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The purpose of this guide is to serve as a tool.
SCDD encourages self-advocates who are involved in 

any group, network, board or committee to use this 
guide.

2017-2021 STATE PLAN
SCDD 2017-2021 State Plan Goal #1: Californians with 
intellectual and developmental disabilities and their families 
will have increased support to advocate for Self-
determination; and Inclusion within their communities.

The California State Council on Developmental Disabilities 
(SCDD) thanks the many self-advocates and facilitators who 
have provided feedback and direction regarding facilitation; 
especially the members of the State Council on 
Developmental Disabilities Self Advocates Advisory 
Committee (SAAC) and the Statewide Self Advocacy 
Network (SSAN). 
For more information please visit our website at www.scdd.ca.gov
©2016 State Council on Developmental Disabilities 
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The Self Advocate Advisory 
Committee Members (SAAC) and 
facilitators

Front Row- David Forderer and Rebecca Donabed
Back Row- Left to Right- Wayne Glusker, Kerstin Williams, Robert Taylor, Sandra Aldana, Charles 

Nutt, and Angela Lewis.
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Words from Statewide Self 
Advocacy Network Members 

(SSAN)

Cheryl Hewitt- Former SSAN chairperson-

“Having a facilitator allows me to present professional 
material and get my thoughts on paper.”

“Having a facilitator helps my self-esteem and self-worth 
because I don’t have to work so hard to get information 
out.”

Cheryl explained further that "My brain goes faster than my hand does so it 
allows me to get full information out. Without the facilitator I may leave a 
sentence out." Facilitation is not “The facilitator should not take over; their role 
is to make sure the voice of the person they are helping is heard clearly.”

Ramon Hernandez – “Due to my disability, having a facilitator allows 
me to complete the tasks that are assigned to me without the worry of 
not being able to finish them because I am tired.”

              

Julie Gaona – “People who provide facilitation give me freedom to 
do the things that I am not physically able to do.” “If it wasn’t for the 
supports I wouldn’t be able to do the advocacy work that I do”  “It 
helps to have someone explain things to us” 

Desiree Boykin - “I think facilitation role is to empower the self-
advocates to use their voice to speak up for their rights”.
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How to Use This Guide
This guide is a toolkit to help you find out what 
facilitation is, how it works and how to get it!

If you are new to a self-advocacy group, 
network, board or committee and would like 
support to help you be an active member, 
facilitation can be a tool you use. This guide 
will give you information to decide if this is 
support you would like to have. 

GO through all the pages of this guide. (if you need 
help to read it or have questions- ask someone to 
help you!)

There is information about Attendant Services- this
is not facilitation services but if you need both- say
so!

There is a facilitation worksheet at the end of this 
guide- this worksheet can be helpful for you to 
decide what you would like help on. 

Remember- you can always ask a member of the 
self-advocacy group, board or committee for help to 
participate!
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What Is Facilitation?
Facilitation is a tool – think about these tools… use a pen 
to write, use glasses to see or use a wheelchair to get 
around!  A facilitator is also a tool used to help people be 
active, contributing members of a group, network, board, or 
committee! 

A Facilitator helps you understand information from a group, 
network, board, or committee.

A Facilitator can breakdown important issues without taking sides. 

A Facilitator can help you find the knowledge you need to make 
informed decisions and to vote on issues. Can help you problem 
solve issues that come up! 

A Facilitator can help you get your thoughts together to speak up or 
ask questions on an issue before, during or after a meeting.

A Facilitator can support you to take care of other tasks like making 
travel arrangements, schedule other meetings, write a report and 
keep a calendar to stay on track. 

Remember- it is your decision to have facilitation services and 
work with a facilitator!
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What Is Attendant Services?

Attendant service is help from others to 
perform activities of daily living. Services 
may include assistance with care and 
hygiene, mobility and escort 
responsibilities. 

If you need this type of service to 
participate in a group, network, board, or 
committee, be sure to talk to the 
organization to find out how to get this 
service. 

Some people may need both facilitation & 
attendant services. Some people have 
different people for each service and 
some people have one person doing both 
jobs. 
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Facilitation
1, 2, 3

1 Getting ready BEFORE the Meeting:

□ Go over the handouts, packets, and presentations.  Ask questions of the 
materials that are given.

□ Your facilitator can help you review materials and can help you 
understand your questions.  

□ Be sure to write down any questions you have to ask at the meeting. 

□ Your facilitator can help explain the materials and help you to be ready 
for the meeting.

2 Getting help DURING the meeting:

□ Your facilitator can remind you to ask the questions of the materials that 
you have written down.

□ Your facilitator can explain information in a better way if needed.

□ The facilitator explains information in a way that does not give an opinion.  

3 Getting organized AFTER the meeting:

□ Go over any notes from the meeting with your facilitator. 

□ Make a plan to follow up on anything from the meeting. 

□ Schedule time to meet for the next meeting with your facilitator. 
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Hiring a Facilitator- TIPS
YOU are the employer of the FACILITATOR helping you

Interview the person to 
find out if they can do the 
job.

Tell the person what 
support you will need. 

If you think the person 
can do the job…HIRE 
them!

Hire Be interviewed by the 
person. 

Make sure you can do 
the job and understand 
the role. 

Provide information to 
be hired. (Can differ 
depending on the
organization).

You decide if your 
facilitator is helping you 
the way you want and 
need. Talk to each other!

It is a team effort and may 
take some time to get it 
right! 

Supervise The person you are 
supporting directs the 
support that is needed.

You and the person 
may want to talk 
regularly about how 
things are going and if 
it is working. 

Find out how the facilitator 
is to be paid, what 
paperwork is needed to 
be paid and who gets the 
paperwork.

Pay**
**each organization is different 
on their requirements for 
payment to a facilitator, it is best 
to know ahead of time what 
needs to be done.

Understand how you 
will be paid, when you 
will be paid, what 
paperwork is needed 
and who gets the 
paperwork.

You need to make sure 
you are clear about your 
support needs.

Train You want to make sure 
you understand your 
role and have the 
information of the 
support needed.

You have the right to 
terminate (end) working 
with a facilitator.

Terminate You understand that 
the person supported 
can end this working 
relationship.

YOU FACILITATOR
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Facilitator 
Do’s and Don’ts

DO help the person FIND their POWER…
• Encourage problem solving skills
• Encourage self advocacy skills
• Encourage engaged participation
• Support person respectfully
• Honor confidentiality 
• LISTEN to the person on how they want to be 

supported
• Meet the person where he/she is at and not push them to where you 

think he/she should be

DON’T TAKE the person’s POWER away by … 
• NOT listening to the person or act on what they tell you….or act in a 

way that isn’t respectful!
• NOT thinking the person is not ABLE enough to participate in a 

meeting! 
• NOT valuing such participation!
• NOT doing everything for the person instead of 

encouraging/teaching/guiding the person!
• Deciding “I know best” and speak for the person or for yourself!
• Deciding “I have the power” and disregard the person’s role in a 

meeting 
• Say or act one way BUT then say or act in another way!
• NOT maintaining confidentiality!
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Resources
These resources can help YOU and your 

facilitator make difficult or complex material 
easier to understand.

Facilitator and Attendant Selection Training 
(September 2016). California State Council on Developmental 
Disabilities.  Prepared by Sherry Beamer and Renee Gonzales, 
www.capcinc.org for the California Statewide Self-Advocacy 
Network.  

Fantastic Facilitation   
http://pacific-alliance.org/wp-
content/uploads/2014/04/FantasticFacilitation.pdf

Owning Your Organization
http://pacific-alliance.org/wp-content/uploads/2016/04/PADSA-
owning-your-organization.pdf

Facilitation:  Purpose – Planning – Practice
A guide to provide background and planning tools that lead to 
more effective participation. (2011)  
http://brcenter.org/lib/lib_pdf/CN_FacilitationGuide.pdf
                                                                                                          
The Guide: NASDDDS Handbook on Inclusive Meetings and 
Presentations (2006). National Association of State Directors of 
Developmental Disabilities Services. 113 Oronoco Street 
Alexandria, VA 22314 (703) 683-4202. 
https://www.nasddds.org/resource-library/self-advocacy/the-
guide

Center for Plain Language
Nonprofit organization promoting the use of plain language in the 
public and private sectors. 
http://www.centerforplainlanguage.org
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Plain Language Action & Information Network
Promotes plain language for all government communications. 
Strategies to improve communication from the federal 
government to the public. 
http://www.plainlanguage.gov

Disability Rights California (DRC) “Tips Towards Plain 
Language”
DRC is a nonprofit agency. They are the largest disability rights 
group in the nation. They are a leader in producing plain 
language.
https://www.disabilityrightsca.org/system/files/file-
attachments/CM0101.pdf

Inclusive and Accessible Boardsmanship 

The California Department of Developmental Services (DDS) has 
an online data base called “Consumer Corner” that produces 
many helpful resources in plain language. Their Resource on 
Boardsmanship is very helpful.
https://www.dds.ca.gov/ConsumerCorner/docs/Boardsmanship_
Eng.pdf

Get on Board and Make a Difference: Effective Practices for 
Including People with Developmental Disabilities and New 
Members on Boards and Committees. Green Mountain Self-
Advocates and the Arc of Vermont 
http://www.ddas.vermont.gov/ddas-publications/publications-
dds/publications-dds-documents/dds-publications-advocacy/dds-
advocacy-get-on-board

Acronyms List

A list of terms used in the field of Intellectual/Developmental 
Disabilities can be found under Quick Links at www.scdd.ca.gov
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DEFINITIONS
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RESPONSIBILITIES OF FACILITATORS AND ATTENDANTS
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PERFORMANCE
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SERVICES
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DRIVER'S LICENSE NUMBER

STATE OF CALIFORNIA

AUTHORIZATION TO USE PRIVATELY OWNED

STD. 261 (REV. 3-95) (Excel 5.0)

I.  CERTIFICATION

VEHICLES ON STATE BUSINESS
This approval must be renewed annually.

Supervisor:  Retain Original Copy

EMPLOYEE'S SIGNATURE

STATE

PRINT NAME

EXPIRATION DATE

DATE SIGNED

II.  APPROVAL

APPROVING AUTHORITY SIGNATURE TITLE DATE APPROVED

Use of a privately owned vehicle on State business is approved.

III.  RENEWAL

EMPLOYEE'S SIGNATURE

I have reviewed the above certification and approval and certify that the information provided is correct and valid.

APPROVING AUTHORITY SIGNATURE DATE APPROVED

EMPLOYEE'S SIGNATURE

I have reviewed the above certification and approval and certify that the information provided is correct and valid.

APPROVING AUTHORITY SIGNATURE DATE APPROVED

EMPLOYEE'S SIGNATURE

I have reviewed the above certification and approval and certify that the information provided is correct and valid.

APPROVING AUTHORITY SIGNATURE DATE APPROVED

EMPLOYEE'S SIGNATURE

I have reviewed the above certification and approval and certify that the information provided is correct and valid.

APPROVING AUTHORITY SIGNATURE DATE APPROVED

EMPLOYEE'S SIGNATURE

I have reviewed the above certification and approval and certify that the information provided is correct and valid.

APPROVING AUTHORITY SIGNATURE DATE APPROVED

EMPLOYEE'S SIGNATURE

I have reviewed the above certification and approval and certify that the information provided is correct and valid.

APPROVING AUTHORITY SIGNATURE DATE APPROVED

EMPLOYEE'S SIGNATURE

I have reviewed the above certification and approval and certify that the information provided is correct and valid.

APPROVING AUTHORITY SIGNATURE DATE APPROVED

In accordance with State Policy (S.A.M. 0753 & 0754) approval is requested to use privately owned vehicles to conduct official State business.

I hereby certify that , whenever I drive a privately owned vehicle on State business I will have a valid driver's license and proof of liability
insurance in my possession, all persons in the vehicle will wear safety belts and the vehicle shall always be:

1.    Covered by liability insurance for the minimum amount prescribed by State Law  ($15,000 for personal injury to, or death of one person;
$30,000 for injury to, or death of, two or more persons in one accident; $5,000 property damage.)  Vehicle Code Section 16020 (effective
July 1, 1985) requires all motorists to carry evidence of current automobile liability insurance in their vehicle.

2.    Adequate for the work to be performed.

3.    Equipped with safety belts in operating condition.

4.    To the best of my knowledge, in safe mechanical condition as required by law.

liability and comprehensive insurance.
I understand that the mileage rate I claim is full reimbursement for the cost of operating the vehicle, including fuel, maintenance, repairs and both

I understand that permission to drive a privately owned vehicle on State business is a privilege which may be suspended or revoked at any time.

I further certify  that while using a privately owned vehicle on official State business, all accidents will be reported on form STD 270 within 48
hours (S.A.M. 2441 ).
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Facilitation Check List 

Directions: Please use the following intake form to figure out the types of 
facilitation supports you need by check the tasks that you need help with 
before, during, and after meetings. Please note that SCDD staff may need 
to contact you through email or phone calls if the there are questions about 
your answers to this form. 

 
BEFORE meetings, I need help with: 

1. reviewing, reading, and understanding meeting materials, including 
agendas, minutes, and/or policies  ☐ 

2. Getting materials in the right format: 

a. Large print (please notify staff of your font size needs) ☐ 

b. Materials in another language besides English (brail, Spanish, or 
other language) ☐  

3. Keeping track of my thoughts, and questions (note taking) ☐   

4. Understanding numbers ☐ 

5. Making travel and transportation arrangements to attend meetings and 
functions ☐ 

6. Hotel accommodations ☐ 

a. ADA hotel room (follow-up with specific needs) ☐ 

7. Obtaining and managing funding needed to participate in 
bord/committee/council meetings and related functions ☐ 
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DURING meetings, and related activities, I need help with: 

1. Schedule Reminders ☐ 

2. Taking notes☐ 

3. Reminders prepared notes/thoughts on action items, discussions, 
questions to ask, or comments to make ☐ 

4. ADA Accommodations (wheelchair access, captioning, sign language. 
language interpretation, hearing device) ☐ 

5. Interpretation of action items, discussions of agenda items ☐ 

6. Remembering important information (action items, discussions, 
follow-up needed) ☐ 
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AFTER meetings, and related activities, I need help with: 

1. Transportation home☐ 

2. Reviewing meeting notes ☐ 

3. Determining action items and follow-up ☐ 

4. Setting up a calendar to manage action items ☐  
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Personal Care Services Check List: 
    
Directions: Please use the following intake form to figure out the types 
of personal care services you need in order to participate in SCDD 
related activities by check the tasks that you need help with before, 
during, and after meetings. 

BEFORE the meeting, I need help with: 

1. Mobility and escort (accessible transportation and travel companion) 
to/from meetings ☐ 

DURING the meeting, I need help with: 

1. Dressing ☐ 

2. Bathing ☐ 

3. Eating ☐ 

4. Adjusting position (wheelchair and other access needs) ☐ 

5. Grooming ☐ 

6. Respirator ☐  

7. Operating ADA Equipment Note: follow-up with SCDD staff on specific 
equipment needs (i.e. Hoyer Lyft, roll-in shower, shower chair, etc.)  ☐ 

8. Other Need: _______________________________ 

AFTER the meeting, I need help with: 

1. Transportation home ☐  
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Existing Care    
 
Do you have 
someone in 
mind? 

YES 
 

NO 
  

  

Contact Information  

Please list Personal Care Contact Information: 

Full Name:  Relationship:  
Company:  Phone:  
 
Address: 
  

Please list Facilitator Contact Information: 

Full Name:  Relationship:  
Company:  Phone:  
 
Address: 
  

Disclaimer and Signature 

I certify that my answers are true and complete to the best of my knowledge.  

If this application leads to employment, I understand that false or misleading 
information in my application or interview may result in my release. 

 
 
 
 

Signature:  Date: 



SCDD Statewide Trainings 
SEPTEMBER & OCTOBER 2023

STRATEGIES FOR SYSTEMIC CHANGE 

Brought to you by:

LOS ANGELES OFFICE

(818) 543-4636 or Sofia.Cervantes@scdd.ca.gov

See you on ZOOM!

All trainings will use 
the same Meeting 
ID# and Password, 

all year long!  

Direct Link

https://bit.ly/3qE
Up5X

Meeting ID#

829-8230-7774
Password

123456 

To participate by 
phone, call

(888) 475-4499
and enter the

Meeting ID# and 
Password

All are Welcome!

**No training on September 4th**

California Bill & Budget Processes 
and How to Impact Them 

Join us to understand how bills become laws, how 
the state budget is developed, and advocacy 

opportunities to improve them.
September 11 @10am – English 
September 18 @10am – Spanish

How to Testify & 
Influence Public Policy 

Join us to learn how to give public input to policy 
makers, boards, committees, and influence 

public policy.
September 25 @10am – English 

October 2 @10am – Spanish 

How to Be an Effective 
Board Member

Curious about what a board member does? 
Interested in possibility becoming one? 

Join us to learn this, and more! 
October 9 @10am – English 

October 16 @ 10am – Spanish 
For more information: 



Entrenamientos Estatales de SCDD 

SEPTIEMBRE y OCTUBRE 2023

ESTRATEGIAS PARA EL 
CAMBIO SISTÉMICO   

** No habrá entrenamiento el 
4 de septiembre ** 

El Proceso de Leyes y Presupuesto de 
California y Como Tomar Acción 

Acompáñenos para comprender cómo los proyectos 
de ley se convierten en leyes, cómo se desarrolla el 
presupuesto estatal, y oportunidades de abogacía 

para mejorarlos. 
11 de septiembre @10am – Inglés

18 de septiembre @10am – Español

Como Dar Testimonio Público 
Venga y aprenda cómo dar testimonio público a las 
personas que hacen las leyes, a las mesas directivas, 
los comités, y como influir en las políticas públicas.  

25 de septiembre @10am – Inglés

2 de octubre @10am – Español

 Como Ser Un Miembor Efectivo de 
una Mesa Directiva

 ¿Tiene curiosidad sobre que hace un miembro de la 
mesa directiva? ¿Está interesado en convertirse en 
miembro? !Unase anosotros para aprender más!

 9 de octubre @10am – Inglés
16 de octubre @10am – Español

 

Organizado por: 

OFICINA DE LOS ÁNGELES 

    Para más información: 
(818) 543-4636 o Sofia.Cervantes@scdd.ca.gov

¡Nos Vemos en 
ZOOM! 

¡Todos los  
entrenamientos  

usarán el mismo  
numero de junta y 
contraseña todo  

el año!   

Enlace Directo 

https://bit.ly/3qEU
p5X

Número de Junta 

829-8230-7774
Contraseña

123456 

Para participar por 
teléfono, llame al 
(888) 475-4499 e

ingrese el número de 
junta y contraseña 

¡Todos son Bienvenidos! 
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