Attachment C


Facilitation Tips for the mCAST-5
Because the mCAST-5 typically involves group discussions and consensus building, it is helpful to have a designated facilitator.  It is not necessary to hire an outside consultant for this purpose; a local MCAH staff person with a “big picture” perspective, organizational skills, flexibility, and preferably with experience using strategic planning concepts and techniques can be the designated facilitator.  If the local MCAH staff person is the facilitator, s/he may fully participate in discussing and rating the Process Indicators; however, it is critical that the group is informed of the facilitator’s role and level of participation prior to beginning the assessment process.
It may be helpful to designate a separate meeting planner to:

· Obtain a meeting space. 

· Schedule meeting(s). 

· Distribute assessment materials.
· Arrange for meals and refreshments.

Helpful Hints for Facilitators:

· Serve as the contact person and “expert” on the mCAST-5.

· Designate a note taker to summarize and record your discussions.

· Inform the group of the purpose of the process and how their input will be used (or not used) and what potential benefits there are for those participating in the process.

· Elicit open and interactive discussion with all members of your group.  Discussion and the reflective process are a key benefit to using the mCAST-5 tool. As a group leader, try to elicit as much discussion as possible while moving the group through the tool in the allotted time.
· Think in advance about how you would like to record responses and comments so that the whole team can follow along (e.g., on the computer with an LCD projector, a series of flip chart sheets posted on the wall).  Keep in mind that the SWOT Analysis will be filled out concurrently with the Process Indicators.

· Distribute the mCAST-5 tool to participants at least one week in advance of your meeting to allow sufficient time for participants to review the tool.
· Become familiar with the mCAST-5 instructions.  
· Set time limits to “contain” discussions and promote closure.
Things to Consider:

· How to share materials with participants so that they are fully prepared for the discussions, but not overwhelmed by the material.
· How to structure the discussions to get maximum participation without being burdensome on participants’ time. 
· How to structure the discussions to go through the Process Indicators in a timely and efficient manner, but also allow for open discussion.
· How to ensure that everyone gets a chance to participate.  Use techniques such as going around the table and asking each person to comment, or give each person a rating sheet to fill out and then collate responses. 
While completing the Process Indicators and SWOT Analysis tools:

· Have the group read through the full list of 10 MCAH Essential Services, Process Indicators, and mCAST-5 instructions before engaging in discussions.  This will help the group get the “big picture” before discussing each indicator.  For each Process Indicator, lead the group in discussing how adequately the MCAH system performs the function detailed.  Responses should reflect “where you are at.”  In the “Notes” box, record comments and discussion that will inform your SWOT analysis. 

· Consider and include contributions from outside agencies in your discussions. Contributions from other agencies, organizations, etc. in the MCAH system may be noted for each indicator.

· Use the discussion questions to “jumpstart” the discussion as needed.  The questions are not intended to be specific criteria or a standard.

· Always consider and record SWOTs throughout the discussion of each Essential Service that your group discusses.

· “Park” any issues that are important but may not be directly relevant to the assessment or conversation at hand.

· Save time to summarize key themes.

· If multiple instruments for a particular Essential Service were completed (e.g., if each participant filled out their own instrument), consolidate these into one so that there is only one final, completed instrument for each Essential Service.   

Tips for Preventing Stalled Discussions

It is likely that some discussions in the assessment process will not result in consensus.  In these cases, your group will have to strategize about ways to accommodate different perspectives.  You can use the disagreement to spark further discussion of program needs.

If the assessment group has trouble reaching consensus on adequacy ratings for Process Indicators, consider taking a vote.  Dissenting views can be recorded in the “Notes” section of the assessment.  Differences in opinion also may be reflected in the appropriate sections of the SWOT worksheets.

Additional resources for planning and facilitating CAST-5, including a Facilitators Guide, are on the web at: http://www.amchp.org/topics/a-g/Downloads/CAST-5%20materials/CAST-5-faciliator.pdf
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