Affinity Group Process Agenda
January 11, 2016 4:00 pm Eastern
Meeting objectives:
· Organization of Affinity group
· Prioritize key topics for discussion
· Identify next steps and future conversation
 	 	 	 	 
 
	Time 
(Eastern) 
	Minutes 
	Topic 
	Approach
	Adobe room/ Screen 
	Presenter 

	4:00 – 4:03
	3
	Welcome 
Set the Stage

	Harriet give brief overview of the group. History/purpose
	Meeting Agenda
Chat box
Video

 
	Harriet

	 4:03-4:04
	1 
	Overview of Adobe
	Quick intro of Adobe showing features
	Full room
	Michelle Sanchez

	 4:04 – 4:14
	10 
	 Individual Introductions of Participants
	Each member will introduce self. Name, role, 1. why this group is important,  2.identify at least one expectation for Affinity group discussion
	Note screen with: Name, Role and questions. Document response on note screen
Note page 5

Michelle will take notes
	Desiree’

	 4:14 – 4:35
	20
	Discussion of Prioritization of key topics
	Share list of issues. Brief review of issues to confirm issues are captured. 
Add or delete issues. Prioritize issues to discuss in future meetings.
 Make sure each States issues are identified and addressed.

Questions for the group:
Are these the issues that resonates with you?
Are there “categories” that would be more useful to you than others?
Is there something missing? 
Ask each person to identify the one or two issues that are most important to them? 



	Desiree will Share screen with list of issues and make notes/changes on screen for participants to see.


	Desiree, Harriet and Group  

	4:35 – 4:47
	12
	Organization of Affinity Group – Identify Rules of Engagement
	Review Affinity Group background Document.

See note page 6
Frequency and Method:  
How often to meet?
Method: 60 or 90 minutes?
Adobe connect video, conference call, adobe connect?
Participation and Staffing:  State leaders and other staff? What other staff and how many?

States are asked to commit to full participation during the pilot 2016 year.

The State Capacity Building Center (ICFI) will staff the group and will take responsibility for organizing the agenda, taking notes, and checking in with each state between meetings.  States, however, will take turns moderating the discussion.   Harriet Dichter, Desiree Reddick-Head and Meb Phillips will serve as the staff. 

Some states do not want any federal staff to participate in the calls, so this will be need to be worked out during the first meeting
Guiding rules for engagement?


	Have specific parts of the document shared on screen. Have separate note page for 
[bookmark: _GoBack]documenting agreed upon rules and document next steps
Note Page 6

Michelle or Desiree take notes
	Meb

	 4:47 – 5:00
	12
	Identify next steps, timeline, and agenda items for follow up conversation

	Desiree propose next steps based on conversation.
Identify timeline
List proposed agenda items for next meeting
Clarify roles
	Share note page with identified next steps that were captured during the conversation. List agenda items. Dates for next meeting and frequency.

Note Page 7
	 Desiree’


 
