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AGENDA

Employment and Training for Court-Involved Youth

February 1, 2000

*All times listed are EST and approximate

· 1:00-1:30 PM
Pre-conference Site Activities; Test Slate

· 1:30-1:35 PM
Overview Videotape


· 1:35-1:38 PM
Welcome/Introductions/Overview

· 1:38-1:45 PM
Panel Discussion-The National Perspective
· 1:45-1:55 PM
Video-Center for Alternative Sentencing and Employment
Services (CASES)

· 1:55-2:18 PM
Panel Discussion-Participant Call-in

· 2:18-2:28 PM
Video-Project Craft-Avon Park Youth Academy
· 2:28-2:50 PM
Panel Discussion/Participant Call-in

· 2:50-3:00 PM
Video-Fresh Start Maritime Program
· 3:00-3:20 PM
Panel Discussion/Participant Call-in

· 3:20-3:30 PM
Closing Comments/Announcements
· 3:30 PM

OJJDP Coming Events/Sign Off
SITE FACILITATOR’S CHECKLIST

Responsibilities Before The Videoconference
By now you, or your designee, should have made arrangements with a facility to provide a satellite dish and a room for viewing the videoconference.  We have enclosed a Videoconference Announcement (page 10) that you can circulate to prospective participants to let them know when and where they should go to view the videoconference.  Just fill in the time and place of your site, copy and circulate. 

A satellite videoconference is less like watching TV at home and more like attending a local meeting; therefore, a videoconference has many of the same requirements as any other meeting.  A group of people will come together on a local level and someone should make sure that the room is ready, that materials are there and other needs are met.  In a satellite videoconference, however, someone also has to make sure that the technical aspects work correctly.  The following pages provide critical information that will help you prepare for the OJJDP broadcast.  

Equipment Requirements:
1. 
Satellite Receiving Dish

The satellite dish you will be using for this videoconference will receive a "C" band or “Ku” band signal.  Please refer to the Technical Information Guide for relevant and critical data needed to receive this broadcast.

2.
Television


A television that has a channel selector (tuned to the channel on which you will be receiving the program).  This broadcast will have closed captioning available.  Please refer to the television owner's manual or on-site tech person to enable this feature.

Note: Ask for as large a screen as possible.  If you expect more than 10-12 people at your site, ask if another TV set or a video projector can be provided. 
3. 
VCR


If you wish to record the videoconference, additional equipment will be needed.  Please inquire with your technical person to arrange for recording.  You are encouraged and invited to record the videoconference.  

4. 
Telephone

A telephone should be in the same room (located, if possible, at the opposite end from the TV) or adjacent to the meeting room. Refer to the “Telephone Protocol” (page 9) for instructions about the call-in segments of the videoconference.  You may wish to tape the protocol by the telephone for easy reference during the videoconference.

Other Considerations:
1.
Meeting Space


You will need a meeting space that assures each seat has a clear view of the TV(s) or 

projector screen and will also allow participants to form small discussion groups, if 

needed.

2. 
Supplies


Supplies you will need to provide: Name tags/pens, pencils, note paper
3. 
Duplicating Materials


You will be responsible for duplicating the enclosed Participant’s Packet and materials for those attending the videoconference at your site.

4. 
Facility Design


If you are in an unfamiliar facility, you should find out where restrooms and vending machines are, so you can tell the participants.

5.
Evaluation


You will be responsible for seeing that each participant completes the evaluation form found in the Participant's Packet.  Following the videoconference, you will send the evaluation forms to Eastern Kentucky University in the enclosed envelope. 

6.
Site Facilitator Evaluation


You will be responsible for completing the Site Facilitator Evaluation located on Page 11 of this packet.  Following the videoconference, you will send the evaluation form to Eastern Kentucky University (see enclosed envelope).

THANK YOU FOR SERVING AS A FACILITATOR FOR THE 

NATIONAL SATELLITE VIDEOCONFERENCE: 

Employment and Training for Court-Involved Youth

Your Cooperation and Assistance is Greatly Appreciated!
Please watch for future notifications of upcoming juvenile justice satellite videoconferences being coordinated by OJJDP and the Juvenile Justice Telecommunications Assistance Project at Eastern Kentucky University Training Resource Center.

 SITE FACILITATOR’S CHECKLIST

Responsibilities The Day of The Videoconference
As with any conference or workshop, a satellite videoconference needs someone to make sure the event runs smoothly at each site and that is the function of the Site Facilitator, including:

1.
making sure the phone works,

2.
making sure the technical person has tuned in the satellite receiver and TV,

3.
greeting participants and handing out materials,

4.
explaining the videoconference format to the participants,

5.
facilitating group discussion before and after the videoconference,

6.
ensuring that evaluation forms are completed and returned to you,

7.
ensuring that the Facilitator Evaluation Form is completed by you, 

8.
returning the evaluation forms to Eastern Kentucky University, and,

9.
returning the Facilitator Evaluation Form to Eastern Kentucky University.

It would be a good idea for the Site Facilitator to bring someone to assist him/her.
Listed below are the specific tasks of the Site Facilitator on the day of the videoconference:

FACILITATORS ARRIVE:
1.
You should arrive early enough to:

•
make sure the room is arranged where all can see,

•
make sure the phone is available and working,

•
arrange the handout materials,

•
make contact with the technician.  Ask him/her to adjust the satellite dish and TV to receive the videoconference.

TEST EQUIPMENT: (Site Technician)
2. There will be an opportunity to view the test slate for this broadcast. The test slate will announce the videoconference “Employment and Training for Court-Involved Youth” and will be shown from 1:00-1:30 PM EST. If you do not see the above at this time, ask the technician to re-check the satellite receiver and TV channel tuner to make sure you are on the correct satellite coordinate and channel. 

If, after checking, you still do not see the graphic, call 1-800-895-4584 and tell the person answering the phone that you have a technical problem. Technical staff will try to assist you in solving the problem. Please be aware that EKU will be of limited assistance with your on-site technical questions.  We highly recommend that you have a satellite technician present during the broadcast.

PARTICIPANTS ARRIVE:
3.
Greet the participants and distribute the videoconference materials.

4. Familiarize them with the facility.

5.
Encourage participants to review their information packets.

FACILITATOR ORIENTS PARTICIPANTS:
6.
Introduce yourself to the group and welcome them.

7.
If the group is small enough, you might ask them to introduce themselves and tell what organizations they represent.

8.
Go over the format of the videoconference with them.  
9.
Go over the telephone protocol with them and explain that if they want to ask a question or make a comment, you would be happy to assist them in phoning in to the videoconference.  Some participants may be reluctant to phone in so it would be helpful for you to announce that you would phone in questions if the participants wrote them down.

10.
Explain that your local group will be having a short discussion of the issues following the videoconference.

11.
If there is time before the videoconference starts, encourage participants to review their information packets. 

 VIDEOCONFERENCE STARTS:
12.
Music will start two minutes before the videoconference begins.  That is a good cue to start asking people to be seated.  You might walk around the room and make sure that everyone can see and hear.

13. When you see the graphic to begin calling in questions and comments, please encourage your group to call in with a question.

VIDEOCONFERENCE ENDS:

At the conclusion of the broadcast, the Facilitator should complete the following three tasks:

14. Encourage the participants to stay in their seats a few moments to discuss the issues from the videoconference.

15. Encourage the participants to fill out the evaluation in their packet before leaving and return them to you.  It is important that OJJDP have the information and ideas on the evaluation forms to assist in planning for future utilization of the technology.

16. 
Complete the Site Facilitator Data and Evaluation Form (see page 11 of this document).

TELEPHONE PROTOCOL

The telephone is a key component in allowing participants to communicate with the panelists in the television studios.  The questions that are asked and comments that are made are generally reflective of what many others are thinking and provide perspective and depth to the videoconference.

We will try to get as many calls on the air as possible.  If you call in, please be patient.  Our operators may be handling other calls.  The following information will assist you.

1.    If the phone is in the same room as the TV(s), you should lower the volume before you go on the air to reduce noisy feedback.

2. 
Dial the following number to ask a question or make a comment: 1-800-895-4584
3.   When your call is answered, please state your question to the operator succinctly and clearly.  Please wait for the operator to record your question and repeat it back to you for accuracy.

YOU WILL BE PUT ON HOLD

4.   Our operators will then forward your call to the studio.  Please know that due to time constraints it will be impossible for all questions to be answered on the air.  It is our intention to present as many questions as possible to the studio panel.

5.    When you are on the air, please state your name, city and state and ask your question loudly and clearly.

6.     After you have finished with your conversation, please hang up.

**CELLULAR PHONES**

Please do not use cellular phones to place you calls.  At times, cellular phones may produce

static interference which may result in your being disconnected.

Announcing a

NATIONAL SATELLITE VIDEOCONFERENCE 

Employment and Training for Court-Involved Youth

Thursday, February 1, 2001

The Office of Juvenile Justice and Delinquency Prevention (OJJDP), and the Juvenile Justice Telecommunications Assistance Project (JJTAP) announce the Satellite Videoconference Employment and Training for Court-Involved Youth.  See below for local time listing.  This broadcast will help bring community members together to:

· Discuss policy implications and recommendations for collaboration between the juvenile justice system and the workforce and labor market

· Explore the Workforce Investment Act of 1998 and its effect on the ability of juvenile justice practitioners and others to access workforce dollars and resources

· Profile three promising programs for effective employment development for court involved youth

If you would like to attend the videoconference, please arrive at the location listed below approximately 15 minutes before the broadcast begins to receive a packet of informational resource materials, meet your fellow participants and receive instructions about the videoconference.  

During the broadcast, you will have the opportunity to participate in interactive question-and-answer segments with the broadcast presenters and panelists.  At the end of the broadcast, you will be given the opportunity to discuss issues and ideas with others in your locality.

PLACE: 












TIME:   













HOST AGENCY:











RSVP TO:












PHONE:












NOTE:












 


 EMPLOYMENT & TRAINING FOR COURT-INVOLVED YOUTH

Site Facilitator Videoconference Data and Evaluation Form
Directions:  This survey is being conducted by the Center for Criminal Justice Education & Research in the Department of Correctional & Juvenile Justice Studies at Eastern Kentucky University.  Please answer the following questions as honestly and as accurately as possible.  As the site facilitator, you have gained knowledge that can help OJJDP present high quality videoconferences.  Your responses will be held in strict confidence.  If you have any questions about the evaluation, please contact Dr. James Wells at (859) 622-1158.  Thank you for your assistance!

1.Please indicate which of the following best describes the viewing site of the videoconference. (Please describe)

· FOUR YEAR COLLEGE OR UNIVERSITY (Write in name)                                                                                                                    
· COMMUNITY COLLEGE/TECHNICAL SCHOOL (Write in name)                                                                                                         
· PUBLIC FACILITY (Describe)                                                                                                                                                                  
· PRIVATE FACILITY (Describe)                                                                                                                                                               

· OTHER (Please Describe)                                                                                                                                                                         
2.How many participants could your site accommodate? (Write in approximate number)                    
How would you rate the site on each of the following? (Circle the most appropriate response for each item.)



Very






Very

Unsatisfactory
Unsatisfactory
Neutral
Satisfactory
Satisfactory

3.    VIEWING SITE APPROPRIATELY ARRANGED

FOR CLEAR VIEWING AND HEARING

1

2

3

4

5

4.  
BROADCAST AUDIO

1

2

3

4

5

5.  
BROADCAST VIDEO

1

2

3

4

5

6.    Number of persons attending the videoconference (Write in number)     ________               
7.   What comments (positive and/or negative) did you hear from participants about the videoconference? (Write in )         ________________________________________________________________________

___________________________________________________________________________                                                                                                                                                                                                                                                                     
8.
Overall, how did participants respond to the videoconference? (Circle one)

1 VERY FAVORABLY 


(2)SOMEWHAT FAVORABLY

 (3)SOMEWHAT UNFAVORABLY
(4)VERY UNFAVORABLY

9.Did you experience any of the following technical difficulties? (Circle all that apply)

(1) ATMOSPHERIC DISTURBANCES (e.g., lightning, heavy rain, etc.)


(2) PROBLEMS WITH EQUIPMENT AT THE SITE (Please specify)                                                                                                            
(3) OTHER (Please specify) ______________________________________________                                                                                                                                                                           
10.
Overall, how would you rate the technical quality of the telecast? (Circle one)

(1) VERY POOR

(2) 
POOR

(3)
GOOD

(4)
VERY GOOD

11, Which of the following did you do in preparation for the videoconference? (Circle all that apply)

(1) CONTACTED POTENTIAL PARTICIPANTS VIA PHONE
    (5)COPIED PARTICIPANT PACKETS

(2) CONTACTED MEDIA TO PUBLICIZE VIDEOCONFERENCE  (6)MADE PARKING ARRANGEMENTS

(3) SENT FLYERS/ LETTERS TO POTENTIAL PARTICIPANTS
    (7)
PLACED SIGNS INDICATING LOCATION

(4) ARRANGED FOR REFRESHMENTS




    (8)
OTHER (Please describe)                                                       

How would you rate the facilitators manual? (Circle the most appropriate response for each item)

Strongly 



   Strongly

Disagree
Disagree         Not Sure    Agree    Agree
 

12.INSTRUCTIONS WERE CLEAR




1
2
3          4
  5

13.THE INFORMATION WAS ACCURATE


1
2
3          4
  5

14.IT TOLD ME WHAT I NEEDED TO KNOW


1
2
3          4
  5

15.MANUAL WAS WELL-ORGANIZED


1
2
3          4
  5

 16.In what ways could the coordinators manual be improved? (Write in, if appropriate) _______________________

     ___________________________________________________________________________________________                                                                                       
  17.What additional information could have been provided to you prior to the videoconference that would have been helpful to you? (Write in, if appropriate) _____________________________________________________________                                                                                                                                                                                                     
18. Which of the following did you do before, during, or after the videoconference? (Circle all that apply)

       (1) INTRODUCED VIDEOCONFERENCE TO PARTICIPANTS                      (4) MADE A TAPE OF THE IDEOCONFERENCE

       (2) DISCUSSED VIDEOCONFERENCE ISSUES DURING CONFERENCE    (5)AGREED TO MEET AT A LATER DATE 

       (3) LED A POST-VIDEOCONFERENCE DISCUSSION                                        WITH SOME PARTICIPANTS

19.
How did you learn about the videoconference? (Circle the most appropriate response)

(1) ADVERTISED IN PREVIOUS VIDEOCONFERENCE
(4)
OJJDP BROCHURE/MAILING

(2) OJJDP WEBSITE







(5)         EMAIL ANNOUNCEMENT

(3) WORD OF MOUTH







(6)
OTHER (Please describe)                                                                     
20.What led you to facilitate this videoconference? (Circle all that apply)

(1) SOMEONE ASKED ME TO BE THE FACILITATOR
(2)
THOUGHT IT WAS A TIMELY TOPIC

(3) DID IT AS A COMMUNITY SERVICE


(4)
OTHER (Please describe)                                                                     
21.
Based on your experiences with this videoconference, would you be willing to facilitate a future telecast?

(1) YES

(2)
NO-- If no, why not? (Write in)                                                                                                                                             
22.What topics would you like to see covered in future videoconferences? (Write in)    _____________________________
________________________________________________________________________________________________                                                                                                                                                                                                                                                                                                                    
23.
Which of the following describes your previous experiences with videoconferences? (Circle all that apply)

(1) ATTENDED BUT NOT FACILITATED PREVIOUS VIDEOCONFERENCES AT THIS SITE

(2) FACILITATED VIDEOCONFERENCES BEFORE AT THIS SITE

(3) NEITHER ATTENDED NOR FACILITATED A VIDEOCONFERENCE AT THIS SITE

(4) FACILITATED A VIDEOCONFERENCE AT ANOTHER SITE

(5) ATTENDED OTHER VIDEOCONFERENCES AT ANOTHER SITE

(6) NEVER ATTENDED OR FACILITATED A VIDEOCONFERENCE BEFORE

If you have attended a past videoconference, answer question 24.  If not, skip to question 25.

24.Compared to other videoconferences you have attended in the past, how would you rate this videoconference? (Check one)   

· NOT AS GOOD (Please explain) _____________________________________________                                                                                                                                                               
· AS GOOD

· BETTER (Please explain) ___________________________________________________                                                                                                                                                                                                                          

The following information will help us know more about you, and it will allow us to perhaps conduct a follow-up to determine the extent to which this teleconference benefitted participants.

19. Highest level of education completed? (Check one)

· HIGH SCHOOL GRADUATE/GED

   ASSOCIATE DEGREE 
   BACHELORS DEGREE

· MASTERS DEGREE




   DOCTORATE DEGREE

   
   OTHER (Please specify)                               
26. Name of Agency:  _________________________________________________________
27. . Your Job Title:   __________________________________________________________                                                                       

      28.
Years in your present position?_________________________________                                                               
29.
Do you presently work in an agency that provides services to juvenile offenders? (Check one)


YES


NO-- if no, please check here             if you have ever worked in such an agency 

Thank You For Your Assistance!

Please return all facilitator and evaluation forms to Jenny McWilliams, Juvenile Justice Telecommunications Assistance Project, Eastern Kentucky University, 301 Perkins Building, 521 Lancaster Avenue, Richmond, KY 40475-3102, 859-622-6671, FAX 859-622-4397.
1
2

