[image: image1.jpg][ 4

INIFAC

International Institute
for Facilitation





Video Recording Requirements
A. What are the requirements?

1. Candidates for Certified Master Facilitator and Provisional CMF must submit a videotape of a simulated facilitated session for review and assessment.

2. The simulated facilitated session must be based on a topic assigned by the International Institute for Facilitation (INIFAC). Participants in the session must role play according to specific instructions provided by INIFAC.

3. Along with the simulated facilitated session, the videotaped activity must include the reading of the Statement of Integrity and the On-Camera Feedback Session. The entire videotaped activity must not exceed 60 minutes. The simulated facilitated session must last between 25 and 35 minutes. 

4. Your facilitated session must include a minimum of five participants (not counting the facilitator). We recommend an additional person serve as videographer to run the video equipment but not participate in the session.

5. The video must start with your reading of the Statement of Integrity provided below. Your videographer must follow the instructions that you give in the Statement of Integrity.

6. During your facilitated session, you must cover the opening, close and at least two other agenda items.

· 25-35 minutes is probably not adequate time to facilitate the complete topic. Therefore, it is NOT necessary that you complete all the agenda items in your topic.

· At your option, you may end an agenda item early in order to move on to another agenda item. Please use a transition phrase such as, “Now that we have exhausted the responses for this agenda item…” to let the assessors know you are ending the item early.

· You must have at least one segment in which you record information provided by the participants.

· You must have a close that, at a minimum, reviews what was done. For the close, it is NOT necessary to include a session evaluation. The On-Camera Feedback Session will suffice.

7. At the completion of your session close, your videotape must conclude with an On-Camera Feedback Session.

· You answer first, then the participants answer, the following question: What did the facilitator do well?

· You answer first, then the participants answer, the following question: What could the facilitator have done even better? You must have each participant and the videographer sign the Verification of Session Integrity form.

8. You must submit your video, the Verification of Session Integrity forms and your Detailed Facilitation Guide to INIFAC for review and assessment.

9. The Detail Facilitation Guide must describe your plan for facilitating the simulated session. You may use your own format or use the attached templates. At a minimum, your facilitation guide must include the following:

· Session objective

· Session deliverable

· Session agenda

· Include an opening, close and all other agenda items necessary to achieve the session objective and produce the session deliverable

· Plan for each agenda item

· The directions you will give or the question you will ask to start the agenda item

· A description of the format you will use to record responses from the participants (e.g., straight list, two-column table)

· The supplies you will use (e.g., dots, Post-Its®)

· The target duration if you were NOT constrained by the time requirements of the simulated facilitated session

B. Process Steps

1. Receive your topic and participant role play envelopes from INIFAC. You should receive these within 21 days of submitting your initial application.

2. Review the background materials provided for your topic. (Be sure NOT to open the participant role-play envelopes. The participants will open these on camera on the day of the facilitation!)

3. Prepare your Detailed Facilitation Guide.

4. Schedule a facility and recruit your participants and a videographer.

5. On the day of the session:

· Prepare and set-up the room as you desire.

· Provide each participant and the videographer with a copy of the Verification of Session Integrity. Provide the videographer with the Instructions to the Videographer.

· Have the videographer start the video.

· Read the Statement of Integrity.

· The videographer should follow your direction. The participants should open their role play envelopes when they are instructed to do so.

· Start the simulated facilitated session with your opening.

· After the opening, complete at least two agenda items.

· Close the simulated facilitated session (do NOT include an evaluation step).

· Read the statement to start the On-Camera Feedback Session.

· Read the statement to request the participants to complete the Verification of Session Integrity. 

· Thank the participants. 

· Have the videographer turn off the camera.

6. We recommend that you have a copy made of your videotape in case of loss or destruction in the mail.

7. Send to INIFAC:

· Place all of the material included in the original packet into the large preaddressed return envelope supplied.

· Your video under separate cover.

	Send to:

Stephanie Kron Raffetto
16913 SE 25th Street

Bellevue, WA  98008

(703) 909-8810

stephanie@inifac.org


8. INIFAC will complete the evaluation in 4-6 weeks.

C. Instructions to the Videographer

The session which you will be video recording is an official segment of the facilitator’s application for Certified Master Facilitator. The videotaping is being done in place of the facilitator going to a central location to demonstrate facilitation skills in front of an Assessment Committee. The videotaped session eliminates unnecessary time and expense of traveling to an assessment site. However, videotaping also allows for the integrity of the process to be easily compromised. 

Accordingly, it is essential that you help create an environment that maintains the same level of integrity and accountability that would be the case if the facilitator were in front of an Assessment Committee. Please note the following:

1. Be sure to video the participants opening their envelopes.

2. Be sure to follow the facilitator for at least 70% of the session. Other time can be spent focusing on the participants and the writing boards.

3. A few wide-angle views of the entire room would be helpful.

4. Be sure to test the sound. The recording equipment should pick up the voice of the facilitator and the participants.

5. Be sure to have at least three examples in which the video shows the words as the facilitator writes them on the writing boards. Depending upon the capability of the camera, this may require getting closer to the boards so the writing is visible on the tape.

6. Of greatest importance: it is essential that the videotaping be done in one continuous run, without stopping. A tape that appears to have been restarted in any way will be cause for disqualification. Once the video equipment begins running with the reading by the facilitator of the Statement of Integrity, the video must be left running until the On-Camera Feedback Session is completed with the facilitator saying, “The videographer may now turn off the tape.”

D. Statement of Integrity

This statement is to be read to the participants by the facilitator at the beginning of the videotaped session. The camera must be running while this statement is read.

	Statement of Integrity

My name is ___________________ and today’s date is______. The simulated facilitation topic is _________________________. The role-play envelopes are numbered _____ through _____.

The videotaped session in which you are participating is an official segment of my application for Certified Master Facilitator. The video taping is being done in place of me going to a central location to demonstrate facilitation skills in front of an Assessment Committee. The video session eliminates unnecessary time and expense of traveling to an assessment site. However, video recording also allows for the integrity of the process to be easily compromised. 

Accordingly, it is essential that you help create an environment that maintains the same level of integrity and accountability that would be the case if I were in front of an Assessment Committee. Please note the following:

1. It is essential that the video recording be done in one continuous run, without stopping. 

2. It is essential that when each of you opens the role-play envelopes for the first time, the opening is videotaped, with the front and back of the envelope clearly shown before opening. 

3. It is essential that you follow the instructions that appear on your role play sheet.

4. It is essential that I not see the contents of any envelope until the session is completed.

5. It is essential that the debrief session appear on the videotape.

6. And finally, for emphasis, it is essential that once the video equipment is turned on with the reading of this statement, it is left running until the debrief session is completed at the end. A tape that appears to have been restarted in any way will be cause for my disqualification.

The videographer will now focus the camera and do a “close up” on the participant closest to the videographer. This first participant will now hold up the participant envelope, and show the camera the number on the front of the envelope and show the back of the envelope to verify that the envelope has not been opened. The first participant can now open the envelope and silently read the instructions while the camera moves on to focus on the next participant.

The next participant will now hold up the participant envelope… 

(This process should continue until all envelopes are opened. If there are more participants than envelopes, please state, “In this session, there are (number) participants without envelopes.”)

	We are now ready to begin the session. I will be facilitating for 25-35 minutes. In this time, I will cover the opening, the close and at least two other agenda items. I will not necessarily complete all agenda items. In addition, to save time, I may end an agenda item early by saying words similar to: “Now that we have exhausted the responses for this agenda item, let’s move on to the next agenda item.”

At the end of the role play, I will be asking you for feedback on things I did well, as well as things I could have done to have made the session better. Your frank feedback will be helpful in the assessment process. Please feel free during the session to jot down feedback notes that you want to remember.

This ends the Statement of Integrity. Videographer, please keep the camera running as I transition to the start of the simulated facilitated session.


E. On-Camera Feedback Session Statement

This statement is to be read to the participants by the facilitator at the beginning of the feedback session. The camera must continue to run throughout the feedback session.

	On-Camera Feedback Session

1. Now that we have completed the simulated facilitated session, the next step is to gain feedback from you on what went well, and how I could have made it better. The videographer will continue to run the camera during this segment.

2. Let me start by sharing my thoughts on what I did well…

3. Now, starting to my left, let’s go around and give each person a chance to say what I did well. Feel free to “pass” at any time. If someone says something you agree with, feel free to indicate your agreement by saying “Ditto!”

4. Next, let me share my thoughts on what I could have done to have made the session better...

5. Next, let’s hear about other things I could have done to have made the session better. Who would like to start?

Thank you for participating in this session. The videographer may now turn off the tape. Please review the Verification of Session Integrity. Make any comments you feel appropriate and sign the form.


Verification of Session Integrity

I understand that the videotaped session in which I was involved is an official segment of a facilitator’s application for Certified Master Facilitator. I understand that I play a very important role in ensuring that the desired level of integrity and accountability is maintained throughout the session through adherence to the following statements:

Integrity Statements

1. It is essential that the videotaping be done in one continuous run, without stopping.

2. It is essential that when each participant opens the role-play envelopes for the first time, the opening is videotaped, with the front and back of the envelope clearly shown before opening.

3. It is essential that each participant follows the instructions that appear on the role play sheet.

4. It is essential that the facilitator not see the contents of any envelope until the session is completed.

5. It is essential that the debrief session appear on the videotape.

I certify that to the best of my knowledge: (place your initials in one of the following):

___
None of the Integrity Statements were violated in any way.

___
There were one or more minor exceptions to the Integrity Statements, but none were violated in any material way. (Please describe the exceptions below.)
___
There were one or more significant exceptions to the Integrity Statements. (Please describe the exceptions below.)
Description of Exception(s)

Your Name (Please Print):


Signature:


 __Participant   Role Number _________
 __Videographer

Facilitator’s Name (Please Print):


If you have additional comments, you may contact the INIFAC Director at (703) 909-8810
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