Facilitation Agenda for Meeting
Introduction: 
[Process notes to facilitation leader: 
· Needed supplies: 
· printouts of brainstorming sheet for all attendees
· Small PostIt notes
· Writeable surface (like a whiteboard) 
· Whiteboard markers
· Summarize/Read this information to the group while showing overview slide]: 
“In recent years, Montana State University faculty and programs have made significant strides in assessing and improving academic programs to strengthen student learning and success. The university is working to better understand and assess the role advising plays in supporting student progress and outcomes. Academic advising is a critical component of the student experience, shaping how students navigate their programs, connect with campus resources, and develop the skills needed to take ownership of their academic paths.
To support this effort, the Campus Advising Assessment Team (CAAT), with faculty representatives from each college and collaborative advising partners, developed an initial set of shared advising goals that reflect the contributions of advisors across campus. The overarching goal is to assess advising practices and goals on an ongoing basis using a combination of student feedback, advising metrics, and program-level insights (such as retention, graduation, adequate progress, and time-to-degree rates) to continuously improve advising at MSU.
This effort is not intended to evaluate individual advisors or advising units, but rather to enhance advising practices across the institution. The aim is to identify strengths, highlight and share effective approaches already in use, and determine where additional support or coordination may improve the advising experience for students.
The 2026-2027 academic year is the first year of advising assessment. Last fall, [UNIT] selected [GOAL] for this year’s focus. Today's discussion will result in the identification of the metrics our unit will use to assess [identified goal]. 
“To give everyone a chance to have their voice heard, we’re going to use some structured brainstorming and discussion techniques to finalize our unit’s metrics and a plan for collecting those metrics.”
[Put unit’s chosen goal for focus this year up on slide]
“Today, we are only focusing on ways we could measure [identified goal] for the academic year and plan for how we can collect unit-level assessment data.”
[Show slide with brainstorming rules]
[Distribute brainstorming sheet and show slide with first prompt]
1. Prompt: What are different ways we could assess our chosen goal? 
[Process note to facilitation leader: Summarize/Read this information to the group]: “What are different ways we could assess [identified goal]?  Using this brainstorming sheet, list your ideas in the left-hand column. Aim for at least 10 ideas. You will have 3 minutes.”
[Show slide with second prompt]
2. Prompt: What kind of data could we collect to assess progress on [identified goal]? 
[Process note to facilitation leader: Summarize/Read this information to the group]: “What kind of data could we collect to assess progress on this goal?  Using this brainstorming sheet, list your ideas in the right-hand column. Aim for at least 10 ideas. You will have 3 minutes.”
[Show slide with third prompt]
3. Prompt: With a partner, look over your two left-hand column lists. Star or circle each unique way to assess progress on this goal for your two left-hand column lists.
[Process note to facilitation leader: Summarize/Read this information to the group]: “With a partner, look over your two left-hand column lists. Star or circle each unique way to assess progress on this goal from your two left-hand column lists.  You will have 5 minutes.”
[Show slide with fourth prompt]
4. Prompt: Share one unique item from your lists when called upon. If someone has already shared the same idea, please pick a new idea. We will go around the room until all starred/circle items are captured.
[Process note to facilitation leader: Summarize/Read this information to the group]: “I’m going to start here and go around the room until each group has shared. What's an idea you and your partner identified?” [Go around to everyone at least once, writing information on a writable surface. Be sure to leave room to the left of each item for multi-voting. Continue until all unique ideas are represented on the board.]
[Distribute 3 small postits to each person for multi-voting. Show slide with fifth prompt]
5. Prompt: Each of you has three votes. You can split those votes across three ideas or give two or three votes to one idea. Looking at this list, which do you think are the best ideas to assess progress on [identified goal]?
[Process note to facilitation leader: Let people stand and vote. Then, count votes aiming to identify a clear voting cut-off point. Aim for 2-4 metrics. If the vote doesn’t lead to 2-4 clear winners, hand out one postit to each participant and let them vote again using one vote each time until you get there.]
[Once you have identified 2-4 metrics, start a new list on the board with those 2-4 metrics. Circle each and create ample space around it for ideas. Show slide with sixth prompt. Partner each pair from the previous steps with another pair for groups of 4. This slide will have an image of a mind map on it, too]
6. Prompt: For each of our metrics, consider what kind of data we could collect to assess. Refer to your right-hand column of brainstormed ideas. With your team, generate ideas for two ways to measure each metric. After you’ve done that, draw a line from the metric and summarize your proposed measure on the board to create a mind map.
[Process note to facilitation leader: Summarize/Read this information to the group]: “You and your partner should team up with another pair for this step. For each of our metrics, consider what kind of unit-level data we could collect to assess – including data we already collect. Refer to your right-hand column of brainstormed ideas. With your team, generate at least two ways to measure each metric. After you’ve done that, draw a line from the metric and summarize your proposed measure on the board to create a mind map.”
[Distribute 2-4 small postits (should match the number of metrics you identified) to each person for multi-voting. Show slide with seventh prompt]
7. Prompt: Each of you has one vote for each metric. Identify which of the proposed forms of data meet both criteria: 1) would best capture each metric and 2) would be most practical to collect.
[Process note to facilitation leader: Summarize/Read this information to the group]: “Use your vote to pick the form of data that meets both criteria: 1) would best capture each metric and 2) would be most practical to collect for each of the metrics we identified.
[Process note to facilitation leader: You should use votes to identify one form of data for each metric. At this point, you need to remind the group of your chosen outcome, state the 2-4 metrics you will use to assess that outcome, and state the data you will collect to assess each metric. Then, you will do a confidence check. Show the slide with the eighth prompt]
8. Prompt: Raise your hand if you agree that [metrics] assessed with [data] are a good start for our first assessment of [identified goal]. 
[Process note to facilitation leader: 
· Summarize/Read this information to the group: “Raise your hand if you agree that [metrics] assessed with [data] are a good start for our first assessment of [identified goal].”
· Let people vote. If you have significant numbers in disagreement, try to determine where the disagreement is coming from.]
[Process note to facilitation leader: The final step is to identify who will collect this data. For each form of data (you should have 2-4 forms of data to collect for assessment), identify a responsible party. Show the slide with the ninth prompt.]
9. Prompt: For each form of needed data: 
· What processes/context is your unit doing already that might provide this data?
· Who could collect each form of that data?
[Process note to facilitation leader: The group should be able to discuss this through open discussion. Be sure you have a clear owner and process identified for each form of data before concluding the meeting.]
Conclude by thanking everyone for their time. Send out an email summarizing. 













