planning process.  And having good facilitators is a key in the success of the groups. The products the State will get from the work groups are dependent on the skills of the facilitators and the expectations they set during the first planning session. Generally, groups of eight to 12 members work best. Here are a few tips for getting the most from your PIP Planning process.

1. The State has to have explicit expectations of what it will get from the work groups established to develop the themes/sections of the PIP, and then give them the data, tools, and support they need to get the job done.  For each work group/theme, these questions should be answered:

Theme: ____________________________________________________

What will the work group produce (see 2 worksheets): _______________

What data and tools are needed by this work group:__________________

What support does this work group need: __________________________

2. The State determines the initial composition of the groups, with an allowance for additional members to be added by the group. Check list for each work group includes:

Size of work group: ___________________________________________

Content knowledge needed: ____________________________________

Internal and external stakeholders essential for this group: ____________

      Are front line staff (supervisor(s) and/or worker(s) from the agency)

      represented within the group?

3. The State needs to affirm the qualities and skills needed for productive facilitation.  These include:

· Knowledge about the theme that will not be perceived as having an agenda.

· Perceived as neutral.

· Skilled at group dynamics.

· Capable of helping all work group members participate.

· Ability to keep the discussions on target, move toward goals, stay within time frames.

4. There are several models of work group leadership that can be utilized and the State should decide which model will work best for them. Some possible models include:

· Co-facilitators or co-leaders: one internal stakeholder, one external stakeholder.

· Skilled facilitators (e.g., staff from the training unit who are trained facilitators).

· One leader and one person to staff the work group.

· A leader (an outside stakeholder) and a facilitator (e.g., a trainer).

· Someone from the agency who acts as both the leader and facilitator (least desirable because too much burden will fall on one person).

5. Develop tools for reporting and/or writing reports that will be consistent 

across the groups. This will make coordinating the information from the groups much easier, as well as ensure that important information is captured. (The National Resource Centers have some sample reporting tools.)
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