
 
 

 

  

 

 

 

 
 

 
 

 
 

 

  
 

 
 

Navigation 
V Essentials 

Using Strengthening School 
and ICF Collaboration 
Navigation Essentials Toolkit 
for Training and Professional 
Development 
Leadership Essentials Guidance 

Administrators, supervisors, and team leaders are often responsible for providing professional/ 
staff development or training for their team members. Below are some suggestions on how to use 
the Strengthening School and ICF Collaboration Navigation Essentials toolkit as a foundation for 
professional/staff development or training activities. Also refer to the general guidance included in 
Using Navigation Essentials for Training and Professional Development for additional information 
and ideas when using toolkits for staff training. This general guidance is found in the Leaders’ 
Essentials toolkit. 

CONSIDERATIONS 

Emphasize Themes from the Strengthening School and ICF Collaboration Navigation Essentials 
toolkit. Several themes or messages surfaced as this toolkit was developed. These themes are 
explored in the many resources, tools, and learning activities of the toolkit. You can also emphasize 
these themes in your professional development and training sessions using the toolkits. Themes 
include: 

• Communication. The factor most often identified as important to successful collaboration is 
consistent communication between the school and ICF. This is important at the district-agency 
level, school-ICF home level, and the individual youth level. 

• Transparency. Bringing forward a complete understanding of the youth and issues surrounding 
the support and education of the youth is most helpful. Some situations may seem uncomfortable 
to address, however, learning how to navigate these situations can help strengthen collaboration. 

• Understanding. Learning more about your partner agency or school and their role and 
responsibilities can help develop a deeper appreciation for their procedures and priorities. A 
better understanding can also lead to the identification of common goals and action steps that 
can assist each agency and enhance collaboration. 

• Tools. Identification and use of tools across the school and ICF can assist in effective and ongoing 
communication. Several tools are included in the Strengthening School and ICF Collaboration 
toolkit such as a template to help create effective team meeting notes, a template for collecting 
point of contact information for both ICF and school, and a template to collect and share 
important information about the youth. 



 

 

 

 

 

  

 

 

 

 

Highlight During Staff Meeting. Embed brief staff development in non-training meetings.   

• Use 5 to 10 minutes of a staff meeting to have the team use their phone, tablet, or laptop to 
access the Strengthening School and ICF Collaboration toolkit. 

• Have the staff select one “Learn” item that they will explore that week.  Suggest that staff identify 
one recommendation or idea in the selected “Learn” video that they are currently using to 
strengthen communication and collaboration between the school and the ICF.   

• Encourage them to also identify a new recommendation that could be implemented that could 
enhance communication/collaboration across the school and ICF team. 

Follow Up with your staff or team to support new communication/collaboration strategies. 

• Take time during the next week to ask staff to share with you what they identifed in their “Learn” 
video that will enhance communication and collaboration across the school and ICF team. 

• Encourage and assist the staff to implement their new ideas for enhancing communication and 
collaboration. 

Prioritize Communication. 

• The primary advice offered by those contributing to the development of this toolkit was to ensure 
consistent communication between the school and ICF teams. 

• In a team meeting where you plan to highlight the Strengthening School and ICF Collaboration 
Navigation Essentials toolkit, begin with asking for comments on the importance of 
communication when working as a team. Ask for examples. Highlight how communication across 
team members can make everyone’s job easier and improve outcomes.  

• Move the discussion to how communication is the critical component in effective collaboration. 
This includes collaboration across agencies, organizations, and school when a child has multiple 
and complex needs. 

• Introduce the Strengthening School and ICF Collaboration Navigation Essentials toolkit as a 
resource to assist school teams and ICF teams to enhance and improve cross-team collaboration. 
Communication strategies are a critical component and a place to begin as they explore the 
Strengthening School and ICF Collaboration Navigation Essentials toolkit. 



 
 

PLAN A 60-MINUTE SESSION 

The following is one example of how to structure a training session using the Strengthening School 
and ICF Collaboration Navigation Essentials toolkit 

Planning (Prior to session) 

To prepare for the session, consider reaching out to your team to determine their knowledge of the 
IBSRAO ICF program or other residential programs for youth prior to the session. Survey the team 
to determine who has working knowledge of residential programs for youth with complex needs. 
Identify those that may have been a member of a youth team. 

• For team members that have little knowledge, it may be helpful for them to review the 
Navigation Essentials toolkit, Understanding ICFs Serving Youth with Intensive Behavior Support 
Needs, prior to the Strengthening School and ICF Collaboration toolkit training session. 

• Team members with some experience collaborating and communicating in a school - ICF 
program team can respond to the questions below to assist with planning the session. 

– How does, or did, the school-ICF team communicate about youth? 

– What tools or processes are, or were, used to support communication and collaboration? 

– What are or have been the barriers to collaboration. What steps are occurring or have 
occurred to address them. 

• Knowing about the team’s previous experience can help prepare an agenda that incorporates 
team members with previous knowledge and experience. Or, in the case where there was little 
communication or unaddressed barriers, plan a session that allows more time with foundational 
information and presentation of the topic. 

INTRODUCTION (5 minutes) 

Connect the Topic. Start the session with brief comments that connect the topic to what is important 
for your group of adult learners. 

• Connect the topic of cross-team collaboration to each team member’s role. Explain why the 
school and ICF collaboration is important to ALL team members. 

• Begin by asking for comments on the importance of communication when working as a team. 
Ask for examples. Highlight how communication across team members can make everyone’s job 
easier and improve outcomes. 

• Move the discussion to how communication is the critical component in effective collaboration. 
This includes collaboration across agencies, organizations, and school(s) when a child has multiple 
and complex needs. 



 

 

 
  

 

 

 

 

 

 

 

 

 

 

 

 

Highlight Objectives. Include information about the objective(s) of the session. This can be 
reviewed verbally or visually displayed when time is short. The session may include one or more of 
the following objectives based on the needs of the participants and the focus on the session. 

• Participants will understand the importance of communication and collaboration between schools 
and residential facilities for youth, including ISBRAO ICFs.  

• Participants will identify strategies that they can implement in their role that will enhance 
collaboration across schools and residential facilities. 

• Participants will identify resources to support their specifc need or role in the ICF-school 
relationship.  

CONTENT ACTIVITIES (Total 45 minutes) 

Learn. 

• Begin the content activities with the videos in the “Learn” section of the toolkit. Prior to watching 
the video, prompt the group to be ready to make note of new information or something 
important that is highlighted in the video that they can share with the group.  

• Have the group watch the videos together. 

– After each video pause and ask: “What important point on collaboration did you identify 
from this video?” Have one or two participants share out a new piece of information from 
the video that was reviewed.  

– Before moving to the next video, prompt the entire group to ask themselves the following 
question. “How do my actions support this point about collaboration?” 

• Plan to view all the “Learn” videos, however, it may not be possible if a robust discussion occurs 
about the points in the videos. 

Do and Resources. 

• Select one item in the “Do” or “Resource” sections of the toolkit for the whole group to review 
together.  

– The youth profle, All About Me, with guidance or the School and Residential Facility 
Communication Contacts documents are two to consider.  

– After introducing one of these documents by highlighting the sections and the information 
to be included, guide a discussion on how the document could be useful for whole team 
information, for individual team member function, or for the youth outcomes. Divide the 
allotted time for these sections between introducing the document and asking for feedback. 

• If time allows, have each team member select another item from the “Do” section of the 
toolkit and review it either individually, in pairs, or as a small group. Have several people share 
comments on what they reviewed and why it could be useful. 



NEXT STEPS (10 minutes) 

In the last few minutes of the session, select one step for the group to take. Below are several ideas: 

My Essentials Plan. 

• Download, print, and make copies of the one-page My Essential Plan for Strengthening School 
and ICF Collaboration. Provide a copy for each participant as they are fnishing the previous 
activity. Ask the participants to identify at least one “Do” item in their My Essential Plan for 
Strengthening School and ICF Collaboration. This might refect using a tool that was reviewed 
in the previous activity. Or it might be to return to the “Learn” section to fnish reviewing the 
videos. 

• Have the group work on the plan individually or in pairs. The focus of a plan for strengthening 
school and ICF collaboration will vary based on the role of the team members and their sphere 
of infuence. For example, some may commit to improving daily communication with a specifc 
person while others may be able to infuence the implementation of a collaboration tool across 
their team. 

• Encourage the group to add a few items to the plan following the session if they were not able to 
review and complete each section during the session. 

• If possible, identify a future opportunity for the group to provide feedback on the items in their 
plan, as well as opportunities to share the important points and resources selected. 

Think-Pair Share. 

• Think. Ask each participant to take a moment and think about what they heard in the videos and 
discussions during the session. Prompt them to identify one step they will take to improve the 
collaboration of the ICF-school team. 

• Pair. Have the participants pair up with a person next to them and discuss their identifed action 
step. 

• Share. Ask for a few volunteers to share the action steps they discussed during the pairing. After 
an action step is shared, ask the group if anyone had a similar action step. This can show where 
the team may agree on priorities or how many different ideas may have been generated. 



  
 

  
 

 
 

 

MORE SUPPORT FOR PROFESSIONAL DEVELOPMENT OR STAFF TRAINING.  

Other features of the Strengthening School and ICF Collaboration Navigation Essentials toolkit to 
consider with professional development or staff training include: 

• Students in Residential Treatment Facilities. Ohio Department of Education and Workforce 
webpage on educating youth in residential settings. This is most helpful for supervisors, 
managers, directors, or others that have responsibilities for processes and procedures. 

• Ohio ISP. Learn more about the Ohio Individual Service Plan (OISP) from the Ohio Department of 
Developmental Disabilities. This is a statewide document that is used in all counties and contains 
detailed information about the person and their service needs. 

• IBSRAO Program. This brief document is found in the Navigation Essentials toolkit, 
Understanding ICFs Serving Youth with Intensive Behavior Support Needs. The information in this 
short document will assist in a better understanding of the structure and purpose of these 
facilities and can be helpful when planning for school-ICF collaboration. 

https://education.ohio.gov/Topics/Student-Supports/Students-in-Residential-Settings
https://dodd.ohio.gov/compliance/oisp/welcome



