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What brings you here today?

Health School

Community Leadership

http://cfaes.osu.edu/faculty-staff-resources/cfaes-monthly/archives/november-2013/third-annual-diversity-leadership


Agenda

 Workshop Objectives

 Guidebook Overview

 Family Engagement & Leadership

 Guidebook Sections
 1. Opportunities to Get Involved

 2. Types of Groups

 3. Processes Groups Use

 4. Tools Groups Use

 5. Tips and Strategies for Groups

 6. Understanding Data as Information

 7. The Role of Families on Groups

 8. Skills for Serving on Groups

 Additional Information & Resources

http://tomorrowsleadersofwashington.org/


Objectives:

Path/Road

 Familiarize yourself with the Guidebook 

resource and the contents within it

 Build an understanding about decision-

making groups

 Learn about the principles that guide group 

practices and the processes groups use

 Gain strategies to help you confidently and 

actively participate in a decision-making 

group 

http://freshtraveldestinations.com/redwood-national-and-state-parks-california-usa/
http://bunewsservice.com/a-tour-of-empty-streets-via-social-media/


Beliefs in Leadership

 Leaders are not born ~ they rise out of a person’s 
passion for how they want the world to be.

 Leadership isn’t a gift ~ it’s accessible to anyone 
who wants it.

 Leadership isn’t a calling ~ it’s a matter of listening 
to a question and trying to come up with an 
answer.

 A leader is anyone who has a very BIG and 
COMPELLING story of how it could all turn out.

Barbara Walsh, HP

Family Leadership Project



http://knowledgeblob.com/leadership/what-is-leadership/
https://www.askideas.com/75-leadership-quotes-sayings-about-leaders/
https://www.pinterest.com/explore/leadership-quote/
http://quotesnhumor.com/top-30-leadership-quotes/
http://growchurch.net/great-quotes-to-inspire-you-to-be-a-better-christian-leader-pastor
https://www.pinterest.com/pin/406872147565595097/
http://quotesgram.com/insperational-leadership-team-work-quotes/
https://www.pinterest.com/pin/419890365234762016/
http://www.heatherdunlop.com/influence/
https://www.pinterest.com/pin/401946335468459359/
https://www.pinterest.com/pin/162833342746875430/


Family Engagement & Leadership

 To support and increase participation of families 

on decision-making groups

 Research on family involvement in the decision-

making process have found:

 Children have better outcomes when families are 
involved 

 There needs to be support for families

Research of Dr. Joyce Epstein & others

http://okpta.org/programs/diversity-and-inclusion/


Benefits to Shared Decision Making

Results for Families

 Awareness and input 
on policies

 Feeling of ownership

 Shared experiences 
and connections with 
professionals and other 
families

Results for Professionals

 Awareness of family 
perspectives

 Increased confidence 
and ability to partner 
with families

 Acceptance of family 
representatives in 
leadership roles

Adapted from studies from J. Epstein & others

https://nl.dreamstime.com/photos-images/afrikaans-huis.html


Overview of Serving on Groups

 Developed due to an identified need

 Collaborative effort by stakeholders

 Audience

 Family Members

 Students

 Educators

 Groups

 Community Members

 Administrators



Sample Page

Heading 
with a 

Focus Question 
& Objective

Informative 
Reading

Additional 
Resources

Real-Life 
Examples

Facts to 
Consider



Family Engagement & 

Leadership Resources
Family Voices National Center for Family Professional Partnerships

http://www.fv-ncfpp.org/

National Center for Parent Leadership, Advocacy and Community 
Empowerment

http://www.parentsatthetable.org/

National Center for Parent Information and Resources

http://www.parentcenterhub.org

National Center for Family and Community Connections with Schools

http://www.sedl.org/connections/

Family Leadership Project 

http://familieslead.org/

The Harvard Family Research Project

http://www.hfrp.org/

Project Appleseed: National Campaign for Public School Improvement

http://www.projectappleseed.org/chklist.html

SEDL Creating Collaborative Action Teams: Working Together for Student 
Success

http://www.sedl.org/pubs/fam18/

http://www.fv-ncfpp.org/
http://www.parentsatthetable.org/
http://www.parentcenterhub.org/
http://www.sedl.org/connections/
http://familieslead.org/
http://www.hfrp.org/
http://www.projectappleseed.org/chklist.html
http://www.sedl.org/pubs/fam18/
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Section 1:

Opportunities to Get Involved

Questions

• How can I get involved?

• How can I share in decision making?

• Who can serve on these groups?

• Where do I begin?

Steps

• Self-Reflection

• Awareness of Possibilities

• Options to Explore



How can I get involved?

Who I Am

History

Dreams

Fears & Concerns

Needs

 MAP Activity

http://www.clovenclive.com/self-reflection


Step 1:  

§ WHO AM I?:  How do you describe yourself? Think about:
 What words best describe you?
 What skills, gifts, and talents will support your journey as a 

member?
 What other skills and talents will you need?
 What do you like/dislike about your current role(s) in 

working on a team?
 What values and beliefs guide your life and work as a 

person?
 What relationships with other family leaders and family 

organizations provide you with needed support?

http://www.magicclassroom.ca/tag/who-am-i/


Step 2:  History
HISTORY:  Briefly describe the background and 
circumstances that led you here today.

Think about:
 What is significant about your personal history?
 What is significant about your family, child(ren)’s, or 

community’s history?
 What were your first experiences in which you saw 

yourself as a leader or part of a decision-making 
team?

 What adult experiences and/or formal/informal 
training has helped you see yourself as a member of 
a group or team?

http://calvarycc.org/our-stories-matter


Step 3:  Dreams

§ DREAMS:  What dreams do you have in relation to your 
personal and professional development as a group or team 
member?

§ Think about:
 What contributions and/or changes do you dream about that 

will involve your participation on a decision-making team?
 What one thing do you most want to see happen?
 What do you hope to accomplish in one year? 5 years? 10 

years?
 What other dreams are important to you as you begin this 

journey??

http://www.o-kaip.lt/


Step 4:  Fears & Concerns

§ FEARS & CONCERNS:  Identify your 
worries or concerns about becoming 
part of a decision-making group or 
team.

§ Think about: 
 What concerns arise when you 

envision yourself as a leader or 
member of a team and about your 
role on the team?

 What barrier might stand in the way 
of your realizing your leadership and 
participation dreams?

http://sayingimages.com/fear-quotes-quotes-about-fear/


Step 5:  Needs

§ NEEDS:  What needs to happen to make 
your dreams about leadership and group 
membership become a reality?

§ Think about:  
 What skills would you like to develop 

further?
 What else will you need to expand your 

role as a leader and team member?
 What supports do you need from others? 

Are you connected to family networks 
that can provide ongoing support?

https://www.yaaka.cc/unit/health-and-human-needs/


Discussion

What common experiences have group 
members had in relation to each of the 
MAPS steps? 

How will you use the information from your 
MAP to expand your leadership skills, 
knowledge and roles?

http://altruahealthshare.org/does-your-health-care-premium-seem-outrageous-find-out-what-health-sharing-is-with-altrua-healthshare/


Shared Decision Making

“Decision-making means 

a process of partnering, 

of shared views and 

actions toward shared 

goals…not just a power 

struggle between 

conflicting ideas.” 

-Dr. Joyce Epstein



Who can serve on groups?

Interested Individuals

 Especially if the 
group’s decisions will 
affect them 
personally

 BUT choose your 
opportunity wisely-
focus on your passion!

 AND consider the 
TIME & ENERGY 
needed to serve



Where to begin?

 Learn about available 
resources and services

 Find an issue you care 
deeply about

 Connect to a group 
with the authority to 
create or influence 
change

 Prepare yourself to 
serve



Section 1 Resources
Family Voices National Center for Family Professional Partnerships

http://www.fv-ncfpp.org/

National Center for Parent Leadership, Advocacy and Community 
Empowerment 

http://www.parentsatthetable.org/

Fostering Parent & Professional Collaboration – Center for Parent 
Information & Resources

http://www.parentcenterhub.org/repository/improve-parent-
professional-communication/

Accessing Parent Groups – Center for Parent Information & 
Resources

http://www.parentcenterhub.org/repository/parentgroups/

National PTA Standards for Family-School Partnerships 
Implementation Guide  

http://www.pta.org/national_standards.asp

http://www.fv-ncfpp.org/
http://www.parentsatthetable.org/
http://www.parentcenterhub.org/repository/improve-parent-professional-communication/
http://www.parentcenterhub.org/repository/parentgroups/
http://www.pta.org/national_standards.asp
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Section 2:  Types of Groups

Questions

• What are the different functions of 

groups and member roles?

• What is a…

• Governing group?

• Advisory group?

• Leadership group?

• Planning group?

• Evaluation group?

• Practice group?

http://aschaper1.blogspot.com/2014_12_01_archive.html


What Makes Decision-Making 
Groups Unique?

• Decision-making authority

• Issues

• Meeting structure
• Formal? Informal? 

• Data used

• Input and feedback 

• Processes

• Membership

• History

• Time since formation

 Diversity of perspectives



Member Roles

https://youtu.be/LmWiBnGkWww

https://youtu.be/LmWiBnGkWww


Examples

Definition

Activities

Leadership 

Roles

Other 

Roles

Length of 

Service

Sample Page

Putting It 

Into Action



Functions of Groups

Governing

Advisory

Leadership

Planning
Evaluation

Practice



Governing

Activities
 Establish by-laws
 Govern an organization 

 Develop policies
 Establish goals
 Communicate with the public & funding sources 

 Employ & evaluate executives
 Negotiate with employee groups
 Allow for community participation

Examples
 State or Local School Board
 City Council/Town Council 
 Taskforce on Child Abuse and Neglect
 Tribal Council

http://www.bradleystokejournal.co.uk/2013/01/28/town-councillors-second-thoughts-tax-freeze/
http://pragmaticobotsunite.com/monday-afternoon-thread-rod-temperton-week/


Advisory

Activities
 Represent a broader group of people

 Seek out the views of those affected

 Advise on needs

 Bring awareness to issues

 Help develop action plans

 Make recommendations

 Serve as a resource 

Examples
 Committee/workgroup

 Advisory Panel

 HMO Advisory

 Title V Advisory Group

 Medicaid Advisory Group

http://entrepreneurswithdisabilities.org/uncategorized/making-contacts-to-overcome-barriers/


Leadership 

Activities
 Initiate awareness of an emerging or systemic 

issue
 Collectively work on targeted issues
 Conduct listening sessions and public forums
 Actively plan and implement strategies 
 Attract a collective voice
 Monitoring entities (watchdog)

Examples
 Associations/Organizations/Coalitions
 School improvement teams
 Community of Care Consortium for CYSHCN
 Initiatives/grants

http://wearetheheights.com/category/coalition-meetings/


Planning

Activities
 Research and study a specific issue

 Assess needs and develop priorities

 Make recommendations

 Design information and conduct training 

 Develop or select a curriculum

 A channel for communication and feedback

 Plan and carry out an activity

Examples
 Committee

 Workgroup

 Action team

 IFSP/IEP team

 Shared Plan of Care team

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwiSnKvU4v_OAhXGNiYKHTHVBkMQjRwIBw&url=http://revsarahrichards.com/content/haitian-coalition-fundraiser-planning-meeting&bvm=bv.131783435,d.eWE&psig=AFQjCNEEU1Iw0tuUNbWbVSUpbBcDGmO-6w&ust=1473424100108772


Evaluation

Activities
 Create an action plan
 Collect, display, and analyze data
 Report results
 Continuous monitoring for progress 

and improvement

Examples
 Formal stakeholder groups
 Service improvement teams
 Focused monitoring

http://www.palmsproject.net/hommocks-middle-school


Practice

Activities
 Provide a structure to communicate, 

learn, & act
 Continually reach out to others
 Create opportunities for networking & 

sharing
 Enhance participation and connections
 Discuss emerging or systemic issues
 Promote interagency connections
 Share information and solutions
 Promote the spread of best practices

Examples
 A learning circle
 A community of practice

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwjRrLLC5P_OAhVG7iYKHVB6BVUQjRwIBw&url=http://communitiesofpractice601.blogspot.com/&psig=AFQjCNFD9Z63D7kf80ToMOmgPGv-2v1MtQ&ust=1473424589469231


Section 2 Resources

Shared Work website

www.sharedwork.org

Guidelines for Establishing Family Advisory Boards

ftp://ftp.hrsa.gov/mchb/training/documents/grantee_
products/00_guidelinesforestablishing02.pdf

Serving on Boards and Committees

http://www.nichcy.org/informationresources/docume
nts/nichcy%20pubs/pa11.pdf

IDEA Partnership – Practice Groups  
http://www.ideapartnership.org/index.php?option=co
m_content&view=article&id=557:change-theory-
organization-development-stakeholder-involvement-
in-systems-change&catid=37:reports&Itemid=60

http://www.sharedwork.org/
ftp://ftp.hrsa.gov/mchb/training/documents/grantee_products/00_guidelinesforestablishing02.pdf
http://www.nichcy.org/informationresources/documents/nichcy%20pubs/pa11.pdf
http://www.ideapartnership.org/index.php?option=com_content&view=article&id=557:change-theory-organization-development-stakeholder-involvement-in-systems-change&catid=37:reports&Itemid=60
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Section 3:  

Processes Groups Use

Questions

• What are the principles that guide group 

practices?

• What are important processes groups 

use?



Guiding Principles of 

Shared Decision-Making

Shared 
Decision 
Making

Shared Vision

Representation

Equal Partners

Collaboration
Shared 

Responsibility

Information Sharing

Producing 
Results



Guiding Principles

Example

504/IHP 

PlanShared Vision

All want the child 
to be healthy, 
happy, and 
successful.

Representation

Anyone working with 
the child or 

representing the 
child’s best  interest is 

present.

Equal Partners

All ideas, concerns, and 
questions are heard and 

are valued.

Collaboration

Everyone works 
together to 

come up with a 
plan. 

Shared Responsibility

Everyone does their part to 
support the child’s learning 

at school, home, and in 
the community.

Information Sharing

The same 
information is given 
to all so all are able 

to make a well-
informed decision.

Producing 
Results

Child makes 
progress.



Helpful Reminders:

Start with the end in mind

 Focus on Outcomes

Work towards positive results

 = Celebrate and publicize the success

 = Go back and make adjustments



Processes Groups Use

1. Information 
Gathering

2. Goal Setting

3. Planning4.Collaboration

5. Evaluation

6. Reaching 
Agreement



1. Information Gathering

Prioritize Issues

Focus 
Group

Perspectives 
Stories

Brain-

storming

Ideas

Data

Numbers

Facts



2. Goal Setting

What does the group want to see happen?

Helpful Tools to Set Direction

 Vision Statement

 Mission Statement

 S.M.A.R.T. Goals
Specific

Measurable

Attainable

Realistic

Timely

https://www.youtube.com/watch?v=ioY-YSOKBtY
https://www.youtube.com/watch?v=XtyCt83JLNY
https://www.youtube.com/watch?v=1-SvuFIQjK8
http://lipmag.com/opinion/if-only-id-known-successful-people-set-goals/


3. Planning

Who will do what, by when and in what 

order?

Helpful Tools to Reach Goals  

 Action Plan

 Logic Models

 Schedules

 Strategy Charts

http://www.forastateofhappiness.com/tag/goals/


Logic Model Example
Family Vacation

INPUTS:
Family 

members
Budget

Car
Camping 

equipment

OUTPUTS:
Drive to park
Set up camp
Hike, swim, 
cook, play

OUTCOMES:
Family members 

learn about each 

other

Relationships & 

family bonds 

deepen 

Want to spend 

time together next 

year

FAMILY



Logic Model Example



4. Collaboration

Members working together toward a common goal.

Helpful Tools:

 Agreed Upon Expectations

 On-going Communication and Networking

 Neutral Facilitator

 Meaningful Activities

 Focused Training and Technical Assistance

https://collaboration-software.financesonline.com/history-of-collaboration-software-the-evolution-journey-towards-web-2-0/


4. Collaboration

https://www.pinterest.com/pin/154881674657099005/


4. Collaboration

• More Involvement

• Better 
Relationships

• Greater 
Commitment

• Better 
Communication

Benefits



5. Evaluation

 New information is compared to previously 

collected information

 Helpful Types of Evaluation



6. Process for Reaching Agreement

Voting

 Robert’s Rules of Order

 A structured process

 Making and Passing Motions

Consensus
 Discussion continues until all 

mutually agree
 Every member shares
 Key is compromise

https://integralchurch.wordpress.com/tag/interfaith/


Tips to Help YOU Personally be 

Effective

 Organize your information

 Keep in mind the group’s goals

 List priorities

 Keep track of where others 
stand on decisions

 Ask the leader to explain 
member roles

 Check in with your family-led 
organization on an ongoing 
basis

 Take notes 

 Write down the results of your 
activities

https://www.pinterest.com/pin/496451558896925130/


Section 3 Resources
The Official Robert’s Rules of Order website
http://www.robertsrules.com/
Understanding Group Processes
http://leadership.uoregon.edu/resources/exercises_tips/skills/und
erstanding_group_process
Logic Models
http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.
html
Vision Statements
http://mystrategicplan.com/resources/topic/vision-statements//
Mission Statements
http://www.missionstatements.com/
Leading by Convening
http://www.ideapartnership.org/documents/NovUploads/Leadi
ng%20by%20Convening%20508.pdf

http://www.robertsrules.com/
http://leadership.uoregon.edu/resources/exercises_tips/skills/understanding_group_process
http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.html
http://mystrategicplan.com/resources/topic/vision-statements/
http://www.missionstatements.com/
http://www.ideapartnership.org/documents/NovUploads/Leading%20by%20Convening%20508.pdf
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Section 4:

Tools Groups Use

What are helpful tools groups use?

• Meeting Facilitator/Leader

• Ground Rules

• Agenda

• Meeting Minutes

• Written Guidance

• Open & Closed Sessions

http://pediaa.com/what-is-the-difference-between-tools-and-equipment/


 Keeps discussions on track and on time

 Makes sure everyone is able to share

Ground Rules

 Creates an atmosphere where thoughts 

and perspectives can be openly shared

Meeting Facilitator/Leader

http://www.pauloraw.ie/about/


Agenda

The Opening

•Welcome and 
introduce 
participants

•Set the tone 
and pace

•Review and 
approve 
agenda

•Review minutes 
from previous 
meeting

Discussions & 
Decisions

•Keep the group on 
task

•Assess the group’s 
interest level

•Discuss old & new 
business

•Make decisions

•Provide feedback 

•Enforce ground 
rules

The Conclusion

• Identify next steps 
& future agenda 
items

•Announcements

•Evaluate the 
meeting

A roadmap for the meeting
• Only include items to be discussed at the  

meeting
• Created by leader or executive committee 



Meeting Minutes

 Summary of the meeting

 Records decisions and actions

 Typed and distributed 

 Previous meeting minutes may be 

approved at the next meeting

 Reminder:  Still take your own notes!



Meeting Time Management

If meetings continue to run 
over time, you may ask 
the group:

 Is the agenda too full?

 Do ground rules need to 
be established?

 Does there need to be a 
‘time keeper’?

 Does more time need to 
be scheduled for 
meetings?



Written Guidance

Helps individuals 

interact with the group

 May include:

 Bylaws

 Policies

 Procedures & 
Protocols

 Compacts



Open vs. Closed

Open Meetings

 Open to ANYONE 

 Public is invited to LISTEN to group’s discussion

 Public may share their views on the topics
 Refer to written guidance regarding public 

participation

Closed Sessions

 Used when not appropriate for non-members 

 Topics that should be in closed sessions: 
 Personnel Issues

 Confidential Information



Common Reasons for 

Unproductive Meetings

 Participants aren’t prepared

 No agenda in advance

 Group doesn’t follow agenda

 Not everyone considers themselves 
“participants”

 Data is lacking or decisions made not 
based on data

 No action items are highlighted 

 No timelines or deadlines

 No follow-ups

https://www.linkedin.com/pulse/i-am-attending-your-meeting-guide-productive-meetings-p%C3%A9rez-v%C3%A1zquez


Section 4 Resources

Taking Good Meeting Notes

http://www.effectivemeetings.com/meetingbasic
s/minutes.asp

Mind Tools On-line training articles on problem 
solving, decision making, and practical creativity

http://www.mindtools.com/pages/article/newTM
C_00.htm

Policies and Procedures  
http://www.mycommittee.com/BestPractice/Co
mmittees/Policiesandprocedures/tabid/248/Defa
ult.aspx

http://www.effectivemeetings.com/meetingbasics/minutes.asp
http://www.mindtools.com/pages/article/newTMC_00.htm
http://www.mycommittee.com/BestPractice/Committees/Policiesandprocedures/tabid/248/Default.aspx
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Section 5: 

Tips & Strategies for Groups

What makes effective meetings?

What improves group dynamics?

What is two-way communication?



Tips for Effective Meetings

 Be prepared as a 
group

 Start and end on time

 Have the information 
needed to make 
decisions

 Make sure you are not 
missing someone who 
is critical to the 
discussion

 Follow a meeting 
agenda



Improve 

Group Dynamics

Internal group strategies can include:
 Have members get to know one another

 Share experiences & opportunities 

 Use “ice breakers” 

 Allow time for cultural connections 

 An orientation for new members 
 A refresher for all current members
 Provide training & mentorship  
 Give group’s background information & 

history 



What is 

culture?

Equity Alliance at ASU

A way of 

life by a 

group of 

people

M

E



Culturally Responsive Family 
Engagement

 Latino Learning Modules “What is Culture?”

https://www.youtube.com/watch?v=15jdTQIr7j4

https://www.youtube.com/watch?v=15jdTQIr7j4


Cultural Reciprocity & 
Cultural Humility

Cultural competence 

can include:

 mandates

 laws

 rules

 policies

 standards

 practices

 attitudes

Cultural Humility/ 

Cultural Reciprocity

is a process and a 

lifelong commitment 

to self-evaluation and 

critique to improve

relationships and

outcomes.



Understand 

Cultural Norms

 Keep learning about the unique cultural values 
and beliefs of all members 

 Recognize and honor racial and ethnic 
variations

 Provide trained interpreters

 Limit the use of jargon

 Encourage members to mentor one another

 Utilize cultural liaisons/cultural brokers

 Understand your own cultural norms, practices, 
& beliefs & how they affect interactions



Alone we can 

do so little; 

together we 

can do so 

much.
-Helen Keller

https://www.pinterest.com/nchinc/nch-motivational-posters/


Two-Way

Communication

External strategies can include:
 Town meetings 
 Public listening sessions of local, state, 

or national agencies
 MCHB Block Grant hearings
 ‘Breakfast with the Policymaker’
 Policy forums

 Health, education, disability, etc.

http://www.dw.com/en/us-university-for-the-deaf-offers-german-signing-course/a-14967290
http://www.miusa.org/resource/tipsheet/deafexchange


Section 5 Resources
Techniques for Improving 
Meeting Effectiveness

http://www.effectivemeeti
ngs.com/

Running Effective Meetings 
and Facilitating Groups 
(2002)

http://sabes.org/resources/
facilitationguide.pdf

Facilitating Groups to Drive 
Change (B. Buechel)

http://www.imd.ch/researc
h/challenges/TC069-08.cfm

National Center for 
Cultural Competence

http://nccc.georgetown. 
edu/

Cultural reciprocity

http://eric.ed.gov/?id=ED4
00251

http://www.effectivemeetings.com/
http://sabes.org/resources/facilitationguide.pdf
http://www.imd.ch/research/challenges/TC069-08.cfm
http://nccc.georgetown.edu/
http://eric.ed.gov/?id=ED400251
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Section 6:

Using Data as Information

What is data?

How do we use data everyday?

How can I learn more about data that 

groups use?

What are the stages of data use?

How are data going to be used?



What is Data?

Data…

 Is factual information

 Helps groups make 

decisions

 Must be: 

 Reliable 

 Valid 

 Accessible

https://www.linkedin.com/pulse/baca-pahami-renungkan-surahyo-sumarsono


Confidentiality

 A set of rules or a promise

 Limit access or put 
restrictions on certain 
types of information

 When working with data 
as a group, it is important 
to state if certain 
information should not be 
shared with others outside 
of the group.



Forms of Data

Quantitative Data 

 Typically numbers

 Answers the questions:

 How much?  How often?  
When?  Where? 

Qualitative Data

 Typically descriptions

 Answers the questions:

 What is it like?  What do you 
observe about it?

http://voxadelphia.com/overview-on-qualitative-data-collection-techniques-in-international-marketing-research/


Stages of Data Use

1. Planning & Preparing to Use 
Data

2. Collecting Data

3. Organizing Data

4. Analyzing Data

5. Developing Hypotheses & 
Making Recommendations

6. Creating an Action Plan

7. Displaying & Sharing Results

8. Continuous Monitoring for 
Progress & Improvement



Stages of Data Use

1. Planning & Preparing to Use 

Data

2. Collecting Data

3. Organizing Data

4. Analyzing Data

5. Developing Hypotheses & 

Making Recommendations

6. Creating an Action Plan
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Stage 1: 

Planning & Preparing to Use Data

What do we want to know?

Tips
 Ask focusing questions

 Use a variety of methods & sources

 Find data already out there - baseline

 Try to find gaps

 Pinpoint possible roadblocks

 Ask others knowledgeable of the data

https://simischoolsblog.com/2014/10/03/we-need-to-know-what-do-you-want-in-a-new-superintendent/
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Stage 2: Collecting Data

Answer questions to make an 

informed decision and act.

Data 
from 

Providers

• Child/youth status Data

• Demographic Data

• Stakeholder Perception

• Process Data

Families & 
family 

organizations 
as Data 
Sources

• Surveys

• Focus Groups

• Participants or 
Attendees

• Perception Data
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Stage 3: Organizing Data

Disaggregated Data: 
a whole set of data 
separated into its 
categories or subgroups

Aggregated Data: 
a whole set of data 
formed by combining 
several parts

48%

32%

10%

10%

Youth 20-24 Neither Enrolled 

in School Nor Working

Less than HS

HS diploma

Some

college

Bachelor's

degree +

0

20

40

60

Youth 20-24 Neither in School 

Nor Working with HS Diploma 

by Race/Ethnicity



Stage 3: Organizing Data

Triangulated Data: 

Use of multiple independent sources of data 

to establish the truth & accuracy of a claim.

College 
Admissions

Essay
Extracurricular 

Activities

High School 
Grades

Interview
ACT/SAT 
Scores

Application

References



Stage 3: Organizing Data

Tips for Interpreting Graphs

Read all labels. 

 What is… 

 in each COLUMN? 

 in each ROW? 

 the RANGE OF VALUES?

 Where was… 

 the MOST change or growth?

 the LEAST change or growth?  



Stage 3: Organizing Data

A Snapshot in Time



Stages 3: Organizing Data

Comparisons



Stages 3: Organizing Data



Stage 3: Organizing Data

Tips to Validate the Findings

To make sure the data are sound:

 Use trusted sources

 Follow-up with questions 

 Use different ways of gathering data

 Ensure everyone agrees and accepts the findings

http://transformationalstrategist.com/leadership-skills-validating-part-4/


Stages of Data Use

1. Planning & Preparing to 
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2. Collecting Data
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& Making 
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6. Creating an Action Plan

7. Displaying & Sharing 
Results

8. Continuous Monitoring 
for Progress & 
Improvement



Stage 4: Analyzing Data

Look for Relationships in the Data

 Each view provides unique insight

 Look from many viewpoints

 Understand the parts as well as the whole

 Strengths and challenges

 Don’t draw conclusions too soon

 Record information as it appears in the 
source

 Electronic health records



Stage 4: Analyzing Data

Terms when Working with Numbers

 MEAN – average of a group of numbers

 MEDIAN – middle value

 MODE – most frequent value

 RANGE – difference between lowest & 

highest values

 OUTLIER – very high or very low number

 STATISTICALLY SIGNIFICANT – results true & 

not because of chance



Stage 4: Analyzing Data

Examples of Working with Numbers

OutlierMean = 817.3

Median = 825

Mode = 880

Range = 665 
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Stage 5: Developing Hypotheses 
& Making Recommendations

Hypotheses & Recommendations

 Understand why we think it is happening

 Look at other data

 Ask additional questions

 Agree upon the conclusions

 Figure out possible solutions

http://hackerchick.com/hypothesis-driven-development/
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Stage 6: 

Creating an 

Action Plan

1. Bring key people 

together 

2. Figure out:

· What 

· Who 

· When

• Where 

· Resources 

· Communication 

3. Review completed 

action plan

4. Follow through 

5. Communicate

6. Keep track of 

progress 

7. Celebrate!

http://www.mindfuleatingtips.com/action-plan-3/
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Stage 7: Displaying & Sharing Results

Sharing Results

 Make Sure the Report is:

 Appealing

 Accessible

 Accurate

 Audience-specific

 Be Fair and Objective



Stage 7: Displaying & Sharing Results

Sharing Results

 Know the Purpose of your Report 

 Does it need to provide information? 

 Is it to raise awareness? 

 Will it be used to make decisions? 

 Know your Audience

 What do they already know about the topic? 

 Do they need the big picture or lots of details?

http://lessonsfrompublicspeaking.com/know-your-audience/


Stage 7: Displaying & Sharing Results

Social Math

 Relating data 
numbers to what is 
familiar and concrete 
to your audience.

Data Stories

 Compelling 
narrative

 Audience-Specific   

 Be objective    

 Don’t censor

 Explain the data 

Make the Data Come Alive

http://www.cahmi.org/projects/drc/
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Stage 8: Continuous Monitoring for 

Progress & Improvement

Check Your Work       

 Regularly revisit the plan

 Identify challenges

 Make changes as needed

Evaluate the Action Plan

 Collect the same TYPE of data 

from the same data SOURCE



Stage 8: Continuous Monitoring for 

Progress & Improvement

Process Begins Again

Ask yourself:

 To what extent has the initial 
question been answered? 

 What new concerns or 
questions have come up? 

 Which factors are clearly 
understood and which ones 
need more data? 

 Has the situation improved?

https://www.pinterest.com/omyuri/project-management/


Review



Tool for Using Data



Section 6 Data Resources
Fact Sheet on Your Community
http://factfinder2.census.gov/
Data about Children in Your State
http://datacenter.kidscount.org/
U.S. Census Bureau Quick Facts
http://quickfacts.census.gov/qfd/
Disability Statistics
https://www.disabilitystatistics.org/
Disability Data Resources
https://www.dol.gov/odep/pubs/fact/d
ata.htm
CDC Data
http://www.cdc.gov/ncbddd/disability
andhealth/data.html
Data Resource Center for Child & 
Adolescent Health, a project of the 
Child & Adolescent Health 
Measurement Initiative (CAHMI)
http://www.childhealthdata.org

MCHB Title V Information Center
https://mchb.tvisdata.hrsa.gov
MCHB 6 Core Outcomes 
http://www.fv-ncfpp.org/quality-health-
care1/mchb-outcomes/
NCES Kid’s Zone
https://nces.ed.gov/nceskids/tools/
State Education Data Profiles
http://nces.ed.gov/programs/stateprofil
es/
Post High School Survey Data
www.posthighsurvey.org
Making Student and School Data 
Accessible and Meaningful To Families 
(webinar)
https://admin.acrobat.com/_a17179333
/p90826011/?launcher=false&fcsConte
nt=true&pbMode=normal

http://factfinder2.census.gov/
http://datacenter.kidscount.org/
http://quickfacts.census.gov/qfd/
https://www.disabilitystatistics.org/
https://www.dol.gov/odep/pubs/fact/data.htm
http://www.cdc.gov/ncbddd/disabilityandhealth/data.html
http://www.childhealthdata.org/
https://mchb.tvisdata.hrsa.gov/
http://www.fv-ncfpp.org/quality-health-care1/mchb-outcomes/
https://nces.ed.gov/nceskids/tools/
http://nces.ed.gov/programs/stateprofiles/
http://www.posthighsurvey.org/
https://admin.acrobat.com/_a17179333/p90826011/?launcher=false&fcsContent=true&pbMode=normal
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Section 7:

The Role of Families on Groups

Where do I start?

What do I need to know about my role?

What do I need to know about the group?

What ways might I represent the 

perspective of other families?

How might family organization(s) help?

What ways might I share my family story?



The Group

Learn about:

 Mission, Purpose, & History

 Style of leadership 

 Priorities and goals 

 Structure

 Decision-making process

Reminder…

 Review past meeting minutes

 Attend a meeting before joining

http://www.cloostermansmft.com/culturally


The Group

Important to understand…. 

 How the group’s work fits 

into the work of the larger organization

 The process and timeline for getting 

things done

 Remember:  Be patient and don’t give 

up!

, 0, 0

Larger Organization

Group



Resource

*Page 63:  

What Information 

Do I Need to Know 

About the Group?

Uses:

 Learning Tool

 Reflection

 Assessment

 Mentorship



Your Role on the Group

 Connect with past 
representative

 Connect with family-led 
organization(s)

 Ask for a mentor

 Come prepared

 Ask for group’s written 
guidance

 Inquire about attendance 
support

 Plan introduction carefully



Resource

*Page 65: 

Sharing Your Family Story

Answer the 

questions:

 Who are you?

 What brings you to 

the group?

 What will YOU 

bring to the 

group?



Best Ways to Represent Others

Welcome Input

 Create a brief survey

 Go where the families are

 Connect with family organizations

Be Accessible

 Attend meetings in the community 

 Provide contact information

 Seek out and support involvement 

Communicate

 Write and post summary reports 

 Be the link between families and the group



Section 7 Resources
Family Voices National Center for Family Professional Partnerships

http://www.fv-ncfpp.org/

National Center for Parent Leadership, Advocacy and Community Empowerment 

http://www.parentsatthetable.org/

Fostering Parent & Professional Collaboration – Center for Parent Information & Resources

http://www.parentcenterhub.org/repository/improve-parent-professional-communication/

Accessing Parent Groups – Center for Parent Information & Resources

http://www.parentcenterhub.org/repository/parentgroups EPIC– Every Person Influences 

Children

http://www.youtube.com/watch?v=BI4rqX_F69c

Guidelines for Exploring Interagency Opportunities ACTion Sheet

http://www.pacer.org/Parent/php/PHP-c99.pdf

From Experience to Influence:  The Power of a Parent’s Story ACTion Sheet

http://www.pacer.org/parent/php/php-c121.pdf

Recruiting Families- Institute for Family-Centered Care

http://www.familycenteredcare.org/advance/topics/med-recruit.html

National Parents Council Primary - The Board of Management in Your Primary School: A 

Guide for Parents

http://www.npc.ie/attachments/88f10722-40c1-4945-824f-59e8e22be306.pdf

Local Interagency Team Parent Representative brochure – Vermont

http://www.vffcmh.org/wp-content/themes/childrens-non-

profit/images/prbrochureiast.pdf

http://www.fv-ncfpp.org/
http://www.parentsatthetable.org/
http://www.parentcenterhub.org/repository/improve-parent-professional-communication/
http://www.parentcenterhub.org/repository/parentgroups/
http://www.youtube.com/watch?v=BI4rqX_F69c
http://www.pacer.org/Parent/php/PHP-c99.pdf
http://www.pacer.org/parent/php/php-c121.pdf
http://www.familycenteredcare.org/advance/topics/med-recruit.html
http://www.npc.ie/attachments/88f10722-40c1-4945-824f-59e8e22be306.pdf
http://www.vffcmh.org/wp-content/themes/childrens-non-profit/images/prbrochureiast.pdf


Serving on Groups 

That Make Decisions: 

A Guide for Families

Presented by:

Name

Organization/Agency

www.servingongroups.org



Section 8:

Skills for Serving on Groups

What skills will help me… 

• prepare for a meeting?

• participate in a meeting?

• follow-up after the meeting?

• deal with conflict?

• facilitate a meeting?



Prepare for a Meeting

Tips:

 Keep a calendar

 Read the agenda & 

additional items

 Review past meeting 

minutes

 Organize your thoughts

 Keep learning



Participate in a Meeting

 Attend all meetings

 If unable to attend:
 Let leader know ahead of time
 Make sure to get notes or meeting 

minutes

 Take and keep notes

 Learn the lingo

 Try new roles

 Be a mentor

 Listen for understanding

http://www.communityactionduluth.org/community_engagement/get_involved.html


Follow-Up after a Meeting

Tips:

 Refer to your notes

 Stay organized

 Use technology

 Review written guidance 

 Reflect on what was 
learned

 Connect with mentor

 Touch base with family 
organization

 Review data

 Keep learning



Dealing with Conflict
Tips:
 Keep an open mind
 Use “I” statements
 Don’t take things personally
 Ask questions
 Stay focused on the topic
 Focus on solutions
 Take a break
 Remember the group’s purpose

http://bearmedicineherbals.com/healthy-disagreement-in-herbalism.html


Resolving Conflict

Tips:

 Pay attention to interests

 Listen first; talk second

 Good relationships are a priority

 Keep people and problems separate

 Set out the facts

 Explore options together

http://blogs.edweek.org/edweek/finding_common_ground/


Facilitate a Meeting

Common strategies for good facilitation:

 Makes everyone feel comfortable, 
welcomed, and valued

 Encourages participation

 Prevents and manages conflict

 Listens and observes

 Clarifies group discussions

 Supports quality decisions

 Ensures outcome-based meetings

 Recognizes and appreciates contribution



Section 8 Resources

Creating Agreement Collection
http://www.ideapartnership.org/component/content/article.html?id=1490
Developing Facilitation Skills Toolkit
http://ctb.ku.edu/en/tablecontents/sub_section_main_1154.aspx
Ideas for preparing and leading meetings
http://www.effectivemeetings.com/
Meeting Guru – Solving Meeting Dilemmas
http://www.effectivemeetings.com/guru/solution_index.asp
Conflict Resolution: Resolving conflict rationally & effectively
http://www.mindtools.com/pages/article/newLDR_81.htm
Planning and Structuring Effective Meetings - Skills You Need  
http://www.skillsyouneed.com/ips/meetings.html
Forming, Storming, Norming, Performing: Team Stages Model - YouTube 
Video
https://www.youtube.com/watch?v=nFE8IaoInQU
Understanding the Stages of Team Formation
http://www.mindtools.com/pages/article/newLDR_86.htm

http://www.ideapartnership.org/component/content/article.html?id=1490
http://ctb.ku.edu/en/tablecontents/sub_section_main_1154.aspx
http://www.effectivemeetings.com/
http://www.effectivemeetings.com/guru/solution_index.asp
http://www.mindtools.com/pages/article/newLDR_81.htm
http://www.skillsyouneed.com/ips/meetings.html
https://www.youtube.com/watch?v=nFE8IaoInQU
http://www.mindtools.com/pages/article/newLDR_86.htm


Where to Go From Here?

To learn about personal
skills for serving on a 
decision-making group, 
check out:

 Section 1: Opportunities 
to Get Involved

 Section 2: Types of 
Groups

 Section 6: Understanding 
Data as Information

 Section 7: Role of Families

 Section 8: Skills for Serving 
on Groups

To learn about group skills 
for serving on a decision-
making group, check out:

 Section 2: Types of 
Groups

 Section 3: Processes 
Groups Use

 Section 4: Tools Groups 
Use

 Section 5: Tips & 
Strategies for Groups

 Section 6: Understanding 
Data as Information



For more information, explore: 

www.servingongroups.org



For more information on NCFPP:

 www.familyvoices.org/ncfpp/

http://www.familyvoices.org/ncfpp/
https://www.yumpu.com/en/document/view/39899110/tn-f2f-hic-fact-sheet-national-center-for-family-professional-
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