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Facilitator’s Guide: Moving Forward Together to Benefit Our Communities
A two-day conversation using principles of ToP focused conversation and the World Café facilitation methods.
[Dates, times, location]
Long-term Goal: To support high-quality community health needs assessment, community health assessment and improvement planning efforts to measurably improve public health outcomes and achieve health equity.

Meeting Goal: To identify and take action on the steps that will strengthen the ability of states and local communities to collaborate effectively, to engage the community, and to advance opportunities for achieving health equity through community health needs assessment, community health assessment and improvement planning efforts. 
Meeting Objectives: 

1. Clarify the intersection and divergence among community health (needs) assessment and improvement planning-related goals, values, and activities of the stakeholders represented by meeting invitees. 

2. Explore the potential for national, state, and local alignment of initiatives to support high-quality community health needs assessment, community health assessment, and community health improvement planning.

3. Identify key facilitators of success and common barriers in hospital and health department partnerships in local and state community health (needs) assessment and improvement planning. 

4. Describe the types of policies, resources, innovations or supports needed by local communities to engage the community, to collaborate effectively, and to advance opportunities for achieving health equity in community health (needs) assessment and improvement planning.
5. Build collaborative relationships to leverage resources, efforts, and tools to support high-quality community health (needs) assessment and health improvement planning. 
Day 1: [time of meeting] (Breakfast available beginning at time)
	Time
	Topic
	Lead & Facilitator Role
	Team Notes/Comments/Activity Directions


	Session Objectives

	9:00 a.m.

30 min
	Registration 

Materials:

 Registration table: Nametags, registration list, pens, signage, seating chart

Participant tables: Monument Markers, table tents,  large post it notes, pens, flip chart paper, markers, gum, toys

Walls: posters of CHA and CHIP covers, posters of definitions and meeting goals and objectives, flipchart with general agenda on wall

Breakout Rooms: markers, post it notes, pads of paper, pens

Equipment: Laptop and Projector


	
	Note on materials:

All instructions will be on PowerPoint (PPT) and projected onto the screen and stay on the screen throughout the break-out time.

Each table has a number which is elevated so it can be seen from everywhere in the room.

IDEA: One wall of the room will serve as a: 

Emerging ideas/ initiatives/ commitments/Collaboration efforts 

Participants can pin up post-its or large pieces of paper throughout the event.  This will serve to 

1) find other partners wanting to join

2) continuously surface ideas that can be picked up at any time during the 2 days
	Session Objective: Participants will be registered and will receive all of the materials the need for the day. 

	9:30 a.m.

30 min
	Welcome & Introductions

Introduction of speaker: self
Materials: Talking points

Equipment: Laptop and Projector

Handouts: Participant Agenda, Participant List
	Lead: Facilitator/Meeting Leader

Directions: Have the facilitators already sitting at the tables and list names:

Facilitator: Table 1

Facilitator: Table 2

Fill in all of the names of tables and facilitators

	Talking Points:

· Welcome and introduce self

· Acknowledgement of funders

· Introduce Facilitator 

· Introduce group facilitators and their role in the meeting

· Review meeting goal and objectives

· Mention language that will be used.  (acronyms)

· Call the name of each type organization in turn and ask everybody belonging to that type to stand up – then ask for other organizations that may have been left out. Note: look carefully at participant list prior to meeting and try to assure that everyone is covered and would identify with organizational type (i.e. local public health department, state health department, FQHC, national nonprofit, educational institutions, etc.)

· Refer to the agenda on the table (no need to go through it again in detail): tell the story of the day of how it will get to the Meeting goal (5 mins. or less)

· Introduce first speaker


	Session Objective: Participants will be physically and mentally oriented for the meeting.

	9:40a.m.
20 min
	Overview of community engagement, community collaboration and health equity as they relate to health assessment and planning 

Introduction of speaker: 

Materials: Talking Points, posters with definitions of three focus areas and meeting goals and objectives on posters

Equipment: Laptop and Projector

Handouts: None


	Choose a speaker who will inspire and motivate the audience to engage in the work that will be done during the meeting.
	Talking Points: 

· Thank funders

· Review examples of community engagement, partner collaboration and health equity from his community would be most welcome

· Mention that at the end of Day 2, we will be getting to next steps and action 

· Reiterate the meeting goal and objectives, as appropriate

· Why HA and HIP important for public health; what unites us

· Drivers for increased CHA and HIP activity:  PHAB, IRS community benefit requirement, and more

· Add his own reflections on CHA and CHIP work 

· Introduce next speaker
	Session Objective: Participants will be introduced to the content of the meeting and be able to start strategically thinking about issues.

	10:00 a.m.
20 min
	Opening Remarks

Introduction of speaker: 

Materials: Talking Points, 

Equipment: Laptop and Projector

Handouts: None


	Chose a presenter/speaker who is at a high level in the field and/or organization.  This is an excellent spot to ask your funder to say a few words.
	Establish the Common ground- that CHAs and CHIPs are vehicles to get to collaboration, equity and engagement which in turn gets to population goal of healthy communities.

That this time is a unique coming together to explore opportunities to strengthen the use of the tool to achieve the result of healthy communities.

These tools are not the only ones, however, they represent a good vehicle at this time to plan, implement and learn together.
	Session objective: Participants will be oriented to the intent of the meeting.

	10:20 a.m.
10 min
	Opening Activity
Coming Together to Benefit Our Community

Materials: Questions need to be on PowerPoint

Equipment: Laptop and Projector

Handouts: None
	Facilitator

Small group facilitators: Participate; no facilitation role

Questions will be on screen. Participants will mingle and draw from these questions and get to know each other.  Do not have to answer all four.


	Participants are asked to mill about (like at a reunion or party) and ask and share with each other information about any of the questions.

· How does “achieving healthy communities” touch your own life? 

· What about achieving healthy communities keeps you going? Keeps inspiring you?

· What makes you proud to be a member of this community?
· What are you curious and intrigued about?

	Session Objective: Icebreaker/to get participants connected to each other and the results of the workshop



	10:40 a.m.
10 min
	Setting the stage for collaboration

Materials: Norms

Equipment: Laptop and Projector

Handouts: None
	Lead Facilitator
	Lead Facilitator will set norms for meeting

· Common Ground – honoring and naming differences rather than having to reconcile them, looking for opportunities to move forward together

· Generosity 

· Listen deeply

· Self-manage – take responsibility for commitments, leadership, etc.

· Dialogue and relationship building (Trust)

· Honoring time (when Facilitator raises her hand, it is time to stop your conversation and be ready to listen to the whole group.  When you see her raised hand, also raise your hand, pause in your conversation and focus on Lead Facilitator for the next step.)  Not everybody will be able to say everything, extending time in one place takes it away in another, so please manage speaking time and getting the task done as best you can in the time available.

· Extra one here about rules that what is said in the room stays in the room. 


	Session Objective:

Set the ground rules of how to work with each other during the two days

	10:50 a.m.
	Break
	
	

	11:00 a.m.
45 min
	Case Example: Hospital and Local Health Department Collaboration
Introduction of speakers: 

Materials: None

Equipment: Laptop and Projector 

Handouts: None
	Choose speakers who are able to convey their collaborations in a team presentation and take turns speaking rather than one following another.
	
	

	11:45 a.m.
55 min
	Breakout Activity:  Table Conversation
Community Engagement, Partner Collaboration and Health Equity in CHA / CHIP efforts

Materials: Flip chart for each table, markers

Equipment: Laptop and Projector

Handouts: None
	Lead: Small group facilitators

Directions

· Write question on top of flip chart for each table.

· Actively facilitate the discussion.

· Record highlights/themes of those things that are the same and those that are unique, on the flipchart. 

· Reflection during the last 5 minutes: What opportunities for collaborative action are already emerging?

· Report out for group, if applicable


	Appreciative inquiry:

What assets (strengths) does your organization bring to this work? 

What about your organizations are you and other colleagues there most proud of?

Then, having heard from everybody at the table: In what way are we all alike and unique/different?

Reflection during the last 5 minutes: What opportunities for collaborative action are already emerging?

Hear a 1 minute report from 1/2 of the tables.


	Session Objective: To identify the knowledge, expertise, and interests and existing barriers and opportunities around these topics (community engagement, partner collaboration, and health equity) of the meeting participants



	12:30 p.m.
	Lunch and guided walk
	
	
	

	2:00 p.m.
30 min
	Case Example: Health Equity: 

Assuring the Conditions for Population Health (including Q & A)

Introduction of speakers: 
Materials: None

Equipment: Laptop and Projector
Handouts: None
	
	
	Session Objective: To provide participants with a local example of how health equity can be considered, examined, and addressed in health assessment and planning activities to inform discussion and action 

Planning



	2:30 pm
15 min


	Facilitator

Table Conversation


	Small group facilitators: 

· Facilitate discussion and keep it moving

No report back needed
	· What excites you about this example?

· What new possibilities can you see for advancing opportunities to achieve health equity?

	Session objective: Reflection on learning and insights from example.



	2:45 p.m.
45 min
	Panel Discussion: Health Policy and Forces of Change

Introduction of speakers: 
Materials: Speaker bios

Equipment: Laptop and Projector 

Handouts: None

	
	
	Session Objective: To provide participants with examples of health policy related to population health, community benefit and hospital-health department collaborations to inform future discussions and action planning. Exploring community benefit activities across several states to increase vision and understanding of what is possible



	3:30 p.m.
	Break  
	
	
	

	3:45 p.m.

75 min
	Breakout Activity – Table Conversation: Health Policy and Forces of Change

Materials: Flipcharts and markers for each group

Equipment: Laptop and Projector

Handouts: None

Facilitator resources: FOC guidance sheet, materials on SWOT analysis
	Facilitator

Small group facilitators:

· Actively facilitate discussion to identify forces that support or inhibit achievement of three features (listed at left)

· Validate both forces for (support) or against (inhibit)

· Record major themes for each of three pillars on flipchart

· Prompt discussion of other area(s) if group focuses in one only one or two of the three. However, if group does not discuss all three that is okay.

· Refer to the definitions of the three pillars posted in the room as needed

· Report out: Only ½ the groups will do a large group report out; for those doing this, be prepared to report out a summary of what the group discussed as forces that support or inhibit achievement of three pillars. May divide and record on flipchart or discuss however the group sees fit (e.g. could divide flipchart into three columns if you wanted. 
	Facilitator describes Forces of Change:

“Forces of change are a broad all-encompassing category that includes trends, events, and factors. 

· Trends are patterns over time

· Factors are discrete elements

· Events are one-time occurrences

There are many types of forces: social, social, economic, political, technological, environmental, scientific, legal, and ethical.” 

Facilitator asks:  

· Did you hear any forces of change mentioned in the panel presentation? (As examples are named, write them on the left side of the flip chart).

· What are other changes, either locally, at a state or regional level, or nationally, which may impact community engagement, partnership collaborations, or health equity, especially as related to community health assessment, community health improvement planning, and community health needs assessment activities? (Ask folks to make their own lists, give a couple of minutes, and then ask them to volunteer one example each, until all ideas are up on the flipchart.)

· For each force listed, ask: does this force act as a threat, opportunity or both, a related to community health assessment, community health improvement planning and community health needs assessment?
Reflection during the last 5 minutes: What opportunities for collaborative action are already emerging?

Report out: Hear a 2 minute report from 1/2 of the tables


	Session Objective: 

Participants will have an understanding on additional forces for and against moving towards three pillars in efforts.

Some forces can go both ways.



	5:00 p.m.
	Closing

Materials: None

Equipment:  Laptop and Projector

Handouts: Day 1 Meeting Evaluation, Restaurant List
	
	Note:

Is there information provided as to what there is to do for participants who are visiting in terms of dinner etc.?

Talking points: 

Thanks everyone for hard work; briefly mention how work today connect to tomorrow, ask them to complete Day 1 evaluation, refer them to restaurant list and remind them what time to meet in room on day 2; remind to bring bags if leaving on Wednesday shortly after meeting; reminder of check-out time is 12 p.m. on Wednesday
	Session Objective: Participants will have closure for day 1 and be prepared for day 2.


Day 2: [meeting times] (Breakfast available beginning at [time])
	Time
	Topic
	Lead & Facilitator Role
	Team Notes/Comments
	Session Objectives

	8:30 a. m.
30 min
	Check In and Reconnect

Introduction of small group facilitators: 

Materials: Summary of Key Points

Equipment: Laptop and Projector

Handouts: None
	Meeting host and Facilitator

Small group facilitators: Ensure that each person very briefly and succinctly answers the questions:

How are you and what is percolating for you today? 
	1. Reading of Meeting Objectives

2. Summary of what has emerged so far in terms of:

· Community Engagement

· Community Collaboration

· Health Equity
3. Meeting host provides a brief summary of key points that emerged yesterday and of the “feel and mood” of yesterday (excited, deep thinking, optimism, realism….) (10 mins)

4. Table conversation: How are you and what is percolating for you today? (10 mins)


	Session Objective: Participants will be oriented for the day and re-engaged in the goals of the meeting.

	9:00 a.m.
40 min
	Speaker – Draft Principles for a National Strategy on Community Benefit OR “Community Benefit in X County – challenges and opportunities

Introduction of speaker: 
Materials: Speaker bio

Equipment: Laptop and Projector

Handouts: None
	Choose a speaker(s) who can speak to the challenges and the opportunities presented from both a hospital and local health department perspective.  
	Planning team provides notes for keynote speaker in advance of opening.

Following the talk: individual reflection:

What do you think might be the impact of Draft Principles on our ability to engage the community, work collaboratively and advance opportunities to achieve health equity in community health assessments, community health improvement planning and community health needs assessments? 

Write your individual reflections on a 

piece of paper, no need to share.


	Session Objective: To familiarize participants with draft Principles for a National Strategy on Community Benefit  Or to familiarize participants with the implications of the first day for X County to inform future discussions and action planning. To invite the audience to think about other principles which should also be included (multiple perspectives)



	9:40 a.m.
1 hr and 50 min

Including break
	Breakout Activity

How Do We Move Forward to Benefit Our Communities? 

Goal: Develop ideas/scenarios of what can work.

Principles: curiosity, openness, imaginative, based on what you know is feasible.

(Part 1)

Topics of small group discussions:

1. Partner collaboration

2. Community engagement

3. Measurement and evidence-based practices

4. Health equity

5. State and regional differences

6. National initiatives’ roles

7. Draft Principles

World Café 4 rounds of contributing to 4 conversations. 20 minutes at each round

Set up: 10 minutes explanation

Start in one place, when Lead Facilitator raises hear hand, go to the next place. Participants pick the table that interests them. One facilitator stays at the topic home throughout the session.  The role is to briefly summarize and then let the new participants build on the ideas.  

Tables are covered with paper and flipcharts are available.

Scenarios/Ideas:

· feasible – people can do it while being a stretch,

· desirable – it would make communities healthier, 

· motivating – you would work to make it happen

Introduction of speaker: 
Materials: Speaker bio, flip chart for each table, butcher paper on each table

Equipment: Laptop and Projector

Handouts: None

Facilitator Resources: provide more information on World Café style


	Facilitator introduces activity

Small group facilitators:

· Stay at table.

· When new participants come to the table, remind them of topic and question, provide a brief summary of what’s already been discussed by previous groups.

· Remind participants to add their thoughts to the conversation; pick up off of previous language

· Scribe only as needed; leave scribing to participants as possible. 

· Encourage dialogue and encourage participants to use butcher paper and flip charts to record their conversation themes themselves.

· Once all rounds are complete, be ready to summarize the conversations, 

· Hang up the table butcher paper and flipchart that served as a record of the conversation during lunch.


	Note:  Ask participants to take all their personal belongings off the table.  There needs to be an area where they can place their books, purses, coats etc.  Water glasses etc. also have to be moved to another area!!

Facilitator:

Staying at table. When new participants come to table, remind them of the topic and question, give brief summary of the previous group’s convo. New group adds additional information to conversation – pick up off previous language. 

Scribing: minimal – have dialogue, make conversation visible – encourage participants to use butcher paper and flip chart to record conversation. 

Have topic written on top of flipchart.

Conversation can include

Opportunities, challenges, risks, hopes, ideas…
	Session Objective: develop ideas and scenarios of what can work



	TBD
	Break (at natural break in activity)
	Time TBD by Lead Facilitator
	

	TBD based on break time
	Continued: Breakout Activity

How Do We Move Forward to Benefit Our Communities? 

(Part 1)


	Small group facilitators:

See above
	
	

	11:30a.m.
	Lunch and Guided Walk


	
	
	

	12:45p.m.
45 min
	Facilitated Conversation

How Do We Move Forward to Benefit Our Communities? 

(Part 2)

Final group shares the outcome of the group work – 7 minutes report.

The visual is hung up so participants can see it.

Final 20 minutes: Participants walk/ look at the visuals (flipcharts and table drawings hung up on the wall) and reflect on:

What needs to happen/what do we want to have to happen?  

2 categories:

a) what could we do with what we have available right now? and b) what would we like to do, but would need to do more resources or planning to accomplish?

Participants are encouraged to talk with members of their own organization, and actively seek out anyone else they want to enlist for a partnership initiative or idea.

They write them on large paper and post them before the break.

Put flip charts up as completed; these goes up separate from table topic flip chart/butcher paper.

Materials: Piece of flip chart paper to each person, flipcharts and table drawings

Equipment: Laptop and Projector

Handouts: None
	Facilitator

Small group facilitators:

· Provide overview of the summary in 7 minutes to full group. 

· After summary, small group facilitators become participants and resources to their organization again.
	Each person thinks about topics and what action steps can happen under that topic area and writes a proposal.  Write on flip chart. Goes up separate from table topic flip chart/butcher paper. 

Two headings on the wall:

1) what could we do with what we have available right now? Low/no cost 

2) what would we like to do, but would need to do more resources or planning to accomplish?


	Session Objective: Participants understand the common ground and define the key areas for action.



	2:30 p.m.
	Break
	
	

	2:45 p.m.
1 hr and 45 min
	Closing Activity

Planning for Action 

Goal: Develop concrete actions and commitments of how to make it work

Principles: Proposals and commitments do not require consensus.  Everybody can step forward – leadership.  You can invite but not volunteer someone else.

Group gathers in front of what has been posted. This can be posted on flipcharts standing in a line and the group in semi-circles around them or a wall. 

Ask participants to look at what is up on the wall, is there anything missing? 

Ask participants to step forward one by one (as a group or representative of an organization or partnership)  and take a proposal/action and invite others who are interested or make requests to those they want to partner with to join them in making a concrete commitment/action. 

This can be organizations, multi-organization partnerships, small ad-hoc groups. 

The concrete commitment or action can be as simple as a next meeting or gathering more data. One champion has to be identified who will be the point of contact and to move the work forward.

All ideas won’t necessarily have a champion
Materials: Flipcharts and markers

Equipment: Laptop and Projector

Handouts: Action Outlines
	Facilitator

Small group facilitators:

No action for small group facilitators – they can join as participants

Staff review action outline handout with participants  and what will be done with it afterwards 
	Next steps:

What are we doing as a field?

Possible focus on the areas that require more thinking and planning rather than the ones that are already clear and happening.

· What initiatives/partnerships are we going to move forward with?

· Who is going to move the work forward?
· who is missing/who should be further engaged?
· What are the very next steps?
Provide a hand-out to the participants who step forward to work on a particular topic/initiative to be turned in to Host group at the end of the session.

Frame as – is your organization able to champion this?

Is there role for coordinator?

Start with champions and then next step who among champions sees themselves as a coordinating role. We’re trying to do collaborative partnerships too.  What assets do champions bring in (based on first day convo). 


	Session Objective: Next steps are identified and committed to.



	4:00 p.m.
	Adjourn

Materials: None

Equipment: Laptop and Projector

Handouts: Day 2 Meeting Evaluation
	
	Thank funders

Thank everyone


	


Materials: Flipcharts for every table, markers, tape, butcher paper,  

Equipment: 1 laptop for projector; 1 laptop for links to CHNAs, CHAS, CHIPs; Resource Table
Handouts: Worksheets for end of Day 2
Facilitator folder
· Participant agenda

· Facilitator agenda

· Participant list

· Bios

· Evaluations

· Travel reimbursement forms

· Facilitation Materials and Resources: World Café/SWOT/FOC

Participant folder

· Participant agenda

· Participant list

· Evaluations

· Travel reimbursement forms

· Restaurant list

Staff roles: 

· Timekeeper

· Registration

· Set-up/Take-down

· Facilitator meetings

· Advisory group

· Planning committee

Recommended websites for Appreciative Inquiry:

http://appreciativeinquiry.case.edu
http://www.kstoolkit.org/Appreciative+Inquiry
http://www.taosinstitute.net
http://www.davidcooperrider.com
https://positivechange.org/how-we-work/appreciative-leadership/
http://vimeo.com/25371492
Other recommendations

Importance of 1) Strong Lead Facilitator and 2) well-trained small group/table facilitators.
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