STRATEGIC ALIGNMENT MATRIX (SAM) WORKSHOP GUIDE
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[bookmark: _Toc200452386]INTRODUCTION
[bookmark: _Toc200452387]Purpose of this Guide
This guide provides the Developmental Disabilities Council (DDC) staff with a practical, step-by-step framework for engaging Council members in strategic planning as they prepare the Council’s new five-year State Plan. It assumes that Council staff have completed the initial sections of the Comprehensive Review and Analysis (CRA) and are now ready to help Council members review, discuss, and prioritize proposed goal areas.
The Strategic Alignment Matrix Workshop is one structured approach for supporting this engagement. At the heart of the workshop is the Strategic Alignment Matrix (SAM)—a transparent, inclusive, and criteria-based tool for evaluating proposed goal areas. By using the SAM, staff can guide Council members through a shared decision-making process that aligns with the Developmental Disabilities (DD) Act and CRA findings.
The overall engagement process includes three stages:
1. Pre-Workshop Preparation
Council staff compile a data summary list based on CRA findings, listening sessions, and other sources. These are prepared in accessible language and formats for Council review.

2. Strategic Alignment Workshop
Council members participate in a facilitated workshop(s) centered on the SAM, using a structured design-thinking approach to develop, evaluate, and prioritize the possible goal areas.

3. Post-Workshop Synthesis
Council staff review the workshop results and develop a focused, actionable set of goal areas for inclusion in the State Plan.


[bookmark: _Toc200452388]The SAM Workshop
The workshop process follows a well-established design thinking framework—Diverge–Organize–Converge model which supports group creativity, clarity, and decision-making:
1. [image: A diagram of a diagram of a diagram

AI-generated content may be incorrect.]Diverge
Generate ideas for potential goal areas based on data, knowledge and experience. 

2. Organize
Cluster ideas into logical groups by goal areas. 

3. Converge
Assess each goal area against the SAM criteria and prioritize a set of goal areas to guide the State Plan.
This structured, participatory process allows for inclusive decision-making that is transparent, evidence-informed, and grounded in shared values.[footnoteRef:1] [1:  Faley, T. (2020). The Innovation Pyramid. Cambridge, MA: Cambridge university Press.
] 

The workshop supports Council members in:
· Organizing and assessing proposed goal areas.

· Ensuring alignment with the DD Act and CRA data findings.

· Considering feasibility, timing, and potential impact.

· Prioritizing goal areas based on clear and consistent criteria.
[bookmark: _Toc200452389]The Strategic Alignment Matrix
The SAM is a facilitation and decision-support tool designed to help Councils evaluate proposed goals areas through a structured, transparent, and inclusive process. It enables Council members to move from a broad list of ideas to a focused set of high-priority goal areas that are both aligned with the DD Act and grounded in state-specific needs.
[bookmark: _Toc200370980][bookmark: _Toc200371142][bookmark: _Toc200452390]Structure of the SAM Tool
At its core, SAM is a scoring matrix that invites participants to rate each proposed goal area against a consistent set of nine criteria. These criteria reflect statutory requirements, strategic priorities, and practical considerations such as feasibility and potential impact.
Each criterion is scored on a scale from 0 (low) to 5 (high). Scores may be averaged or used to guide discussion and consensus-building.
[bookmark: _Toc200370981][bookmark: _Toc200371143][bookmark: _Toc200452391]The Nine SAM Criteria
	1. Federal Mandate Fit
	Is the goal area required or strongly encouraged under the DD Act or related federal guidance?

	2. Data Alignment
	Does the goal area respond to clear needs identified in national, state, or Council-specific data?

	3. Mission Alignment
	Does the goal area support the Council’s vision, values, and desired long-term outcomes?

	4. Partner Support
	Is there strong support from community or agency partners to implement this goal area?

	5. Evidence Base
	Is there credible research or practice-based evidence to support this goal area?

	6. Implementers’ Capacity
	Do we have a clearly identified lead (internal or external) with the capacity to carry it out?

	7. Feasibility
	Given current funding, staffing, and timing, how realistic is this goal area to implement?

	8. Reach and Benefit
	How many people with intellectual / developmental disabilities (I/DD) and their families will this goal area reach, and how will it improve their lives?

	9. Projected Impact
	Will this goal area result in meaningful changes, either short-term wins, systemic reform, or both?



The SAM brings structure to creativity. It helps Council members shift from “what could we do?” to “what should we do?”—using data, lived experience, and strategic thinking. 


The SAM supports collaborative evaluation in the following ways:
· Objectivity. The use of shared criteria reduces bias and allows diverse perspectives to be considered equitably.

· Transparency. The scoring process is visible and inclusive, helping members understand how decisions are made.

· Clarity. The matrix makes it easier to identify high-impact, high-feasibility ideas and distinguish them from low-priority ones.

· Flexibility. SAM can be used with small or large groups, in-person or online, and adapted to suit local context and needs.
Throughout the workshop, the SAM serves not just as a tool—but as a method for building trust, generating insight, and aligning Council decisions with both federal mandates and community-defined priorities.
	Your notes: 



























[bookmark: _Toc200452392]PRE-WORKSHOP PREPARATION
[bookmark: _Toc200452393]Data Summary
A key activity before the workshop is to prepare a neutral list of 10–15 potential topic areas grounded in CRA findings. These topics will serve as the starting point for discussion during the workshop and should be presented in accessible, plain language. To help focus conversation and validate priorities, each topic area should be accompanied by 1–2 key data points or summary findings. Use visuals (e.g., charts or heatmaps) if possible, to illustrate gaps, unmet needs, or areas of urgency.
[image: A group of colorful gears

AI-generated content may be incorrect.]
Tool A. Example Topic Areas and Data Tables

[bookmark: _Toc200452394]Managing Expectations
To support inclusive, informed participation, it is essential to prepare Council members for the Strategic Alignment Workshop in advance. This helps build trust, reduce confusion, and create a shared sense of purpose.
[bookmark: _Toc200370985][bookmark: _Toc200371147][bookmark: _Toc200452395]Suggested Pre-Workshop Communication
Send an invitation email 1–2 weeks in advance with:
· A brief overview of the purpose of the Strategic Alignment Workshop.

· The agenda for the session.

· A summary of the proposed topic areas with data points.

· The scoring criteria that will be used during the SAM process.

· Contact information for anyone needing support or accommodations.
This communication helps Council members understand what to expect and gives them time to reflect on priorities, ask clarifying questions, or request materials in alternative formats. It also signals that their voices—and preparation—are valued in shaping the Council’s future direction.
[image: A group of colorful gears

AI-generated content may be incorrect.]Tool B. Sample Participant Invitation Email 

[bookmark: _Toc200452396]STRATEGIC ALIGNMENT MATRIX WORKSHOP
[bookmark: _Toc200452397]Overview
This workshop is designed to support Council staff and members in identifying, evaluating, and selecting the most meaningful and feasible goal areas for the next 5-Year Plan. The SAM  tool offers a structured, transparent way to generate ideas, reflect on evidence, and build consensus.
[bookmark: _Toc200370988][bookmark: _Toc200371150][bookmark: _Toc200452398]Workshop Objectives
By the end of the workshop, participants will:
Review state-specific data and community input.

Brainstorm potential goal ideas.

Assess each goal area against a shared set of criteria.

Prioritize and select goal areas for the Council’s strategic plan.

Document key decisions and outline next steps.
[bookmark: _Toc200370989][bookmark: _Toc200371151][bookmark: _Toc200452399]Workshop Agenda
The workshop follows six sequential steps.
Reviewing Data and Framing the Conversation

Generating and Clarifying Ideas 

Categorizing and Populating Goal Areas 

Evaluating Goal Areas 

Prioritizing and Deciding on Goal Areas 

Documenting Decisions

[image: A group of colorful gears
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Tool C. Annotated Agenda


[bookmark: _Toc200370990][bookmark: _Toc200371152][bookmark: _Toc200452400]Workshop Format Options
This workshop can be conducted in two formats:
1. One extended session
Approximately 3.5–4 hours. Best for groups that prefer a continuous workflow.

2. Two shorter sessions
Approximately 2 hours each over 2 days. Recommended if your group includes participants with diverse support needs or limited availability. If delivered in two parts, consider ending Session 1 after Step 3 (Categorizing and Populating Goal Areas) and resuming with Step 4 in Session 2.
[bookmark: _Toc200452401]Workshop Checklists
[bookmark: _Toc200370992][bookmark: _Toc200371154][bookmark: _Toc200452402]Materials and Supplies 
For In-Person Workshops
· Flipchart paper (1 per topic area + extras)
· Ground Rules Poster
· Sticky notes (medium-sized)
· Markers or pens (variety of colors)
· Dot stickers (for voting)
· Printed copies of:
  - data summary
  - SAM criteria
  - Clustering worksheet
  - Scoring sheets  
  - Annotated agenda
For Virtual Workshops
· Slide deck with Ground Rules, data overview, and SAM steps
· Digital collaboration tools (e.g., Jamboard, MURAL, Google Docs)
· Scoring tool (Google Form, Poll Everywhere, or editable PDFs)
· Breakout room plan (if needed)
[bookmark: _Toc200370993][bookmark: _Toc200371155][bookmark: _Toc200452403]Facilitation
· Review the Annotated Agenda and script key transitions.
· Prepare and test all materials (print or digital).
· Pre-assign facilitator and notetaker roles.
· Confirm access needs and plan accommodations.
· Decide in advance how prioritization will be finalized (vote or consensus).
[bookmark: _Toc200452404]Workshop Welcome
[bookmark: _Toc200370995][bookmark: _Toc200371157][bookmark: _Toc200452405]Facilitator Objective
Briefly welcome everyone, thank them for coming, and explain the purpose of the workshop. 
[bookmark: _Toc200370996][bookmark: _Toc200371158][bookmark: _Toc200452406]Timing
10 minutes
[bookmark: _Toc200370997][bookmark: _Toc200371159][bookmark: _Toc200452407]Sample Script 
	[image: Closed quotation mark with solid fill]Our goal today is simple: to look at what we learned from the Comprehensive Review and Analysis and agree on the top priorities that will turn into our five‑year goal areas.

We’ll use a tool called the Strategic Alignment Matrix—or SAM. It helps us consider every idea through the same questions: Does it fit the DD Act? How many people could it benefit? Do we have the resources to make it happen?

Here’s the flow for the next few hours:
1. Warmup and ground rules
2. Generate ideas
3. Group ideas into goal areas
4. Score each potential goal area together
5. Rank and choose the top priorities
6. [image: Closed quotation mark with solid fill]Outline the next steps for drafting goals and getting your feedback.

We’ll take breaks whenever needed, just let us know. We want everyone to be comfortable and able to contribute.



[bookmark: _Toc200370998][bookmark: _Toc200371160][bookmark: _Toc200452408]Format Options
The most important factor here is to ensure everyone feels comfortable and that the room is set up in a way that invites conversation and participation. 
[bookmark: _Toc200370999][bookmark: _Toc200371161][bookmark: _Toc200452409]Materials
· Name tags, if needed
· Materials for ice-breaker (if needed) 
· Ground Rules poster
[image: A group of colorful gears

AI-generated content may be incorrect.]
Tool D. Ice-Breaker Options
[bookmark: _Toc200371000][bookmark: _Toc200371162][bookmark: _Toc200452410]Discussion Prompts
· Introduce the purpose of the workshop and provide an overview of the activities. 
[bookmark: _Toc200371001][bookmark: _Toc200371163][bookmark: _Toc200452411]Process Tips
· Time‑box the combined welcome, purpose, and icebreaker to 10–12 minutes to maintain momentum. 

· Consider having co‑facilitators: one leads the conversation, and the other monitors the chat/hands‑raised and manages time.

· Consider having a ground rules poster prepopulated before the workshop. Display a large‑print slide or flipchart listing agreements (one person speaks at a time, respect all voices, ask for plain‑language clarifications).

· Tech check: If using a virtual meeting, confirm captions, interpreter video pins, and screen‑reader‑friendly slide text before starting.

· Bridge phrase: after the icebreaker, explicitly connect the activity to the day’s work (“Just like we found something in common, we’ll now look for priorities we share for the next five years.”).
	Your notes: 





















[bookmark: _Toc200452412]Step 1. Reviewing Data and Framing the Conversation
[bookmark: _Toc200371003][bookmark: _Toc200371165][bookmark: _Toc200452413]Facilitator Objective
Ground participants in key findings from the CRA to ensure a shared understanding of needs, gaps, and opportunities. The goal of this step is not to analyze or interpret the data in depth but to use it as a launching point for idea generation.
[bookmark: _Toc200371004][bookmark: _Toc200371166][bookmark: _Toc200452414]Timing
15 minutes (may vary based on the number of topic areas and data presented).
[bookmark: _Toc200371005][bookmark: _Toc200371167][bookmark: _Toc200452415]Sample Script 
	[image: Closed quotation mark with solid fill]Before we jump into brainstorming, we want to take a few minutes to look at the data that has informed our current understanding of needs across the state. This information comes from the Comprehensive Review and Analysis, which reflects both public input and what we know from existing state systems and services.

Our aim here is to build a shared foundation—so when we begin generating ideas for goal areas, they are grounded in real needs and opportunities that the data has highlighted.[image: Closed quotation mark with solid fill]



[bookmark: _Toc200371006][bookmark: _Toc200371168][bookmark: _Toc200452416]Format Options
1. Data Walk 
· Recommended for in-person workshops.

· Display key data around the room (printed on poster-size paper or displayed digitally). Each topic area should contain 1 – 2 data points. 

· Invite participants to walk around and review the data in small groups or pairs.

· Provide sticky notes or index cards so participants can jot down key takeaways or questions as they go.

· End with a brief facilitated share-out of observations.



2. Group Walkthrough 
· Recommended for virtual or time-constrained workshops

· Present a curated set of slides or handouts that include 1–2 key data points per topic area.

· Provide narration or ask participants to read through each table silently.

· Use annotation or polling features to allow participants to highlight which areas they find most compelling or surprising.
[bookmark: _Toc200371007][bookmark: _Toc200371169][bookmark: _Toc200452417]Materials
· Data handouts or printouts of data tables 
· Sticky notes or cards for reflections (if in-person)
· Slide deck for virtual settings
· Flipchart or virtual whiteboard for noting reactions
[bookmark: _Toc200371008][bookmark: _Toc200371170][bookmark: _Toc200452418]Discussion Prompts 
If you’d like to facilitate a short conversation after the review, consider asking:
· What patterns or disparities stood out to you?

· Which topic areas seem to represent the greatest unmet need?

· Did anything in the data surprise you or challenge your assumptions?

· What do you think these data suggest about priorities for the next five years?
[bookmark: _Toc200371009][bookmark: _Toc200371171][bookmark: _Toc200452419]Process Tips
· Keep this stage neutral—don’t jump to solutions yet. The goal is simply to absorb and reflect.

· If time is tight, prioritize reviewing data from topic areas most relevant to your Council’s emerging focus.
	Your notes:










[bookmark: _Toc200452420]Step 2. Generating and Clarifying Ideas
[bookmark: _Toc200371011][bookmark: _Toc200371173][bookmark: _Toc200452421]Facilitator Objective
Collect ideas for potential goal areas from Council members. Introduce the brainstorming activity in a way that encourages broad, inclusive participation and sets the tone for collaborative, creative thinking.
[bookmark: _Toc200371012][bookmark: _Toc200371174][bookmark: _Toc200452422]Timing
30 - 40 minutes
[bookmark: _Toc200371013][bookmark: _Toc200371175][bookmark: _Toc200452423]Sample Script 
	[image: Closed quotation mark with solid fill]To get us started, we’re going to focus on generating ideas for what the Council could aim to accomplish over the next five years. There are no wrong answers in this part of the process. The goal is to think broadly and creatively about the most important unmet needs and opportunities affecting people with developmental disabilities and their families in our state. We'll come back later to refine and prioritize, but for now, let's capture as many ideas as we can.

You’ll see flipchart paper posted around the room, each labeled with a key topic area from our needs assessment. You can either share your ideas out loud and we’ll capture them as a group or write them down and post them yourself. Either way, we want everyone’s input.

[image: Closed quotation mark with solid fill]Let’s aim for short, clear ideas. If you propose something, please also give us a brief one-sentence explanation to help others understand the intent.



[bookmark: _Toc200371014][bookmark: _Toc200371176][bookmark: _Toc200452424]Format Options
Two formats are recommended depending on the group’s dynamics and available facilitation support:	
1. Central Scribe
The facilitator leads the discussion while a co-facilitator records ideas directly on flipchart paper, grouping similar ideas together in real time. This helps lay the groundwork for Step 3.
2. Stickies 
Each participant writes their ideas on sticky notes and places them under the relevant topic area. This format encourages broad participation and gives quieter members a way to contribute from the outset.
[bookmark: _Toc200371015][bookmark: _Toc200371177][bookmark: _Toc200452425]Materials
· One large flipchart sheet per topic area.
· Sticky notes (preferably medium-sized).
· Markers or pens in various colors (optional but helpful for highlighting themes).
· "Idea Lot" parking lot sheet for off-topic or cross-cutting ideas to revisit later.
[bookmark: _Toc200371016][bookmark: _Toc200371178][bookmark: _Toc200452426]Discussion Prompts
If the group is hesitant or needs help getting started, consider using the following questions:
· What unmet needs or opportunities are most urgent for people with I/DD and their families?

· Are there programs or goal areas that should be expanded, scaled up, or improved?

· Have you seen promising practices in other states or communities that we should consider?

· Can someone give a one-sentence explanation for each idea, so we all understand the concept?
[bookmark: _Toc200371017][bookmark: _Toc200371179][bookmark: _Toc200452427]Process Tips
· Emphasize breadth over depth at this stage—evaluation and prioritization will come later.

· Remind the group that it's okay if not every topic area generates ideas—some may be less urgent or outside the scope of current priorities.

· Use an “idea lot” to park tangential or off-topic suggestions that may be worth revisiting later.

· Encourage participants to listen actively and build on each other’s ideas to spark creativity.
	Your notes: 








[bookmark: _Toc200452428]Step 3. Categorizing and Populating Goal Areas
[bookmark: _Toc200371019][bookmark: _Toc200371181][bookmark: _Toc200452429]Facilitator Objective
Help participants begin making sense of the brainstormed ideas by organizing them into logical groupings or themes. The goal is to prepare for deeper analysis by identifying connections and reducing redundancy, without yet judging or prioritizing ideas.
[bookmark: _Toc200371020][bookmark: _Toc200371182][bookmark: _Toc200452430]Timing
20 minutes
[bookmark: _Toc200371021][bookmark: _Toc200371183][bookmark: _Toc200452431]Sample Script 
	[image: Closed quotation mark with solid fill]Now that we’ve gathered a wide range of ideas, the next step is to begin making sense of them. This process helps us see where ideas may cluster together, where there’s overlap, or where something may stand alone as a unique opportunity. The aim is not to evaluate ideas yet—just to group them so we can better understand the landscape.

[image: Closed quotation mark with solid fill]If two ideas seem similar, we can cluster them. If something doesn’t fit anywhere yet, that’s okay—it can stay on its own. The important thing is that we keep things flexible and inclusive. 



[bookmark: _Toc200371022][bookmark: _Toc200371184][bookmark: _Toc200452432]Format Options
1. Facilitator-Guided Clustering
· The facilitator and co-facilitator read through the brainstormed items aloud (from flipcharts or stickies) and work with the group to begin grouping them by theme or similarity. 

· Group consensus is used to agree on category labels or “buckets” that reflect emerging ideas.

2. Participant Sorting (Gallery Walk Style)
· Invite participants to walk around and help move or cluster sticky notes into logical groups.

· Encourage participants to label clusters or add clarifying notes using markers or new stickies.


[bookmark: _Toc200371023][bookmark: _Toc200371185][bookmark: _Toc200452433]Materials
· All brainstormed ideas visible (on flipcharts or wall space)
· Sticky notes and pens/markers for labeling clusters
· Optional color-coding tools (e.g., different colored dots or pens)
· [image: A group of colorful gears

AI-generated content may be incorrect.]A notetaker to begin recording draft groupings and label ideas digitally (for use in the next step)
Tool E. Goal Area Clustering Worksheet
[bookmark: _Toc200371024][bookmark: _Toc200371186][bookmark: _Toc200452434]Discussion Prompts
· Do any ideas seem to belong together or support a common theme?

· Are there different ways of grouping ideas (e.g., by population, type of service, stage of life)?

· Are there any duplicate or very similar items that could be combined?

· Is anything unclear or in need of further clarification?
[bookmark: _Toc200371025][bookmark: _Toc200371187][bookmark: _Toc200452435]Process Tips
· Keep the tone exploratory and inclusive.

· Resist the urge to evaluate or prioritize ideas—this will happen in Step 5.

· Allow space for divergent thinking; if an idea doesn’t clearly fit, it can remain as a stand-alone cluster.

· If participants are stuck, suggest starting with a few obvious groupings to build momentum.

· Document that both the cluster themes and the ideas they contain. This will become the working draft list for scoring.
	Your notes: 










[bookmark: _Toc200452436]Step 4. Evaluating Goal Areas 
[bookmark: _Toc200371027][bookmark: _Toc200371189][bookmark: _Toc200452437]Facilitator Objective
Guide Council members through a structured conversation to assess each proposed goal area against the SAM criteria. The goal is to surface insights, identify strengths and concerns, and gather input that can inform future decision-making and prioritization.
[bookmark: _Toc200371028][bookmark: _Toc200371190][bookmark: _Toc200452438]Timing
60 – 90 minutes, depending on the number and complexity of goal areas proposed.
[bookmark: _Toc200371029][bookmark: _Toc200371191][bookmark: _Toc200452439]Sample Script 
	[image: Closed quotation mark with solid fill]Now that we’ve clustered and clarified the ideas, we’re ready to look more closely at each one using a consistent set of criteria. These criteria will help us think through not just what is important, but what is doable, supported, and impactful.
[image: Closed quotation mark with solid fill]
We'll take each proposed goal area one at a time and work through the SAM criteria. The aim is to generate thoughtful conversation—not to rush to consensus. We invite everyone to reflect and share their thoughts.



[bookmark: _Toc200371030][bookmark: _Toc200371192][bookmark: _Toc200452440]Format Options
1. Facilitated Scoring Conversation
· Display each proposed goal area on a slide, spreadsheet, flipchart, or handout.

· Facilitate discussion criterion-by-criterion, using prompts to guide reflection.

· Invite participants to score each criterion silently (0–5), followed by discussion.

· Use average scores or group consensus to record final inputs in the spreadsheet.


2. Small Group Evaluation (if more than 8–10 participants)
· Divide participants into small groups, each assigned 3 – 4 potential goal areas. 

· Each group scores their assigned ideas using the SAM criteria, then reports back.

· Group reflects on patterns or key takeaways from each report-out.
[bookmark: _Toc200371031][bookmark: _Toc200371193][bookmark: _Toc200452441]Materials
· Printed or projected list of proposed goals areas
· SAM Scoring Sheets (0–5 scale for each criterion)
· Pens or markers
· Flipcharts or whiteboards for recording summary scores
· Sticky notes or digital polls for individual scoring if desired
[image: A group of colorful gears

AI-generated content may be incorrect.]Tool F. SAM Scoring Sheet 

[bookmark: _Toc200371032][bookmark: _Toc200371194][bookmark: _Toc200452442]Discussion Prompts
1. Federal Mandate Fit
· Is this goal area explicitly required under the DD Act or other federal guidance?

· If not required, does it substantially support federally encouraged priorities?

2. Data Alignment
· What national data highlights the need for this goal area?

· What state-level statistics support the proposed goal area?

· Do we have community or Council-specific data reinforcing this goal area?

3. Mission Alignment
· How directly does this goal area advance our purpose and strategic vision?

· Would success move us closer to our five‑year outcomes?



4. Partner Support
· Which partners are eager to collaborate on this goal area?

· Could any partners oppose or resist this goal area?

5. Evidence Base
· What research or practice evidence backs this proposed goal area?

· Do we have local data showing it works, or are we relying on emerging practice?

6. Implementer Capacity
· Who has the expertise and time to carry out this work?

· If an external partner is best, do we have funds for a contract?

· Does shifting the implementer affect the feasibility score?

7. Feasibility
· Given current funding and staff capacity, how realistic is it to launch or scale this idea in the next cycle?

· What barriers—cost, staffing, timeline—might reduce its feasibility?

8. Reach & Benefit
· Who will be most affected, and how many people could benefit?

· Does it meaningfully improve daily life for individuals with I/DD and their families?

9. Projected Impact
· Looking five years ahead, what change will this goal area create?

· Is it a quick win, a pathway to systemic change, or both?


[bookmark: _Toc200371033][bookmark: _Toc200371195][bookmark: _Toc200452443]Process Tips
· Focus on one criterion at a time to avoid overwhelming the group.

· Consider silent scoring first to give everyone time to reflect before discussion.

· Ask participants to explain extreme scores (0s and 5s) to surface assumptions.

· Clarify whether you’re using average scores or consensus—and apply it consistently.

· Flag goal areas where staffing or contracts are potential deal-breakers for follow-up.
	Your notes: 





























[bookmark: _Toc200452444]Step 5. Prioritize and Decide
[bookmark: _Toc200371035][bookmark: _Toc200371197][bookmark: _Toc200452445]Facilitator Objective
Help participants translate SAM scores and discussion outcomes into a ranked list of goal areas. Support the group in selecting which goal areas will move forward, considering feasibility, fit, and available resources.
[bookmark: _Toc200371036][bookmark: _Toc200371198][bookmark: _Toc200452446]Timing
30 minutes
[bookmark: _Toc200371037][bookmark: _Toc200371199][bookmark: _Toc200452447]Sample Script 
	[image: Closed quotation mark with solid fill]We’ve taken a deep dive into each idea and assessed them using a shared set of criteria. Now it’s time to step back, look at the big picture, and identify which goal areas rise to the top.

We’ll review total scores, but we’ll also consider other important factors—such as whether something is federally required or strategically important—even if its score was lower.
[image: Closed quotation mark with solid fill]
Our goal here is to land on a clear set of goals for the next cycle that reflect both data and thoughtful group input.


[bookmark: _Toc200371038][bookmark: _Toc200371200][bookmark: _Toc200452448]Format Options
1. Ranking and Selection Discussion
· Display a summary table or live chart of scores for all goal areas.

· Facilitate open discussion around the highest-scoring items.

· Identify any “must-do” goal areas regardless of score.

· Narrow the list to a feasible set of priorities through consensus or voting.

2. Dot Voting or Digital Polling 
· Provide each participant with a set number of “votes” (e.g., 3–5).

· Allow participants to mark their top priorities.

· Use votes alongside SAM scores to guide final decisions.


[bookmark: _Toc200371039][bookmark: _Toc200371201][bookmark: _Toc200452449]Materials
· SAM Summary Score Sheet 
· Voting stickers or polling tool (optional)
· Flipchart or worksheet for final priority list
[bookmark: _Toc200371040][bookmark: _Toc200371202][bookmark: _Toc200452450]Discussion Prompts
· Which goal areas rise to the top based on total score?

· Are any lower-scoring goal areas federally required or strategically indispensable?

· Given our resources, how many high-priority goal areas can we realistically support?

· What trade-offs are we willing to make this cycle?
[bookmark: _Toc200371041][bookmark: _Toc200371203][bookmark: _Toc200452451]Process Tips
· Have a note taker to capture key decisions and rationale. 

· Use color coding, bar charts, or heat maps to make score comparisons easier.

· Be transparent about constraints—staffing, budget, timeline—as you decide.

· Confirm consensus or use a simple vote to finalize selections.

· Keep a short list of “deferred for now” goal areas for future review.
	Your notes: 















[bookmark: _Toc200452452]Step 6. Document Decisions 
[bookmark: _Toc200371043][bookmark: _Toc200371205][bookmark: _Toc200452453]Facilitator Objective
Ensure that all decisions are clearly recorded with context and rationale. Define concrete next steps and ownership to carry momentum forward.
[bookmark: _Toc200371044][bookmark: _Toc200371206][bookmark: _Toc200452454]Timing
20 minutes
[bookmark: _Toc200371045][bookmark: _Toc200371207][bookmark: _Toc200452455]Sample Script 
	[image: Closed quotation mark with solid fill][image: Closed quotation mark with solid fill]Before we close, we want to make sure we’ve clearly captured our decisions—what we chose to move forward and why. This documentation will support transparency with the federal reviewers and guide us during implementation.


[bookmark: _Toc200371046][bookmark: _Toc200371208][bookmark: _Toc200452456]Format Options
1. Facilitator-Guided Wrap-Up
· Review the final list of selected goal areas.

· Discuss and record rationale for each one.

· Identify lead drafters, action items, and timelines.

2. Collaborative Summary Writing 
· Assign small groups to write 2–3 sentence rationales for specific goal areas.

· Reconvene to review and refine as a group.
[bookmark: _Toc200371047][bookmark: _Toc200371209][bookmark: _Toc200452457]Materials
· Completed SAM tool
· Meeting notes or worksheet to record rationale and next steps
· Strategic plan template or outline (if available)
· Assignment tracker (digital or flipchart)
[image: A group of colorful gears

AI-generated content may be incorrect.]Tool G. Final Priorities and Rationale Worksheet

[bookmark: _Toc200371048][bookmark: _Toc200371210][bookmark: _Toc200452458]Discussion Prompts
· What is our rationale for including or deferring each goal area?

· How will we revisit SAM scores during annual updates?
[bookmark: _Toc200371049][bookmark: _Toc200371211][bookmark: _Toc200452459]Process Tips
· Assign documentation roles to dedicated staff in advance.

· Ensure all decisions and rationales are saved in one place.

· Archive the completed SAM tool and notes.
	Your notes: 





































[bookmark: _Toc200452460]Closing and Appreciation 
[bookmark: _Toc200371051][bookmark: _Toc200371213][bookmark: _Toc200452461]Facilitator Objective
Celebrate participants’ contributions, reinforce shared accomplishments, and communicate next steps for finalizing the Council’s State Plan.
[bookmark: _Toc200371052][bookmark: _Toc200371214][bookmark: _Toc200452462]Timing
5 minutes
[bookmark: _Toc200371053][bookmark: _Toc200371215][bookmark: _Toc200452463]Sample Script 
	[image: Closed quotation mark with solid fill]Before we close, we want to take a moment to thank each of you. This has been a thoughtful and productive session—and your input has been critical. Together, we’ve reviewed key data, generated ideas rooted in lived experience, assessed each proposed goal area with care, and identified a set of priorities that will help shape the Council’s next five-year plan.

Your perspectives, questions, and energy today have made this process stronger and more inclusive. Thank you for the time, attention, and heart you brought into this work.

Here’s what happens next:
· Council staff will synthesize everything we captured today, including the SAM scores, discussion notes, and rationale for each selected goal area.
· This information will be used to draft the strategic goals and objectives for the 5-Year Plan.
· A draft will be shared with you in the coming weeks for your review and feedback before it’s submitted.

[image: Closed quotation mark with solid fill]If you have additional thoughts or reflections after today, we welcome them. Our shared goal is to build a plan that truly reflects the priorities of people with developmental disabilities and their families across our state.
Thanks again for your commitment—and for being part of this process.


[bookmark: _Toc200371054][bookmark: _Toc200371216][bookmark: _Toc200452464]Format Options
If time allows, consider closing with a brief reflection round where each participant can share a one-word takeaway or appreciation. For virtual sessions, use the chat box or a shared whiteboard.

[bookmark: _Toc200371055][bookmark: _Toc200371217][bookmark: _Toc200452465]Process Tips
· Be intentional in acknowledging all types of contributions—ideas shared out loud, comments in the chat, silent scoring, or just showing up.

· Remind participants how their feedback will be used and when they can expect follow-up.
· If applicable, invite a Council leader or self-advocate to offer closing remarks.
	Your notes: 


































[bookmark: _Toc200452466]POST WORKSHOP SYNTHESIS
[bookmark: _Toc200452467]Review, Refine, and Integrate
[bookmark: _Toc200371058][bookmark: _Toc200371220][bookmark: _Toc200452468]Facilitator Objective
Consolidate the results of the SAM workshop into a clear, well-documented summary that can guide the drafting of the Council’s 5-Year Plan. Ensure that all decisions are captured, rationales are preserved, and outstanding questions are flagged for follow-up.
[bookmark: _Toc200371059][bookmark: _Toc200371221][bookmark: _Toc200452469]Post-Workshop Tasks & Timeline 
To keep the momentum going following the Workshop, the following tasks and timeline are suggested. 
	Task
	Who
	By When

	Review SAM worksheets, scores, and notes
	Council staff/facilitator team
	Within 2–3 days

	Prepare summary memo and/or meeting notes
	Lead notetaker or project manager
	Within 1 week

	Clean and consolidate goal/objective language
	Assigned writer/editor
	Within 2 weeks

	Draft rationales for included/deferred goal areas
	Council staff or writer
	Within 2 weeks

	Identify any gaps or clarifications needed
	Facilitator or planning lead
	Ongoing

	Translate top priorities into a strategic plan draft
	Council planning team
	By [insert target date]

	Share draft with Council for review and feedback
	Project lead
	[insert review window]



[bookmark: _Toc200371060][bookmark: _Toc200371222][bookmark: _Toc200452470]Materials to Synthesize
· Completed SAM scoring sheets and clustering worksheets

· Flipchart photos or digital artifacts from idea generation

· Notes from group discussions and decisions

· Final priority worksheet 



[bookmark: _Toc200371061][bookmark: _Toc200371223][bookmark: _Toc200452471]Process Tips
· Highlight areas where consensus was strong and where discussion surfaced uncertainty or questions.

· Consider mapping selected goal areas back to federal requirements and CRA data to reinforce alignment.

· Use plain, action-oriented language to reframe ideas into clear goals and  objectives.

· Preserve original participant language wherever appropriate to maintain authenticity.

· Prepare a summary report that can be shared with Council members who did not attend.
[bookmark: _Toc200371062][bookmark: _Toc200371224][bookmark: _Toc200452472]Optional Follow-Up Activities
· Host a brief Council check-in to review the synthesis and confirm the final list.

· Circulate a draft of the 5-Year Plan narrative section with embedded SAM results.

· Invite written feedback from Council members or partner groups to validate proposed goals and objectives.

· Use results as a launchpad for defining implementation workplans or timelines.
	Your notes: 















[bookmark: _TOOL_A._EXAMPLE][bookmark: _Toc200452473]TOOLS
[bookmark: _Tool_A._Example_1][bookmark: _Toc200371226][bookmark: _Toc200452474]Tool A. Example Topic Areas and Data Tables
The following tables provide sample topic areas and illustrative data points to help guide the development of data tables / summaries for Council members. 
Table 1. CRA  Part B : Portrait of the State Services
	Topic Area
	Sample Data Points

	Health and healthcare
	% of adults with I/DD without a primary provider

	Employment
	Labor force participation rate among I/DD

	Informal/formal supports
	Reliance on unpaid caregivers; Direct Support Professionals turnover

	Interagency goal areas
	# of Memorandum of Understandings or cross-agency collaborations

	Quality assurance
	Frequency of quality monitoring or complaints

	Education/EI
	% of children with Individual Education Plans receiving services

	Housing
	# of people with I/DD in non-family housing

	Transportation
	Access to public or accessible transport

	Childcare
	Availability of inclusive early childcare

	Recreation
	Participation in inclusive recreation or leisure



Table 2. CRA Part C : State Issues and Challenges
	Topic Area
	Sample Data Points

	Eligibility for services
	Narrow state eligibility definition

	Underserved populations
	Structural or systematic barriers faced by individuals with I/DD

	Assistive technology
	Wait time or unmet demand for Assistive Technology devices

	Residential care
	Length of waitlists for group home placement

	Funding resources
	Trends in waiver funding over 5 years

	Intermediate Care Facility /DD services
	Quality of care indicators

	Home and Community-based Services adequacy
	Gaps in service availability by region



Table 3. Past/Current Workplan Topics
	Topic Area
	Sample Data Points

	Advocacy
	# of self-advocates trained statewide

	Systems change
	Policy changes supported or advanced by Council

	Capacity building
	Participation in leadership development programs



[bookmark: _TOOL_B._SAMPLE][bookmark: _Toc200371227][bookmark: _Toc200452475]Tool B. Sample Participant Invitation Email 
Subject: You’re Invited: Help Shape the Council’s Next 5-Year Plan
Body:
Dear [Participant Name],
We’re excited to invite you to an upcoming workshop where we’ll work together to shape the Council’s next 5-Year Plan. This will be a hands-on session where your ideas and voice will help guide what the Council focuses on in the future.
Why This Workshop Matters
We’ll look at important issues facing people with developmental disabilities and their families. Together, we’ll come up with ideas and choose the most important goals for the Council to work on over the next 5 years.
What We’ll Do Together
Review some key facts and information
· Share and discuss ideas
· Score each idea using a simple tool called the Strategic Alignment Matrix (SAM)
· Choose which ideas are the top priorities
· Write down decisions to guide next steps
How You Can Prepare
If you have time, please read the short data handout we’ve attached. It gives a quick look at the biggest needs and issues across the state. You can also reach out if you have any questions or need the materials in a different format.
[bookmark: _TOOL_C._ANNOTATED]Workshop Details
📅 Date: [Insert date]
🕐 Time: [Insert time and duration]
📍 Location: [Zoom link or in-person address]

If you need anything to help you participate—like a support person, interpreter, large print materials, or tech help—please let us know. We want everyone to feel welcome and included.
Thank you for being part of this important work. We can’t wait to hear from you!
[bookmark: _Tool_C._Annotated_1][bookmark: _Toc200371228][bookmark: _Toc200452476]Tool C. Annotated Agenda
Workshop Objective
To collaboratively generate, evaluate, and select proposed goal areas for the Council’s 5-Year Plan using the SAM decision-making tool.
Agenda
	[bookmark: _Hlk199415128]Time
	Topic
	Description

	10 mins
	Welcome & Purpose
	Brief welcome by Council leadership or staff. Outline the purpose of the workshop and how the SAM tool supports strategic planning aligned with federal requirements and community needs.

	15 mins
	Step 1. Reviewing Data and Framing the Conversation
	Participants review key data tables from the CRA. This grounds everyone in current needs and gaps before idea generation begins. Can be done as a data walk or guided slideshow.

	30–40 mins
	Step 2. Generating and Clarifying Ideas (Diverge)
	Brainstorming session where participants generate ideas under each topic area using a central scribe or sticky-note method. Encourages broad participation.

	20 mins
	Step 3. Categorizing and Populating Goal Areas (Cluster/Organize)
	Participants group similar ideas into potential goal areas. This step helps reduce redundancy and prepare ideas for structured evaluation.

	60–90 mins
	Step 4. Evaluating Goal Areas (Evaluate)
	Each goal area is assessed using the SAM criteria. Scoring is done individually and/or as a group, with discussion prompts guiding thoughtful reflection on feasibility, alignment, and impact.

	30 mins
	Step 5. Prioritizing and Deciding on Goal Areas (Converge)
	Group translates scores into a ranked list and selects top goal areas for inclusion in the plan. May use dot voting or consensus discussion. Discussion includes trade-offs, mandates, and capacity.

	20 mins
	Step 6. Documenting Decisions
	The group records rationale for decisions.

	5 mins
	Close & Appreciation
	Facilitator summarizes accomplishments and thanks participants for their contributions. Share next steps and timeline for drafting the plan.





[bookmark: _TOOL_D._ICE-BREAKER][bookmark: _Toc200371229][bookmark: _Toc200452477]Tool D. Ice-Breaker Options

	When to Use
	Steps
	Materials

	Three‑Word Weather

	Quick mood check; any size, virtual or in‑person
	· Prompt: “If your day were the weather, what three words describe it?” 
· Give examples, then round‑robin or popcorn. 
· Debrief: link variety of ‘weather’ to diverse priorities.
	Optional visual sheet with weather icons + feeling words; chat box for virtual typing

	Shared Snapshot

	Build connections as people arrive; good for visual learners
	· Board with 6 icons (Music, Food, Pets, etc.). 
· Participants place one dot per category they enjoy. 
· Facilitator notes clusters (“Lots of pet lovers!”) and bridges to finding common ground in priorities.
	Poster or virtual whiteboard; sticky dots or emoji stamps

	Object of Meaning

	Deeper personal sharing; best for groups ≤20
	· Ask members in advance to bring an object or photo that represents “why I care about disability issues.” 
· 30‑second show‑and‑tell each. 
· Debrief: highlight shared values.
	Objects or photos; camera for virtual show‑and‑tell



Accessibility Tips
· Offer multiple ways to participate—speak, type, show pictogram card, or use Augmentative and Alternative Communication.

· Keep each turn to 30 seconds; allow “pass.”

· Provide high‑contrast images and large print for visual boards.
· 

[bookmark: _TOOL_E._SAM][bookmark: _Tool_E._Goal][bookmark: _Toc200371230][bookmark: _Toc200452478]Tool E. Goal Area Clustering Worksheet
Organizing brainstormed ideas into draft categories or themes
Instructions
Review the ideas collected during Step 2.

Begin identifying groups of ideas that seem related or connected.

Write each theme label in the left column.

List the related ideas underneath each theme.

Use the “Clarifying Notes” column for any explanation, questions, or follow-up points.
	Goal Area
	Related Ideas
	Clarifying Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Tips for Participants
Start by finding a few ideas that clearly go together.

Use plain language for theme titles, these can be refined later.

If an idea doesn’t fit anywhere, note it separately and bring it up with the group.

It's okay to duplicate an idea if it seems to belong in more than one theme.


[bookmark: _TOOL_F:_SAM][bookmark: _Tool_F._SAM][bookmark: _Toc200371231][bookmark: _Toc200452479]Tool F. SAM Scoring Sheet
Click the icon below to access the SAM Scoring Tool and guidance. 

Use this sheet to evaluate each proposed goal or objective using the SAM criteria. Score each item on a scale of 0 (low) to 5 (high) and use the notes column to explain or clarify your rating.
	SAM Criteria
	Score (0–5)
	Notes / Explanation
	Flag for Discussion (✔)

	A. Federal Mandate Fit
	
	
	

	B. Data Alignment
	
	
	

	C. Mission Alignment
	
	
	

	D. Partner Support
	
	
	

	E. Evidence Base
	
	
	

	F. Implementer Capacity
	
	
	

	G. Feasibility
	
	
	

	H. Reach & Benefit
	
	
	

	I. Projected Impact
	
	
	



[bookmark: _TOOL_G._FINAL]


[bookmark: _Tool_G._Final_1][bookmark: _Toc200371232][bookmark: _Toc200452480]Tool G. Final Priorities and Rationale Worksheet
Use this worksheet to document the goal areas selected through the SAM process, including the rationale for each decision. This can serve as the foundation for strategic plan documentation and future progress tracking.
	Goal Area 
	Rationale for Selection or Deferral
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