	Facilitator Responsibility Chart 



	Facilitator Responsibility


	Who to contact


	When/how often

to contact
	Content of contact

	Six-month plan
(will be sent twice a year, sample available on the web site)


	Send to family/focus person for approval

Send to Network Coordinator for approval


	Twice a year

(usually January and June) 
	Proposed hours, mileage 

& tolls for each month
Long & short-term goals

Highlights

	Invitation to Join a Network 
(Sample available on the web site)

	People identified by the focus person/family as being potential network members 
	At the start of a new network OR as new network members are desired
	Greeting

Information about the LifeSPAN and the network

Facilitator role and contact info



	Invoice
(will be sent via email once a month) 


	Network Coordinator


	Once every month 

by the sixth of the following month
	Preapproved facilitator hours, mileage and tolls for that month
Notes on any discrepancies

Your name on the subject line

	Meeting summary

(template available)
	Network Coordinator and family/focus person


	After each network meeting

within 3 days of meeting


	Info such as 
Attendees

Activities 
Date & place

Plans
Updates


	Network Newsletter

(templates available)
	The Network and

Network Coordinator
	After each network meeting

within 7days of meeting
	Photos 
Activities

Plans for next meeting and/or network activities


	Greeting card


	The Focus Person
	Focus person’s birthday, Christmas and special occasions
	Your special wishes for the focus person


	Facilitator Responsibility


	Who to contact


	When/how often

to contact
	Content of contact

	Staying connected with the network 

	The Family/focus person
	At least once a month
	An email or phone call asking how things are going, checking in 

	Meeting a new focus person


	The Network family/focus person 
	Several times in the first several months

if it’s written in the six-month plan
	Meeting with the focus person for outings to get to know each other 

	Keeping family informed when focus person does not live with the family


	The Family
	After a meeting with the focus person 
	An email or phone call to give info on how things went  

	Asking a question/sharing a network concern and/or joyful event

	The Network Coordinator
	Whenever you have a question or concern about your network 
	Email a question, a concern or a happy story

	Network communications


	The Network and the Network Coordinator
	As events happen, when there is a network meeting
	Event details 

	Facilitator meetings


	The Network Coordinator 


	Quarterly 
	RSVP

	Keeping track on one’s time


	Oneself
	As you fulfill the time allotments on the six-month plan 


	Pre-approved hours spent on network activities

	Network Survey

(template available)

	Network members
	Once a year (at most) or when you would like to get network member feedback


	Questions about network satisfaction


