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Guide for Facilitators of the Microsoft Innovative Schools Workshops


This Facilitator Guide is to be used alongside the following resources
· 8 Workshop PowerPoint presentations
· Templates for Deliverables and Journal Entries
· Guidance material from Michael Fullan
· Case Studies and Knowledge base from the IS Toolkit
· Self-Review from the IS Toolkit
· The Partners in Learning Community
· Additional guidance material for each workshop
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This Facilitator Guide has been written as a companion document to the Innovative Schools Workshops. It is intended to guide facilitators in selecting materials from each workshop as part of their yearly continuous improvement cycle.

Several resources are available to assist facilitators.

This Facilitator Guide
The Facilitator Guide provides instructions for all the activities mentioned in the workshop materials.  There is a section for each workshop containing the following
· A one-page overview of the activities outlining the topics, strategies and suggested time to complete each activity. 
· Each proposed activity has templates which can be found in the separate templates document 
· The workshops have been written to encourage facilitators to be creative in choosing activities and designing learning experiences for their specific context and needs.
· A commentary is provided at the end of each workshop.  These may be recorded as video clips or just kept as a narrative for those who prefer to read around each workshop.  

Learning Journal and Deliverables Templates
These are blank templates that can be provided to participants in the workshop to help structure responses and complete the activities.  Templates for all the deliverables proposed in the workshops are also provided.


Further resources in the Innovative Schools toolkit
· A self-review guide
· Case studies of numerous schools, projects and districts
· Further reading and articles to allow for deeper discussion, including materials from Michael Fullan, Personalisation by Pieces and RISC model.
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Step 1: Browse through the resources in the toolkit so you are familiar with. Look at:
· How this facilitator guide is structured
· How the workshops are structured
· What other resources are available to you

Step 2: The purpose of the workshops is to help you drive innovation in your school.  Check you are familiar with the following concepts: 
· Innovation drives continuous improvement in schools
· Continuous improvement is a yearly cycle involving everyone in the school
· The school has a longer term vision which cannot be achieved in one year.  The school improves each year so that it moves closer to this vision over time
· The speed at which a school improves depends upon the following factors;
· The number of people involved
· The ambition of the planned changes
· The learning that comes from evaluation and reflection on progress

Step 3: Plan dates for each of the 8 workshops in the cycle and ensure all participants have access to all the materials
· Put together a team who will be responsible for completing these workshops.  This could include a change team or your senior team 
· Provide them with a link to electronic copies of the facilitator guide and all the workshop materials
· Read the facilitator guide for each workshop before you start
· Select materials from the workshop to help you lead this meeting
· In the meeting, you and your team will decide the plan for the year
· If you have only an hour then set a realistic target of just agreeing dates for each workshop. 
· If you have longer then you can plan each workshop in more detail, including;
· Who will be invited to each workshop 
· Which workshops may need repeating for different audiences.


Step 4: Ensure your whole school are aware of the programme
· Provide teachers and others with the calendar of dates for the year
· Select from slides in workshop 1 to help you explain the programme in whatever depth you feel is appropriate at this stage.
· Make sure the concept of the continuous cycle of improvement is well understood
· Make sure there is recognition that eventually ALL of the school community will be personally engaged in this continuous improvement cycle each year.  
· Where there is already an established improvement cycle in place it may be important to just show the changes that will happen as a result of merging both together

Step 5: For each of the seven remaining workshops in the year
· Read the correct section of this facilitator guide
· Make sure the key purpose of the workshop is clear to you
· Select slides from the large number provided in each workshop or use other resources if you wish, providing the key purpose of the workshop is achieved
· Select the correct templates and activity guides
· Look at the other resources in the toolkit to see if there is anything else that could help you.  Also make sure there are clear links with specific programs in your school.
· Check that the way you have designed your workshop will enable you complete the required deliverable
· Conduct the workshop
· Post the required deliverable for the workshop onto the Microsoft site.
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Overview of the continuous improvement cycle

Isolated cases of transformed educational practice and outstanding use of ICT to accelerate learning have been reported for many years but so far have not resulted in large scale systemic changes in schooling.  The kind of innovation that will support and sustain transformation is quite different from what is celebrated in most popular case studies.  This program is a worldwide attempt to make innovation systemic, continuous and sustainable so that transformational change can gain solid footing and spread to whole school systems more effectively.

Schools commit to an annual cycle of continuous improvement which we have divided into eight stages.  Such review cycles are common in most educational systems and successful commercial companies worldwide so the model suggested here is designed to align to these so that it supports rather than replaces current systems that are in place.
A summary of the stages in the continuous improvement cycle is shown in the diagram below.
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For each of these stages we have produced a workshop and guidance material.  These are not evenly spaced throughout the year and the time chosen for each stage will depend on school holidays and the calendar of events and review currently being used in the school.  

Attached to each of these workshops are a set of deliverables designed to make it extremely clear what the central purpose and expected outcomes are for each stage.
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[bookmark: _Toc286235141]Deliverables for the program

For each of the following deliverables you will find a template available in order to help you.  There are also examples on the Partners in Learning website of completed examples from other schools

	Process
	Workshops
	Deliverables

	Inclusion
	1. Planning Engagements 
	Engagement plan for the year (September). 

	Introspection
	2. Envisioning 
	REORDER vision summary (October)

	Investigation
	3. Exploring Possibilities 
	Implementation plan (November)

	Innovation 
	4. Culture of Innovation
	Capacity ladder for each core aim being focused on this year (December)

	
	5.  Sharing ideas 
	A case study of your previous work (January)

	Implementation
	6.  Implementation
	How you conducted your baseline assessment (February)

	
	7. Reviewing Progress
	Your second case study (April)

	Insight
	8. Continuous Improvement
	Your final evaluation and case study (June)




The ethos of the entire program is that by providing common structures, schools will be much more able to share their practice internationally and in this way, support each other.  For this reason we strongly encourage the posting of these deliverables into the Partners in Learning community.  

In the template document we also suggest the keeping of a learning journal, learning blogs and involvement in networks of other schools both locally and globally.
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How the workshop PowerPoints are structured

The Overview Slide
Read the overview page to get a quick impression of the aims of the workshop and its intended outcomes.   It is this aim that is most important.  All of the other materials are just provided to help you achieve these outcomes. 

Guiding Questions
We have had feedback telling us that a few key questions asked succinctly can allow school leaders to focus quickly on issues they may want to address.  

Is this workshop addressing concerns that are important or not? These guiding questions should help school leaders decide

Ladders of progression for benchmarking
Each workshop covers a vital part of the whole innovation cycle but not all schools are strong in every area.  We have defined the route from ‘Awareness’ of the aims up to ‘Ubiquitous’ integration of the aims using the levels and stages described below.
The levels used are from 1 to 9 for the following reasons
1. in order to maintain consistency with the teacher capacity ladders developed in workshop 4 and used throughout the proceeding workshops
2. to allow for intermediate stages (2, 4, 6 and 8) to be added by the school if they feel that the jump from one stage to the next is too great to achieve in one year alone.




	Level
	Description

	9
	Ubiquitous - This level describes how the workshops may be used when the process is so ubiquitous that ALL of the staff, ALL learners and the wider community engage routinely yet deeply as active participants in the process. The workshop outcomes description assumes that at least in this part of the cycle, the school is a world leader and an active mentor of other schools and organisations locally and globally.

	7
	Integrated – The advice at this level is for schools ready to integrate their continuous improvement cycle into the day to day running of the school and fully involve learners and other stakeholders as active and trusted participants in the process.  

	5
	Defined – The advice at this level is for schools who already have a well-defined strategy in pace for continuous improvement so need advice that extends this and challenges it.  

	3
	Developing – The advice at this level is for schools that have most of the yearly improvement cycle in place but recognise that this is not functioning as it should and requires development.

	1
	Aware – The workshops each cover vital steps on the innovation cycle.  Schools that have not yet established such a cycle may see the workshop as not applying to them.  The advice written at level 1 is an attempt to suggest how the school could begin valuing this step. It is intended as part of the job of raising awareness.



Read all the statements on the ladder provided for each workshop, see which one best describes your current practice.  You may be at level 1 for some workshops and 9 for others so this tool helps you prioritise which of the eight workshops needs most effort and attention this year as well as defining the next steps in the process.



Suggested Agenda
We know that every innovative school has its own strong direction and methods and so we are not providing a ‘one size fits all’ compulsory workshop.

We also know, however, that we are all extremely busy people and sometimes it is just useful to have a fully worked up agenda that summarises the key points.
[image: C:\Users\Frank\Documents\_sites\_IST - Powerpoints\f3.gif]
In order to meet the needs of all schools we have provided a suggested route through the materials with suggested timings and approaches. In this document you will find detailed suggested agenda and then in the workshop materials a more general overview agenda.

Ideally school leaders would completely own the agenda and draw from lots of sources including some of the activities in the workshop materials, others on the toolkit and others from their own reading and experiences.  For this group we have tried to provide many more activities in each workshop than are needed as well as a rich base of resources in the toolkit.


Breaking the material into parts[image: C:\Users\Frank\Documents\_sites\_IST - Powerpoints\f5.gif]
To make it easier for school leaders to pick and choose which parts of the materials they want to use and which parts they prefer to take from other sources, we have set out the materials into clearly separate parts.
· Each Part aims to cover a particular aim from the suggested agenda.
· Each part ends in a summary of the outcomes it was hoping to achieve 

[image: ]Activities
We have selected activities and strategies that have worked in numerous contexts.  We cannot guarantee that they are the right activities for the context of every school and so where possible we have provided a range of possible strategies so that school leaders can select those that are most appropriate.

Wherever applicable we have provided hand-out templates for each activity and these can be found in the templates and journal entries provided in the toolkit.


[image: ]Deliverables
Every workshop has a deliverable.  These are provided in order to help keep the focus of the workshop closely on one set of outcomes and also to ensure that key stages in your innovation are shared with others in the community.  It is easy to lose the big picture when managing school change and so a clear set of deliverables which build upon each other allow all participants to maintain their focus on a set of critical key outcomes required for continuous improvement to work.  These deliverables are described in more detail in the next section.

[bookmark: _Toc285215636][bookmark: _Toc286235143]Guidance for each of the workshops

The next section provides specific guidance for each of the eight workshops. For each workshop the following guidance is given
Purpose of the workshop
The purpose of each workshop is stated clearly stated.  The workshops can be planned in any way providing this central purpose is recognized.
Participants:
In this section we share who the intended audience for the workshop was when it was written.  This can then be modified by the school for which the intended audience of the workshop will depend upon which stakeholders the school has decided to involve.
Workshop Pre-requisites:
Suggested pre-requisite knowledge and tools for placing the workshop in context. 
Deliverable Required:
Specific documents that are required to be posted after the workshop
Current Position and aims
The ladder for the workshop is provided so that it can be used to both work out the current position of the school and the preferred position on the ladder
Workshop Agenda
This is a much more prescriptive agenda than that found in the workshop materials.  It is intended to provide facilitators with one very specific suggestion for how to conduct the workshop including timings and task changes.  When there are alternatives available these are indicated.
Deliverable Template:
The template which can be used and then posted to the Partners in Learning Site
Additional guidance for Activities
Any activity in the workshop which requires additional guidance has additional notes provided after the agenda.
Glossaries and Index
Reference material, where applicable is provided in this section.
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	Term
	Meaning

	Core Aims
	The central purposes of the school.  Why it exists and what is at the core of what it is trying to achieve for all learners

	Educational Philosophy
	The lens through which the core aims are interpreted.  For example if developing leadership is one of your core aims, a school with a constructivist philosophy may provide opportunities to lead rather than lessons about leadership

	Vision
	The ideal school, perfect in every way, working within the perfect education system delivering all that a school should.

	Short term Vision
	How the school will have changed by the end of the current innovations and projects.  This may be a 1 year vision, 3 year etc.  It is what people believe can be achieved in this time frame

	Whole school Innovation
	A solution being attempted by the whole school to reduce a particular barrier to learning or re-invent ways of working and educating.

	Innovation Project
	A solution that is designed to improve specific outcomes for  specific learners by employing new ideas or tested ideas in a new context

	Culture of innovation
	A working environment in which all members of the community continuously improve through exploring new solutions.

	Statement of intent
	A clear statement that applies to ALL and sets out a clear goal.  E.g.  ALL children will have the opportunity to learn Science.
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Activity 1: Building a capacity ladder

e

Here are step by step instructions for starting the capacity ladder:

3 Choose one ofyour school's core aims for this year, for example your school
g may have the following focus 'to improve collaboration skills.

Split into groups small enough so that each member can engage in debate
and first set the activity of writing ‘rung one’ of the ladder.

For ‘rung one’ agree the minimum that

each individual could do personally over

the next 10 weeks 'to improve the

collaboration skills' of at least 30 E
learners (number of weeks, number of

learners and focus are examples).

Tro

Next ask the group to write Tung two'
by thinking of something slightly more
challenging and with greater expected
impact or numbers.
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End of Part 2. Deliverable: Our
‘capacity ladders’ for each core aim

| grevyrre—— H By this end of this section there will be one ladder for each whole school core
e Rl g aim

‘Rung’ one will be a sufficiently minimal challenge so as not to prevent anyone
in the group from contributing regardless of their level of expertise, training or

I T

Tro

available time.
E “Rung’ nine will represent a significant challenge that sets out the highest
B possible impact imagined by any one member or collaborating group.
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104 Cuture_of n.




image6.gif
Microsoft’ .
Partners in Learning

innovative Schools Program




image7.png
Microsoft




