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 AGENDA ITEM
WHO
TOPIC
TIME
Welcome and Introductions
County Commissioner or Other Host(s)
Welcome and Introductions: 
· Welcome everyone and recognize special guests, including partners/                 co-hosts, sponsors, policymakers, and influential community members in the audience
· Provide the “why” for the forum: the importance of investing in young children and families/early brain development as the foundational reason we need to support the needs of all children 
· Introduce the moderator
See Internal Talking Points in the “Policy Tools” section for ideas
5 minutes
Welcome and Introductions
Moderator
Introduce the meeting format, expert presenters, and panelists
5 minutes
Presentations

Expert Presenters 
· F5 Tip: We recommend up to 3 presenters
Brief presentations by subject matter experts that provide an overview of the issues and include brief case studies, and/or share families’ stories or examples of First 5 at work
15 minutes
5-7 min each
Panel Discussion

Moderator, Panelists
· F5 Tip: We recommend up to 4 panelists
Moderator will ask all panelists to briefly introduce themselves and speak about their connection to or work on issues pertaining to young children and families
20 minutes
5 min each
Questions and Answers

Moderator, Panelists, Audience
Moderator will field questions about the issues. These will include both prepared questions interspersed with questions from the audience 
See Sample Panelist Questions in the “Policy Tools” section for ideas
30 minutes
Looking Ahead

Moderator, Panelists, Audience, First 5 Staff
Discussion with panelists on next steps, facilitated by the moderator:
· Summarize major issues
· Ask policymakers for their perspectives on next steps and to commit to specific Calls to Action – specifically, to take the First 5 Pledge
· First 5 staff to hand out First 5 Pledge Cards to policymakers and guests
· Ask guests to complete and hand in First 5 Pledge Cards

See First 5 Pledge Card Templates in the “Planning” section
13 minutes
2-3 min (summary)
2-3 min 
(each policymaker response)
2-3 min (explain/handout Pledge Card)
Thank You
Moderator
Positive end focused on next steps and shared commitment to community:
· Thank participants and guests for their participation, including partners/co-hosts, sponsors, policymakers, and First 5 staff who organized the event
· Ask guests and participants to complete the town hall evaluation form
See Town Hall Evaluation Sheet in the “Planning” section
[bookmark: _GoBack]2-3 minutes
TOTAL TIME


90 minutes
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