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Strategic Summit on Organizational Readiness 

Planning our workforce needs for the future
[USE SAME TITLE AS ON COVER PAGE - MODIFY TO RELEVANT TITLE] 
[UNIVERSITY OF CALIFORNIA – LOCATION]
[DATE]
Our Focus
Taking [LOCATION NAME] values, strategic plan [YEAR], and goals into consideration:
· [ADD language from strategic plan or goals]   
Serving as the foundation of a short and long range organizational readiness plan:
· Describe that ideal state (“what”) and begin to consider priorities, ideas, actions, and collaborations to support its achievement (“how”). 
Agenda

	Time (approx.)
	Activity

	1:00 p.m.
	WELCOME and INTRODUCTION
[Add Sponsor(s) titles and names.  Recommended:
· Location = Chancellor and Chief Human Resources Officer

· Division/School/Department = Vice Chancellor, Dean, CEO, Director, etc]


	1:15 p.m.
	PRESENTATION
[Add facilitator/moderator title and name. Recommended leadership from HR]


	1:40 p.m.
	DIALOGUE #1 – FOCUS ON THE PRESENT and WHERE WE ARE NOW

Current Trends Affecting our Future

     Stakeholder Small Groups


	2:25 p.m.
	GALLERY WALK and BREAK 

     During the break, review the Where We Are Now flip charts posted on wall     
     Go to new table assignments and groups after break



	2:45 p.m.
	DIALOGUE #2 – FOCUS ON THE FUTURE and WHERE WE WANT TO BE 
Ideal Future Scenario 

     Mixed Small Groups


	3:30 p.m.
	IDEAL FUTURE REPORTS
     Full Group 



	4:00 p.m.
	DIALOGUE #3 – COMMON GROUND FOR THE FUTURE and NEXT STEPS 
Moving Forward 

     Mixed Small Groups 



	4:40 p.m.
	HARVEST 

     Full Group 



	5:00 p.m.
	TRANSITION TO NETWORKING SOCIAL
     [Raffles, social activities, etc.]


	6:00 p.m.
	SUMMIT CONCLUDES



GROUND RULES

For a Successful Summit

· All ideas are valid

· Listen to each other

· Observe timeframes

· Seek common ground and shared commitments

· Differences or problems are noted, explored, and understood; not “worked”

· Everything is recorded and will be considered during the planning process

· Have fun!

· [Add/modify as relevant to your group]

SMALL GROUP DIALOGUES 
Self-Manager Tips

Each group manages its own discussion, information, time, and reports.  Here are useful roles for self-managing this work.  Rotate roles so participants can contribute in different ways.  Divide up the work as you wish. 

Dialogue Leader

Assure that each person who wants to speak is heard within time available.  Keep group on track to finish on time.

Timekeeper

Keep group aware of time left.  Monitor those speaking and signal time remaining.

Note Taker

For designated activities, write group’s output on 8 ½ by 11 sheets provided.  If needed, ask people to restate long ideas briefly.  Summarize accurately.  Turn in sheets to Summit Coordinators in designated locations.  

Flip Chart Organizer
For designated activities, write group’s output on flip chart paper.  Ensure flip charts are posted in the correct area.  Keep related information together on wall.  

Reporter

For designated activity (Ideal Future), deliver report to large group in time allotted.

SUMMIT CO-FACILITATORS

Here to Assist You 
· [Add name and title of volunteers who have been trained to assist in activities]
· [Add name and title of volunteers who have been trained to assist in activities]

· [Add name and title of volunteers who have been trained to assist in activities]

DIALOGUE #1 – FOCUS ON THE PRESENT and WHERE WE ARE NOW 
- Current Trends Affecting our Future -

Stakeholder Groups and Perspectives on Trends

1:40 p.m. to 2:25 p.m.
Purposes:
· Identify themes and patterns important to this group.  

· Establish a context for our shared future.

· Find out what we care about, what we are doing, and what we want to do.

1.  Self-manage (1 - 2 minutes)

Decide on leadership roles for your group; agree to who will do what.
Roles in this section: Dialogue Leader, Timekeeper, Note Taker, Flip Chart Organizer.  
2.  Individual Reflection (1 - 2 minutes)
On your own, contemplate what trends you see that influence or impact professional and career development of staff.  These could be in your department, at UCI, UC system-wide, regionally, nationally, or globally.  Select one that you regard as especially important and briefly describe it here.

3.  Individual Sharing (12 - 15 minutes total) 
Go around the table.  Each person summarizes the trend he/she considers very important to our shared future and explains why.   (2 minutes per person)  
4.  Small Group Dialogue (20 - 22 minutes)
Talk about trends of particular concern to those in your small group.  On the piece of flip chart paper provided, list the
3 – 5 key trends that are affecting you most significantly right now.  Why are they important?   Note examples of what you are DOING RIGHT NOW in response to these trends.  Also, note what you WANT TO DO that you aren’t doing now.  
Finally:

· Note Taker – Complete the form on the following page.  Later, hand it in to the Summit Co-facilitators in the designated location.

· Flip Chart Organizer – Post the flip chart on the designated place on the wall.
DIALOGUE #1 – FOCUS ON THE PRESENT and WHERE WE ARE NOW

 - Current Trends Affecting our Future - 
Stakeholder Group ________________________________________________________

	Key Trend
	Why It’s Important
	What You’re Doing 

About It Now
	What You Want To Do That You Aren’t Doing Now

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note Taker:  Complete this form and hand it in to the Summit Co-facilitators in designated location.

GALLERY WALK and BREAK

- Current Trends Affecting our Future -

2:25 p.m. to 2:45 p.m.
During the break, stroll along the “Gallery Wall” and review the Where We Are Now flip charts.

Consider:

· What issues resonate with you?

· What patterns or themes do you see?

· What questions arise in your mind?

· What do you see that inspires you to take action?

NOTES:

Go to your new table assignments and groups after the break

DIALOGUE #2–FOCUS ON THE FUTURE and WHERE WE WANT TO BE 
- Ideal Future Scenario – 
Mixed Groups
2:45 p.m. to 3:30 p.m.

Purposes:

· To imagine a future you want to work toward.
1.  Self-manage (2 minutes)

Decide on leadership roles for your group; agree to who will do what.

Roles in this section: Dialogue Leader, Timekeeper, Note Taker, Flip Chart Organizer, Reporter.
2.  Individual Reflection (2 minutes)

On your own, visualize the ideal future state of professional and career development at UCI.  Imagine yourself 7 years down the road – in [YEAR] – and contemplate the future you desire for our university community.   

· What has been accomplished in the years since this Summit?

· What collaborations are in place now?

· What achievements are you most proud of?

· What challenges or barriers have been overcome?

3.  Individual Sharing (about 15 minutes total) 

Go around the table.  Each person describes his/her ideal future.  (2 minutes per person)  

4.  Small Group Dialogue (20 minutes)

Collaborate to create one shared ideal future vision statement, two or three sentences long.  Note Taker – complete the form on the following page.  Flip Chart Organizer – write the final version on a piece of flip chart paper.  

Criteria: 
· Feasible – People can do it.

· Desirable – You want it to happen.

· Motivating – You will work to make it happen.

 Finally:

· Note Taker – Complete the form on the following page.  Later, hand it in to the Summit Co-facilitator in designated location.

· Reporter – Prepare to share your group’s ideal future statement with the full group.

· Flip Chart Organizer – Post the flip chart in the designated place on the wall.

DIALOGUE #2 – FOCUS ON THE FUTURE and WHERE WE WANT TO BE 
- Ideal Future Scenario - 
Group Number ________________________

Envisioning the future:
Visualize the ideal state of organizational readiness at [LOCATION NAME].  What future do you desire for our university community, by [YEAR]?  
In your small group, collaborate to create one shared ideal future vision statement.  It should be two or three sentences long.  Write it legibly in the space below.

Note Taker: Complete this form and hand it in to the Summit Co-facilitators in designated location.

DIALOGUE #3–COMMON GROUND FOR THE FUTURE and NEXT STEPS
- Moving Forward - 

Mixed Groups

4:00 p.m. to 4:40 p.m. 

Purpose:

· To discover the common ground desired by those at the Summit.

· To set priorities and share ideas to guide the formation and fulfillment of the future vision.

1.  Self-manage (1 – 2 minutes)

Decide on leadership roles for your group; agree to who will do what.

Roles in this section: Dialogue Leader, Timekeeper, Note Taker, Flip Chart Organizer.

2.  Small Group Dialogue (32 – 35 minutes) 

Having listened to the desired future vision shared by groups here today, discuss the WHAT and the HOW of moving forward.  Use the questions below to guide your dialogue.

Note: It is not necessary to reach full consensus in your group.  Acknowledge and hear each other’s views; seek to understand what you really want together.  If differences arise, note them.

WHAT DOES THE FUTURE LOOK LIKE?  Common themes and priorities
· What common themes stand out and resonate with you and for your area(s) of responsibility?

· What priorities are most important and urgent for the next one to two years?

· What priorities will be important three to four years from now?

HOW WILL WE CREATE THAT FUTURE?  Projects, ideas, initiatives, partnerships
· What initiatives, projects, programs, and ideas could be used to get there?
· What collaborations and partnerships could best facilitate the desired future? 
· How can we fulfill our shared vision and achieve this common ground?

Unresolved Differences (if any)
Finally:

· Note Taker – Complete the form on the following page.  Later, hand it in to the Summit Co-facilitators in designated location.

· Flip Chart Organizer – Post the flip chart on the designated place on the wall.
DIALOGUE #3 – COMMON GROUND FOR THE FUTURE and NEXT STEPS
- Moving Forward -
Group Number ________________________

WHAT DOES THE FUTURE LOOK LIKE?  Common themes and priorities

· What common themes stand out and resonate with you and for your area(s) of responsibility?
· What priorities are most important and urgent for the next one to two years?
· What priorities will be important three to four years from now?

HOW WILL WE CREATE THAT FUTURE?  Projects, ideas, initiatives, partnerships
Unresolved Differences (if any come up, list them on reverse of this worksheet)

Note Taker: Complete this form and hand it in to the Summit Co-facilitators in designated location.

HARVEST
Full Group 

4:40 p.m. to 5:00 p.m. 

Use this page for notes you want to take during the wrap-up session.  

Warm appreciation to our dedicated co-sponsors and

the talented team on the Summit Planning Committee!  

We are grateful for the important input and meaningful support
you have provided over the past several months.
Strategic Summit Co-sponsors

[List Department Sponsors – Same as on Cover Page]

Strategic Summit Planning Committee

[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]
[Add name, title, and department of planning committee members]


COME TO THE SOCIAL

IMMEDIATELY AFTER THE SUMMIT!

Network with colleagues
Enter a raffle for terrific professional development opportunities

Thank You to the Following Contributing Offices and Raffle Prizes
[Office Name]
· [Short description of raffle or prize] 
· Quantity = [enter number]
[Office Name]
· [Short description of raffle or prize] 

· Quantity = [enter number]
[Office Name]
· [Short description of raffle or prize] 

· Quantity = [enter number]
Drawing for these prizes will be held at the Networking Social at 5:30 p.m. 
Must be present to win.  Refer to certificates for specific details of eligibility and usage.
SAVE THE DATE!
[Month Day, Year Date – Day] 

[Time]
You are invited to [any follow up related activities and events to engage participants in ongoing communication and action]
.   









[ADD LOCATION LOGO / WORD MARK]
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