General Instructions for Facilitating a WiLearn Community Huddle Due to Absence
This is a brief guide for supervisors, coaches, or lead staff who are helping a learner make up a huddle absence. Please contact us wilearn@wcwpds.wisc.edu if you have questions about facilitating the huddle or concerns about the timeframe.
Key messages:
· Do your best! 
· Use the Absence Guide we provide but be flexible to your learner’s needs
· You may not know all of the specifics of the online modules, and that’s OK! You know these fundamental topics.
· Email WiLearn when the huddle is completed

Your goals for the huddle session: 
· Provide the learning experience they missed
· Keep them on track in their learning sequence
· Aim for rich discussions and sharing (where the learner talks more)
· Help them apply what they have learned to agency practice

Steps:
We will send you 2 emails with information and specific materials referenced below. 
1. Schedule a time to meet (see your email for guidance on time frames). 
2. Review the “Facilitation Guide for Community Huddle Absence” (or the “Guide”) ahead of time.
a. The Guide provides the flow, discussion questions, and activities.
b.  You can modify your discussion as long as you meet the purpose of each section. 
c. Some huddles may require more preparation – do what is reasonable for you.
3. Meet with your learner and complete the huddle.
4. When the huddle is finished, do these 3 things:
a. Sign and date page 1of the Guide. Save it for your records.
b. Provide the Community Huddle Passcode to your learner so they can move forward in their online packets.
c. Email wilearn@wcwpds.wisc.edu with the huddle name, learners name, and date huddle was completed.

Thank you for supporting your learner in WiLearn!
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