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Based on the NH Accounting and Health Science Technologies Project
ATTACHMENT 6: Creating a Career Pathway Plan of Study

Appendix 5
FACILITATOR QUALIFICATIONS, PREPARATION AND RESPONSIBILITIES

Facilitator Qualifications:
Each facilitator should have experience with leading group training or teaching, or extensive prior leadership experience.  Each facilitator will also:
· Have the capacity to facilitate group discussion and peer interaction, such as maintaining the flow and direction of discussion, drawing out quiet participants
· Conduct each session in a respectful manner that promotes and encourages the participation of each person attending
· Be able to keep a group on task, interested, and involved
· Be able to ask and answer questions appropriately
· Have the capacity to deal effectively with challenging behaviors and difficult personalities
· Provide all participants the opportunity to learn from each other
· Be willing to take advantage of available support and facilitator training opportunities 
· Be easy to understand.

· Connect with participants.

· Be assertive; not fluster easily.

· Project a professional, neutral position throughout the proceedings, being careful to show no bias toward or against any person or idea.

· Manage time and space for each team meeting to support positive outcomes.

· Document agreement on decisions and actions to be taken on the Facilitator Follow-up Form.

· Exhibit a pleasant manner that fosters group learning

Each facilitator should have sufficient knowledge of the process and the required information for the CPPOS template.  The facilitator does not need to have curriculum content knowledge.

Facilitator Preparation:

It is critical to provide facilitator training to ensure that everyone is giving the same information on key issues when developing the CPPOS.  The training should focus on the following guiding questions for each facilitator to use to begin the process with each team.

· Question 1   What are the graduation requirements for your high school?

· Question 2   What courses are required by postsecondary for admission to the program without the need for remediation?
· Core Academics:  Show two tracks (when appropriate) that documents for students who are on an advanced college prep program and for those who are following the basic core college prep program.

· English:  Look for dual college credit options when possible.  Ensure that the senior English course includes intensive writing and some research in the curriculum.

· Math:  For most career pathways, the math sequence will go through at least Algebra II concepts, so as to avoid math remediation at the post-secondary level.  If Algebra II is completed prior to the senior year, a senior math elective is highly recommended.

· Prerequisite for college success:  Bold only those courses that the college believes a student needs to ensure their success.  For example:  Chemistry should be bolded for nursing and most allied health pathways.  While a foreign language class would be an asset, it may not be necessary for success in allied health programs in some colleges.

· When in doubt ask the question: If the student does not take this course in high school will they be unable to succeed in the college program?  

· Question 3   What courses are recommended at the secondary level to best prepare students for postsecondary success in the identified pathway?

· Electives:  Have the team think about electives offered and the other courses required for graduation that may support a career goal.  For example:  Art is required for graduation.  If a student plans on becoming an electrician, a line drawing art course may be best to prepare the student for the field.
· When in doubt ask the question: Are there courses in high school that are recommended for students related to the college career pathway?  

· Question 4   Are there articulation and/or dual enrollment agreements in place?  If so, identify the following:

· Articulated or dual enrollment credit

· High school course name(s)

· College awarding the credit

· College course name, number and number of credits

· Question 5   If there are no articulated or dual enrollment agreements in place, what are the possibilities of creating an agreement and what would be the next steps?

The training also needs to focus on the need for each facilitator to capture next steps/assistance on the CPPOS Facilitator Follow-up Form.  The information on this document should be clear and concise so that the program manager will understand the next steps they will need to take to finalize the process.
Facilitator Responsibilities:

A facilitator is responsible for the process, ensuring that all members of the group are clear about what is expected of them.  The overall objective is to assist communication between the college and high school/career center staff in order to begin the development of the CPPOS.  Through the developing relationships, the high school and the various colleges are able to look at alignment of curriculum and create over time more articulation /dual enrollment agreements.  The end result of these relationships (and agreements) is a seamless transition for students from high school to college.

At the beginning of the process, the facilitator will ask that everyone to introduce themselves.  Following introductions, the process begins.  Based on the questions outlined in the preparation section, the facilitator will make sure that the following actions are taken during each round of  team discussion.   The facilitator should emphasize that the CPPOS reflects the relationship strictly between that particular high school and college at the table.

The facilitator will: 

· Announce that the format of the template NOT be changed.

·  Instruct that the top portion of the template be filled in with all secondary courses REQUIRED FOR GRADUATION.

· Instruct that the English and Math courses that are REQUIRED FOR COLLEGE SUCCESS be BOLDED.  (i.e. Algebra II and senior year English) Note:  If Algebra 2 is completed before high school senior year, include a Senior Math Elective in the senior year. 
· Instruct that if two English and Math tracks are available at the high school, enter those courses but do not BOLD those courses.

The Team will: 

· Add in any other elective courses that are highly recommended for THIS CAREER PATHWAY in appropriate columns and indicate with a (E).  
· Fill in column 5 with other electives that the team recommends (but do not record all courses offered at the high school).

· Fill in Career and Technical course in the final column.

· Review all courses and BOLD and UNDERLINE any courses at the high school level and their corresponding course(s) at the college level which are articulated credit.

· Review all courses and BOLD, UNDERLINE AND ALL CAPITALS any courses at the high school level and their corresponding course(s) at the college level which are transcripted dual enrollment credit.

· In the NOTES section, record those items pertinent to college admission, i.e. Accuplacer scores, etc.)

The facilitator will:

· Identify the next steps on the facilitator follow-up form the need for creating articulated or dual enrollment agreements if none exist, or are out-of-date.
· Record on the facilitator follow-up form the articulated or dual enrollment course name at the high school and the corresponding course name, number and course credit at the college.

· Make sure that the high school has saved all information to their hard drive and that they return the thumb drive.
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