Effective Conferencing
The process of conferencing is a delicate, but vital one.  Those involved in a collaborative effort are all encouraged to approach conferencing with two thoughts in mind:  (1) that conferencing is meant to enhance each person’s knowledge base, and (2) that effective and professional conferencing can help administrators to reach stated goals and outcomes.

Two Major Principles of Conferencing:

(1) A Common Language - A common language is helpful to elucidate, understand and refine professional growth plans.  It is highly suggested that each individual ask specific questions for clarity and understanding.  Vague concepts, unclear strategies and improperly formed goals and objectives will cause confusion in the conferencing process.  Both the sender and receiver need complete agreement on goals and objectives and the action plan.  One suggestion is to use the Well-Formed Outcome as a guide (shown below) and use evidence to support the plan throughout.

(2) Trust and Rapport - Establishing trust and rapport at the onset is a must.  Trust and rapport is accomplished by acknowledging the expertise “around the table.”  Listening well is the heart of this process -- so is confidentiality. Through collaboration everyone grows and learns from each other! 
Purposes of Conferencing:
· Provide additional feedback and ongoing support related to the department and implementation of your plan.
· Review progress toward attainment of your professional development goals.
· Determine compliance with state standards and established guidelines.
· Support each other throughout the PGP process
Well-Formed Outcome

Reaching goals requires a specific journey from the present state to a desired state.  When setting goals, there are a number of safeguards to guarantee an orderly and systematic plan for success.  The following key questions will help in formulating well-defined and well-formed goals:
(1) What do you want to achieve (rather than what you do not want)? State this in the positive.

(2) Can you describe the outcome precisely and specifically?

(3) How will you know when you have achieved this goal(s)?  How will you check your progress along way?

(4) What resources will you need (books, workshops, study group, etc.)?  What do you have already?

(5) Is this goal(s) under your control?
(6) What is the cost in terms of time, money and opportunity?

(7) How will you test your results?

(8) What are the consequences for others in the school district?

(9) Who will help you achieve this goal?

Effective Communication

Several communication skills are emphasized in the collaborative process.  These include the following:

(1) Wait time (reflection, thinking)

(2) Paraphrasing (to check for understanding)

(3) Reframing (to shift from a negative point of view to a positive point of view)*
(4) Avoiding negative presuppositions
(5) Clarifying and specifying
* When language is stated in the negative, it is like going into a restaurant and telling the server all the things you don’t want or going shopping with a list of things you don’t want.

