Meeting Minutes
	Meeting:
	AVATAR Core GROUP meeting

	Date:
	July 17th, 2012

	Start Time:
	3:00
	End Time:
	5:00

	Location:
	ESC Region XI: 3001 North Freeway Fort Worth, Texas 76106

	Participants: 
	Jean Keller, Mary Harris, Kathy-Wright Chapman, Chris Kanouse, Nicole Volkman, Kerry Quinn

	Meeting Purpose: 
	Review AVATAR Documents/Forms, Prepare for Training of Trainers Meeting

	Preparation Required: 
	Review Partnership List


	Topic
	Discussion Leader
	Outcome

	· Agenda
· Logistics

· August 12th Dinner

· Deliverables


	Jean Keller

	a. Objectives: all agreed should be on there; eliminate 4; cut the word coordinator in 1; will become aware of p-16 vertical alignment processes 

b. Intro: variation from the TETN; general terms of VA; why we choose certain people then move into signing of agreement; 

c. Signing; Jean lead into it; agreements at each table; every major roles sign; example: FWISD an admin/principal/etc; leaders to sign bc representing others below them 

d. Panel with Partnerships: Mary get panel up there during signing; She has 4 questions she has created already; no PowerPoint just various individuals answering  

e. Group Norms Activity: 4 Box Scenetics: Switched to before the panel; Shorten the slides but insert more resources how to construct norms etc. insert more document support; pull out lessons learned slide so that put into panel; critical components skim then reinforce during panel;  make the F/C the reporter so that they will take on a leadership position

f. Keep partnership signing at 9:30, group norms activity 9:45;  10:00 for the panel 

g. Letters of Agreement: signed and then picked up; then copied and passed out to each; signing is only symbolic; N/K bring post-its so that has number of copies for each; insert signature page for each region upon confirmation of numbers so that everyone signs; reinforce the signing throughout day

h. Data: new PowerPoint to replace the module on data; using one of the regions as an example; using data from the TEA & THECB website and showing the results; not taking to original data source; show that each region can remove the data and insert own; provide document to show where to find the data in F/C guide; section on local people who can help; contacting the speakers and letting them know and send them the PowerPoint and ask for assistance/what they would do and ask for them to come if they can or prefer or just provide some information or video to show; around 5 min a piece; maybe one come but the point is to show who can provide data support but there is not enough time for all to input substantially; last part would be samples of survey to administer to collect district approved data; some regions it would be a problem to collect data/survey sent out/etc; prefers Ann to be there; “consultants to presentation”

i. Lunch with AVATAR Pilot Project Participants: introduce them; no designated job just to spread out in case others have questions; introductions after speaking about lunch and should list all their names in paper; discuss the process; we assign an individual to each region; not highly structured but more as source for questions; insert names in agenda 

j. Barbara: statewide curriculum standards; Ed: assessments; Jean to follow-up trying to create a conference call; going to set a deadline: August 1st 

k. Panel of vertical alignment teams: facilitator + teaching/learning + administrator; Jean has questions; triangle of critical conversations; Pam to talk about interventions; Billye to talk about implementations; back up person for Juan; reconfirm with Shane and Diana; Michelle Porter to add? Chris to ask about; within panels we need time for questions

l. Reference Course Profiles/Action Plans: knowledge of how students transfer to other institutions; explain purpose of both and what they serve; supply them with what we want as deliverables; then break down how what they will do; timeline of work; exit ticket is two things from each group (provide examples?) 

m. Wrap-Up/Evaluation: internal evaluation put in here; collect evaluation for the day; provide the evaluation prior (send out email; in materials given? first to take during breakfast and second to take in closing) and collect upon exit; needs to be shared with THECB

b. Registration: everyone will fill out the half sheet handed out at registration table; table sign in sheet; review info sheet; alphabetical list then data next to it; 2 weeks out have final number; include speakers; name tags for all; tables with regional; pods of six; get Kathy the info in advance so she can arrange the tables; plugs for computers & way to access internet & posting where restrooms are

c. Food: breakfast & snacks inside the room and lunch outside the room; BF -fruit trays muffins, bagels, juices, coffee; snacks- water, popcorn, goldfish, m&ms; Lunch: grilled chicken broccoli cheese casserole banana pudding, Snacks: cookies and brownies

d. AV: no problem; all built in; one person assigned; show us how it works; me or Nicole be the in-between with AV; PowerPoints send prior so we can flow quickly; decide who’s laptop to use; 

e. Documentation of the Event? Video tape? **Kathy look into what the options are for videotaping; 7 hours’ worth of video tapes vs. just 2 panel segments; cost of options 

f. Final Number: August 6th the final number but shoot for the 1st with list for tables; 

g. Tables- Kathy doing the table tents, check-in etc. + table for speakers & leaders & guests as head table; 

h. Stage? need one so it is raised if we are recording; needs to fit at least 8 people

i. Microphones: live mics- options and Kathy try to get up to 7 mics or maybe 3 or 4; one needed for questions from the audience

j. How to add-in evaluation? Each session there is an expectation for participants to submit documents; ideally a website with qualtrics- serve as intro or exit ticket; paper form in notebook with instructions; where? Intro or closing w/ the evaluation? In panel for expectations? Along with the deliverables? Expectations clear from the beginning 

k. Where to put in the evaluation on site? Reasonable and realistic expectations; Mary needs the link and have a place for the specific region they are from; group them by region and role

l. What do we want at the end of the project to prove impact rather than just names? 

m. PowerPoint: set format with font details etc to Jean so; ask if each has anything specific they want printed out with materials (no more than 5 pages); due date of August 1st 

n. Website: put footer on every page of materials; need to go over from beginning of day where to get presentations, etc. for day 

o. Agreement, agenda, notes pages, action plan template, activity sheet, evaluations for the day (including space for ?s yet to be answered in the post evaluation), list of all partnerships so far (explain to date and that will be continuously updated and posted ___ on website), Website page: screen shot of website with where to find site, up to 5 pages per presenter/panel, and explain they need technology to access website (need PowerPoints to be preloaded onto site) 

p. Ways to access & collect data and information? 1 place to collect and input data; logistics options; as long as we tell them what we need from them from the beginning

q. Kathy & Chris to assist with time watching and moving things along if lull 

a. Partners: needs to be reiterated throughout the presentation that these individuals may not be the exact partnerships; in first panel to address partnerships should be discussed as a challenge by Chris then spoken about throughout

b. no dinner but is something else needed; iterate that it is a process and there will be plenty of time for questions; replaced with TETN after the meeting

c. Follow-up TETN set for August 28th from 1:00-2:30pm 

a. Meeting documentation: attendance and minutes (recorder as P-16) [FC]

b. Meeting evaluations: pre and post with qualitative questions (handout given) [FC]

c. Individual action plan template + attendance data (name, title, org) [individuals] collection? Electronic not through FC 

d. Group Action Plan: goal to be with individual 

e. RCP- Profile Planning Guide: post into website into regional tabs; training Aug 28th and all ESC facilitators will be trained in it; just a resource and each will decide what they want to do with it 



	Action Items
	Person Responsible

	1. Edit order and times of Agenda (Partnership Signing at 9:30, Group Norms at 9:45, Panel at 10:00) 
	Jean Keller

	2. Make Data PowerPoint changes (use one region as an example, includes sources of local data support, use data from TEA & THECB)


	Mary Harris

	3. Contact Pilot Project Participants to invite to lunch 
	Chris Kanouse & Kathy Wright-Chapman 

	4. Follow-up with Barbara and Ed to confirm participation and receive PowerPoint prior to presentation
	Jean Keller

	5. Send Kathy final number of registered participants two weeks prior to event
	Kerry Quinn 

	6. Find out video tapping options for event
	Kathy Wright-Chapman 

	7. Create PowerPoint Template 
	Nicole Volkman 

	8. Arrange tables and table tents set-up 
	Kathy Wright-Chapman 

	9. Create and organize all TOT materials for participants 
	Nicole Volkman & Kerry Quinn 

	10. Create documentation forms for regional meetings and action plans 
	Jean Keller
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