
School Partnership Planning Meeting: Leader Materials


	School Partnership Planning Meeting
LEADER MATERIALS


	Total Time 
104 minutes 

	Format adapted from the David P. Weikart Center for Youth Program Quality Method Sessions.

	Schedule at a Glance                   
	Estimated Time 

	· Welcome and Introduction 
· Main Idea #1: Determine Needs 
· Main Idea #2: Develop Collaborative Solutions
· Main Idea #3: Plan for Outreach and Engagement 
· Closing and Next Steps 
	16 minutes
32 minutes 
23 minutes
26 minutes
7 minutes

	
	

	Materials
· Laptop
· Projector and Screen
· Pens
· Markers
· Post-it notes
· Tape
· Flipchart paper and stand
· Stickers
· Prizes and refreshments (optional) 
· Note-taking sheets

	

	Overview: Use this resource in conjunction with the School Partnership Start-Up Guide. This meeting agenda focuses on the beginning phases of developing a school partnership, though sections of it can also be used for Clubs interested in expanding existing partnerships. Clubs interested in expanding their current partnerships should focus on Main Idea #1: Determine Needs and Main Idea #2: Develop Collaborative Solutions.

Invite your School Partnership Team and other Club leaders to this planning meeting. Frontline staff can also offer valuable perspectives, and their participation ensures greater buy-in for the partnership. We recommend facilitating this meeting with 6-10 individuals, which lends a diversity of ideas and time for discussion.

This meeting includes some pre- and post-work. The pre-work is important for ensuring productive discussions during the meeting, and the post-work includes guidance about evaluating and improving your partnership in the months and years after the meeting concludes. So, please read through this agenda in its entirety before facilitating, and allow sufficient time for preparation. The more you put into this meeting on the front end, the more your partnership will benefit. Facilitate this meeting in-person or adapt it for a virtual setting.


	Purpose: This resource will guide a planning meeting to develop or expand Club-school partnerships. 

	Objectives: Participants will:
· Analyze community needs
· Identify community assets 
· Develop collaborative solutions 
· Brainstorm opportunities for outreach and connection



	PRE-WORK: DATA COLLECTION
FACILITATOR’S NOTES


	This pre-work coincides with the School Partnership Start-Up Guide, Part 1: Assess. Read that portion of the guide to prepare for this meeting and to access support worksheets, tools and online resources.  Prior to the planning meeting, identify an overarching theme – such as academics, social justice, or mental and emotional wellness – to help narrow the focus of the activities and discussion. You may select a theme based on conversations with Club leadership, or by sending meeting participants a survey of themes to vote on. 

Allow sufficient time to gather data related to your selected theme – including sending and retrieving surveys, conducting focus groups and researching online – before scheduling the planning meeting. One or two members of the School Partnership Team should lead the data collection efforts. This might include a research and evaluation specialist, family engagement specialist or Club director. 

The meeting will include three data stations, so collect data related to each of the following categories.
1. Youth and Caregiver Data, including:
· Community Needs Assessment (See the Getting Started section of VirtualClubPlanner.org.)
· Focus groups (See cdc.gov/healthyyouth/evaluation/pdf/brief13.pdf for information on running one.)
· Youth needs and interests (See Youth Interview and Youth Survey templates in the School Partnership section of  ProgramBasicsPlanner.com/back.)
· Caregiver needs and interests (See Parent/Caregiver Survey template in the School Partnership  section of  ProgramBasicsPlanner.com/back.)
· NYOI data
2. School Data: Collect directly from the school or through online resources such as the State Department of Education, the National Center for Education Statistics or the Annie E. Casey Kids Count Data Center. Examples of data to collect include:
· Test scores
· Chronic absenteeism rate
· Graduation rate
· Frequency of behavioral issues (bullying, fighting, in-school suspension, expulsion)
· Teacher needs (See Teacher Survey and Curriculum and Learning Goals Conversation Guide in the School Partnership  section of  ProgramBasicsPlanner.com/back.)
School needs ( See School Needs Worksheet in the School Partnership  section of  ProgramBasicsPlanner.com/back.
3. Community Data: Collect from various state and federal agencies such as the Bureau of Labor Statistics, Census Bureau, Center for Disease Control, the Substance Abuse and Mental Health Services Administration, and the Annie E. Casey Kids Count Data Center. Examples of data to collect include:
· Homelessness and housing instability
· Food security 
· Health insurance 
· Child abuse and neglect
· Crime rates (violent and non-violent)
· Adult education levels
· Access to technology



	Estimated
Time                             
	WELCOME AND INTRODUCTION
 FACILITATOR’S NOTES
	PPT Slide #

	16 min.
	
	

	
	Preparation
· Pre-board Group Agreements:
· Be present
· Be open, honest and candid
· Be respectful
· Pre-board the agenda:
· Welcome and Introduction
· Community Builder: Fun With Numbers
· Group Agreements
· Main Idea #1: Determine Needs
· Main Idea #2: Develop Collaborative Solutions
· Main Idea #3: Plan for Outreach and Engagement 
· Closing and Next Steps 
· Place Post-it notes, pens and markers on each of the three tables where participants will sit. 
· Print and distribute Partnership Meeting Notes sheets for each participant.

	

	5 min.
	· Warmly welcome all participants. 
· Have participants introduce themselves if they aren’t already familiar with each other, sharing their names and roles. 
· Explain the purpose of the meeting is to develop or expand school partnerships.
· Explain the meeting objectives:
· Analyze community needs
· Identify community assets
· Develop collaborative solutions 
· Brainstorm opportunities for outreach and connection
· Review the agenda.
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	10 min.
	Community Builder: Fun With Numbers

· Explain participants will now engage in a Community Builder for connection and team building. 
· Explain each table of participants is a team. You will read out a question and teams will work together to figure out the correct answer. They will have 15 seconds to discuss the answer to each question and then write their answer on a Post-it note to hand in. 
· Read the following questions. 
· Allow groups 15 seconds to discuss and write down their answer to each question before collecting their Post-it notes. 
· Award a point to the team closest to each answer without going over.
· Q: About how many pounds of potatoes are consumed per person in the U.S. every year? 
                     A: 110 pounds 
(Data from nppga.org/consumers/funfacts.php#:~:text=Did%20you%20know%20that%20every,spuds%20as%20American%20potato%20lovers)   
· Q: How old is the oldest recorded living tree?
                     A: Over 5,000 years old 
(Data from newyork.cbslocal.com/2016/06/29/top-5-oldest-trees-in-us) 
· Q: When did Alaska and Hawaii join the United States? 
A: 1959 
(Data from statesymbolsusa.org/symbol-official-item/national-us/statehood-date/date-statehood)   
· Q: How many hours is the longest flight in the world?
A: 18 hours and 30 minutes from Singapore to Newark, N.J. 
(Data from forbes.com/sites/ericrosen/2019/01/02/the-2019-list-of-the-longest-flights-in-the-world/?sh=119960dc550b) 
· Q: How many voting representatives are in the House of Representatives?
A: 435 
(Data from house.gov/representatives#:~:text=The%20number%20of%20voting%20representatives,of%20the%20Northern%20Mariana%20Islands)
· Announce the winner and distribute a prize (optional). 

Facilitator Note: You may substitute the above questions with any you think would be fun for participants to answer. 
· Explain the above questions were all answered using data. 
· Tell participants that later in the session they will use data to answer questions about the needs and opportunities in their community. 
· Thank the group for their participation.
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	 1 min.
	Group Agreements

· Say, “To support a productive meeting, prepare to actively engage by:
· Being present
· Being open, honest and candid
· Being respectful”
· Ask participants whether anything needs to be added to create a positive working environment. 

Facilitator Note: If other engagements are suggested, add them to the flipchart paper where everyone can see them throughout the session.

· Say, “Let’s transition to our first Main Idea.”
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	Estimated
Time
	MAIN IDEA #1: DETERMINE NEEDS
FACILITATOR’S NOTES
	PPT Slide #


	32 min.
	
	

	
	Preparation 
· Read Step 1: Assess in the School Partnership Start-Up Guide.
· Print data for the data walk. 
· Post data around the room into three data stations:
· Youth and caregiver data
· School data
· Community data
· Place a marker and set of Post-it notes beside each data station. 

	

	22 min.
	Instructions
· Say, “Data can be used to answer questions about needs and opportunities in a community.”
· Explain there are three data stations, each with different types of data, but all related to a specific theme (e.g., academics, safety, mental and emotional wellness). 
· One station features data from youth and caregivers.
·  Another station features data from school(s). 
·  The last features data from the community. 
· Direct participants to quietly walk around the room, look at the data, and consider the following questions: 
· What do you see in the data?
· What do you think about the data?  
· What does the data make you wonder?

Facilitator Note: Consider playing soft background music during this time. 

· Tell participants to stand beside a data station in roughly even groups after they have had a chance to walk around quietly (about 5 minutes).
· Direct each group to identify the person with the fewest letters in their name. 
· Explain this person will be the notetaker and will use Post-it notes to capture general insights from the group. Each insight should be written on a separate Post-it note and stuck to that data station.
· Invite groups to discuss the three questions.
· Tell groups to rotate clockwise to the next data station after five minutes.
· Instruct groups to read the Post-it notes drafted at the previous station before beginning their discussion. 
· Explain during their discussion, the notetaker should write down anything not already captured. 
· Repeat until participants have had an opportunity to visit each data station.
· Ask participants to rotate once more until they are back where they started. 
· Allow groups one minute to read the comments from the other groups before returning to their seats.
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	10 min.
	Discussion
· Invite participants to share their general reactions to the data.  
· What did they notice? 
· What was surprising? 
· Label a blank piece of flipchart paper: Need. 
· Ask participates to share the needs revealed in the data. 
· Record participants’ answers on the flipchart paper. 
· Label a blank piece of flipchart paper: Opportunity.
· Ask participates to share the opportunities revealed in the data. 
· Record participants’ answers on the flipchart paper. 
· Label a blank piece of flipchart paper: Insight. 
· Ask participates to share additional insights the data revealed. 
· Record participants’ answers on the flipchart paper. 

Facilitator Note: Depending on how many needs participants identify, you may want to ask them to vote for the top three to prioritize. This will help focus the conversation for activities later in the meeting. 

· Acknowledge and thank everyone for participating.
· Say, “Let’s transition to our second Main Idea where we’ll use this information to develop partnership opportunities.”
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	Estimated
Time
	MAIN IDEA #2: DEVELOP COLLABORATIVE SOLUTIONS
FACILITATOR’S NOTES
	PPT Slide #


	23 min.
	
	

	
	Preparation
· Read Step 2: Plan – Develop Shared Goals and Establish Partnership Opportunities – in the School Partnership Start-Up Guide.
· Write the headings for the asset mapping activity on flipchart paper:
· Schools 
· Boys & Girls Club

	

	8 min.
	Instructions
· Explain partnerships can help address needs by leveraging available programs, services and resources in the community. Participants will identify programs, services, and resources of both local schools and their Club in this activity. 
· Display a piece of flipchart paper labeled “Assets” with the headings below:
· (Name of Individual Schools) 
· Boys & Girls Club of (Your Club Name)
· Set a timer for two minutes, and have the group name as many potential assets as they can related to schools while you write them down. 

Facilitator Note: Remember an Asset could be a program, service or resource. So encourage the group to be as specific and detailed as possible. For example, instead of just listing the local high school, mention a specific track of study, data about academic performance, special facilities (e.g., library, recording studio), engaged parent association, community volunteers, etc. 

· Set a timer for two minutes and have the group name as many programs, services, and resources offered by the Boys & Girls Club (e.g., Targeted Programs, sports leagues, food program, mentoring). 
· Display the lists around the room for participants to reference during the next portion of the activity.
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	15 min.
	Instructions
· Explain participants are going to work with those at their table to brainstorm potential school partnerships to address identified needs. 

Facilitator Note: Depending on the number of identified needs, either have all groups brainstorm the same need, or assign each group a different need. 
 
· Ask participants to divide their flipchart paper into three columns:
· School
· Asset
· Partnership Opportunity
· Explain you are going to give groups 10 minutes to think of all the possible solutions they can propose to address each need. 
· Remind groups there are a variety of ways to partner with a school. They can refer to the Assets flipchart they brainstormed earlier to flesh out ideas. For example, partners might:
· Share information and resources (e.g., collaborate with the parent association on a college readiness meeting)
· Coordinate services (e.g., invite teachers to lead a special activity)
· Cohost events (e.g., use school gym to host a sports tournament)
· Apply for grants (Note: Partnering may or may not require funding.)

Facilitator Note: Consider showing participants the You for Youth partnership continuum so they can see a variety of ways to partner with an organization: y4y.ed.gov/tools/partnership-continuum 

· Tell groups that – in this stage of brainstorming – quantity of ideas is better than quality. So don’t hold back! 
· Say, “For example, if the shared priority is ‘academic support,’ you might suggest connecting with a local university to recruit tutors, partner with the school librarian to start a literacy initiative, or share academic data with the school to better track student performance. 
· Invite each group to present proposed school partnership opportunities that could address the assigned need. 
· Stick each group’s flipchart paper on the wall.
· Distribute stickers to each table, and ask participants to put a sticker beside the three potential school partnership opportunities they would be interested in exploring further.
· Say, “Let’s transition to our third Main Idea where we’ll brainstorm opportunities for outreach and engagement with these potential school partners.”
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Estimated
Time
	MAIN IDEA #3: PLAN FOR OUTREACH AND ENGAGEMENT
FACILITATOR’S NOTES
	PPT Slide #


	26 min.
	
	

	
	Preparation 
· Read Step 2: Plan – Engage in Outreach – in the School Partnership Start-Up Guide.

	

	7 min.
	Instructions
· Say, “It’s important to engage in a variety of outreach efforts with potential school partners.”
· Explain that participants are going to brainstorm ways to begin engaging in outreach with the potential school partners that received the most stickers. 

Facilitator Note: If no potential partner received the most stickers, ask participants to prioritize.

· Write suggestions on flipchart paper. Provide prompts such as:
· Do we have any existing connections to this school that we could leverage (e.g., board members, Club staff, families)?
· What can we do to increase our familiarity with their work (e.g., attend one of their events, visit the school, do research)? 
· What can we do to increase their familiarity with our Club and our work (e.g., invite them to a special Club event, offer a tour of the building, send an introductory email)?
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	7 min.
	Discussion
· Say, “After conducting outreach, we’ll want to schedule a meeting.”
· Ask, “In that meeting, what information about the school would we like to learn to help us decide how to move forward” (e.g. vision, priorities, strategies)?
· Ask, “What information would we like to share about our Club and our objectives?”
· Explain the answers to these questions will guide a formal agenda, which should include opportunities to:
· Hear from the school contacts and learn their points of view 
· Share about your own Club
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	12 min.
	Instructions
· Say, “Now let’s assume we’ve secured an introductory meeting with the selected school. We need to make a persuasive case for why our Club would be a good partner.”
· Explain an elevator pitch is a brief, persuasive speech. In this case, it is meant to convince a potential school of the value of partnering. 
· Explain the name Elevator Pitch suggests it should be short enough to present during a 30-second elevator ride. 
· Tell participants that an elevator pitch should include a concise summary of the Club (who you are, what you do, and what you’ve accomplished) along with information about the opportunity to partner.
· Remind participants a partnership should be mutually beneficial, so the elevator pitch should consider and speak to the partner’s perspective. Emphasize how the school will benefit from the relationship and what they stand to gain. 
· Assign each group one of the three potential partnerships identified in the previous activity.
· Tell groups they will work together to craft their elevator pitch and present it to a participant in a different group who will act as the potential school’s contact person. 
· Allow groups five minutes to draft and practice their elevator pitch.
· Invite each group to present to a volunteer from another group who will represent the potential contact person. 
· Ask the volunteer representative for reflections on the elevator pitch. 
· Was it persuasive? 
· Did it include information about the Club’s unique value add? 
· Did it include information about how the school would benefit from the partnership?  

Facilitator Note: An elevator pitch can be used in informal as well as formal settings. In a formal meeting, you’ll want to elaborate on the information and use the elevator pitch as a summary statement so the potential partner can easily and clearly understand the opportunity. 
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Estimated
Time
	CLOSING AND NEXT STEPS
FACILITATOR’S NOTES
	PPT Slide #


	7 min.
	
	

	
	· Review the meeting’s purpose and objectives.
· Say, “The purpose of this meeting was to guide us in how to develop or expand school partnerships.   
· Say, “Remember, the objectives were to:
· Analyze community needs
· Identify community assets 
· Develop collaborative solutions 
· Brainstorm opportunities for outreach and connection 
· Determine next steps and assign tasks:
· Who needs to be contacted?
· What outreach opportunities should be scheduled and coordinated? 
· What preparation is needed prior to the first meeting (e.g., slide decks, handouts)?
· Thank participants for their insights and perspectives. 
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	POST WORK: EVALUATION
FACILITATOR’S NOTES


	This section coincides with the School Partnership Start-Up Guide, Part 3: Improve. Read that portion of the Guide for ideas on how to evaluate, sustain and expand school partnerships. It includes helpful worksheets, tools and online resources. 

Partnerships will be most successful if they’re part of a larger continuous quality improvement (CQI) effort. This means engaging in intentional reflection about the partnership to determine what’s working well, identify areas of improvement, and discuss opportunities for growth.  

Once the school partnership has been established, meet annually with the School Partnership Team and any additional participants from this meeting to discuss the following:
· What were the needs we identified?
· What potential partnership did we pursue to address those needs?
· How has the partnership addressed the needs? 
· What about the partnership is working well? 
· What are areas of improvement for the partnership?
· What are areas of growth for the partnership?

After this internal discussion, schedule a time to discuss the partnership with the school contact person. Listen to their perspective about what’s working well, identify areas for improvement, and discuss opportunities of growth. Remember the information and perspectives shared in the internal meeting. Consider the following questions to guide that conversation with the partner:
· What programs, services, and resources did we partner or collaborate on?  
· What impact has this partnership had on youth? On the wider community? 
· What about the partnership is working well? 
· What are areas of improvement and growth for the partnership?

For additional resources to support the evaluation phase of the CQI process, please visit cqitoolkit.org/reflect/. 
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