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Overview of NSTTAC’s Transition Team Leader Sustainability
Toolkift

The National Secondary Transition Technical Assistance Center (NSTTAC)
developed this Transition Team Leader Sustainability Toolkit to assist state and
local transition planning team leaders in effectively building teams and
implementing their yearly transition team plans. Many transition teams are
faced with high rates of turnover, and often new team leaders must start over
as documents and team history are lost. The Transition Team Leader

Sustainability Toolkit is a collaborative effort to assist in sustaining team effort.

Importance of Teaming

Historically, special education mandates have included the concept that
working on or within a collaborative school team to build an individualized
education program (IEP) for a student with disabilities is seen as best practice.
Starting 2004, with the latest reauthorization of the Individuals with
Disabilities Education Act (IDEA), schools are now required to invite agency
representatives, family members, general and special educators, and the
student to the education planning meetings. The Rehabilitation Act
amendments require that linkages between schools and agency or community
providers are made. In addition, research shows collaboration between
schools, agencies, and other community partners lead to increased post
school outcomes for students with disabilities (Finn & Kohler, 2009; Noonan,
Morningstar, & Erickson, 2008).

The needs of students with disabilities from school to adult life are complex,
and no single agency has all the knowledge or resources to provide
comprehensive transition services (Robic, 2009). Often students and their
families are overwhelmed and confused as they leave school, and many times
eligible students do not receive needed adult services. While there are federal
regulations mandating linkages and comprehensive planning for students with
disabilities who are transitioning from secondary to postsecondary settings,
there is not a mandate for adult disability services. This can lead to gaps in




services as students as leave the comfort of their high school programming.
Having a collaborative team that includes members of the community,
business leaders, school personnel, and agency representatives can assist
with the changes a student may face in the postsecondary setting.

Seamless transitions for students with disabilities require partnership and
shared responsibility from a variety of stakeholders. With heightened federal
emphasis on postschool success for students, it is becoming necessary to have
multiple perspectives at the planning table. Transition planning teams have the
potential to assist youth with disabilities in successfully navigating this
transition by joining schools, agencies, and their communities. Kohler and
Field (2006) noted that in collaborative settings, educational and adult service
providers can address opportunities for individual students, as well as
community issues that influence opportunities and services, in general, for
students. Research shows that interagency collaboration is needed for
successful transition from youth to adult outcomes, but challenges are often
encountered in creating and maintaining effective collaborations (Noonan et
al., 2008; Robic, 2009). Employing sustainable transition planning team
practices is essential to this process (Sundstrom, DeMeuse, & Futrell, 1990).

Building a Sustainable Transition Team

Mattessich (2005) identified six factors that support collaboration: purpose,
membership, process and structure, communications, environment, and
resources. It is critical for teams to identify a purpose and to adhere to that
purpose as the team changes over time. At NSTTAC, we have worked with
hundreds of teams who are in various stages of forming, storming, norming,
or performing (Tuckman & Jensen, 1977). Our experience shows that the
teams with an intentional purpose tend to make it to the performing level.
These teams withstand staff and programmatic turnover, loss of resources, and
membership challenges. The mission may be different or may change
depending on the goals of the team, but it is frequently discussed and used as
a road map for future decisions. The role of a transition planning team may
determine student outcomes for the state or community in which it is involved.
Interagency teams usually initiate a planning process to identify and agree
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upon goals, outcomes, timelines, strategies, roles, responsibilities, policies,
and accountability mechanisms, such as performance measures and an
evaluation plan (Blalock, 1996; Blalock & Benz, 1999; Stodden, Brown,
Galloway, Mrazek, & Noy, 2005).

Building an effective team with essential members can be a powerful catalyst
for change. Traditionally, we see teams that include special educators,
ancillary and agency service providers, and the occasional administrator or
parent. However, teams who also include a student or students with
disabilities tap into an often overlooked wealth of information. Students know
what is working in the school or community and often have different
experiences than anyone else on the team. Bringing in community or local
business members can also provide a richer picture of what policies or
structures may need to be changed to facilitate successful transitions for
students. Families have intimate knowledge of challenges faced by their sons
or daughters, either at school or in their neighborhoods. Transition teams can
also benefit from higher education personnel, who can dialogue about
postsecondary issues for students with disabilities.

A unique result of effective transition teams is that they create beneficial
information for all involved. For example, a university professor who is on the
team may learn about legislation changes that his/her college students need
to know as they enter the teaching profession. Employers may discover a
niche in their business that could be filled with a student with a disability.
Having a transition planning team that consists of multiple perspectives
provides the richest set of options and possibilities for the student, school,
community, and local stakeholders.

Maintaining a Transition Team

Staff turnover or personnel changes are some of the biggest hurdles that teams
face. For example, a team is making incredible progress on it's goal of
increasing student involvement in IEP meetings. The team has developed a
procedure for educating students before their meeting with the help of a
general educator. Then, when school starts back up in the fall, the general

I 3




education teacher who was helping students prepare for their transition
planning meeting has taken a job in another district. Suddenly, there is a hole
on the team, as well as in the process that worked so successfully the year
before. This void not only creates confusion for the team, but also for the
students who were directly and positively affected by this process.

We are often asked how to maintain the momentum of a successful team or
how to ensure that teams continue to function at a level that is beneficial for
all involved. These questions were the impetus for the development of this
toolkit. In our experience with different levels of teams (e.g., state, regional,
district), having deliberate membership and goals, intentional collaborative
meetings, and continuous assessment or evaluation of progress are factors
that are not only critical for withstanding system turnover and change in staff,
but are factors that also contribute to the everyday success of the team.

Intentional collaborative meetings look different in different areas. Many
teams are spread out over a vast area, and trying to find the time to meet can
seem overwhelming. Using technology (e.g., Skype, conference calls,
webinars) to “hold” meetings can help to overcome these barriers. Another
method for encouraging people to attend planning meetings is to provide
brief snippets of professional development. For example, the vocational
rehabilitation service provider can present for 30 minutes on the new rules for
qualifying a student with a disability or the methods they use to track referrals.
Parents can provide information on the work they are doing to improve school
family relations. A panel of students can provide information about their
transition to college and what they needed to know to be successful. When
professional development is offered, team members can be kept up to date,
as well as provide rationale to their administrator about the benefits of
belonging and traveling to the team or council meeting.

Collaboration is seen as a prerequisite for sustaining interagency initiatives,
particularly those funded with timelimited federal, state, or local funds
(Hogue, 1993; Perkins, 2002; Peterson, 1991). Transition or interagency
teams often have to prove that their mission or purpose is successful and
beneficial to the students, families, and local stakeholders. Evaluating the
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progress towards goals lays the groundwork for team longevity (Kohler,
Gothberg, & Coyle, 2009). When data are being collected that prove the
efficacy and accomplishments of the team, it becomes difficult to find a reason
to discontinue the work. Section 8 in this toolkit provides several tools for
assessing progress, as well as maintaining records of accomplishments.

Key Elements of the NSTTAC 7Transition Team Leader Sustainability
Toolkit

This toolkit is a practical guide for transition team leaders to build and
manage transition teams. Section 2 provides transition team leaders with
proven strategies to assemble and manage a transition planning team. You
will also find practical guidelines to support team members throughout the
year, as well as the basic elements for conducting team meetings. In addition
to assisting novice team leaders, we explain what to expect at a transition
planning institute (Kohler & Coyle, 2009).

Section 3 provides transition team leaders with transition team needs
assessments. These tools guide teams linearly through the process of assessing
knowledge, ability, and planning. Assessments are provided to determine
team strengths and needs (knowledge), resources available to the team for
providing professional development (ability), and the target audience, topic,
and context for providing professional development (planning).

Team leaders are also given tools to document team activities (section 4),
resources (section 5), contacts (section 6), and history (section 7). In
NSTTAC's work, we often find these four areas to be critical information for
new team leaders. This information helps teams smoothly transition in spite of
member turnover. Team leaders will have immediate access to education,
agency, and other team member data sources, local resources, and online
resources, as well as a yearly calendar of events.

Section 6 offers space to document local agency and business contacts, as

well as other contacts with a history of helping your team. These additional
contacts may include peers met through networking opportunities, content
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resource professionals, contacts from state and national organizations, or
faculty from higher education institutes. Space is also provided in this section
to record transition planning team history. Section 7 allows the documenting
of team member professional development, integrity of implementation, history
of team member involvement on the transition planning team, and, if
applicable, history of involvement with the transition council.

Section 8 may prove the most informative to new team leaders. In this section
you will store copies of each yearly transition planning team plan, tools used
to evaluate that plan, and summaries of results. We suggest that these plans
be filed with the most current materials first, followed by each preceding year.
Finally, the last section affords space for materials not mentioned that the team
leader feels will be helpful to the success of the team. ltems may include, but
are not limited to: team mission and vision statements, policy and
procedures, interagency agreements, evidence-based practice information,
and relevant materials and handouts.

The Transition Team Leader Sustainability Toolkit is designed to provide you
with descriptions of essential components to lead a team as well as detailed
reference and resource lists to help sustain your team. Our suggestions are
based on a decade of experience working with hundreds of transition teams
and evaluations of their outcomes. The materials are presented in a notebook
format to enable you to copy resources as you need them and add updates as
they become available.
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Transition Planning Team
Leader Strategies




Title: First Steps for the Transition Planning Team Leader

Context for use: Transition planning team leaders may use these steps to guide their
work for the year. This tool begins with basic first steps of setting
up a tfeam and moves forward into team planning and
implementation. Important steps to sustain teams throughout the
year during the implementation process are also provided.

NSTTAC suggestions:  The transition planning team leader may want to add steps to
address local team context. It may also prove useful to evaluate
team member participation and contributions.
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First Steps for the Transition Planning Team Leader

m Assemble your transition team. Think of including critical team
members:

Student with a disability
Family member of a student with a disability

Administrators: Special education, general education, service agency

O O o 0O

Educators: Special educator, general educator, career and technical

educator, transition specialist, work-study or work-based education

coordinator, dropout prevention coordinator

O Education service providers: School counselor, social worker, school
psychologist, paraprofessional, occupational or physical therapist,
assistive technology provider

O Transition service agency representatives: Vocational rehabilitation,

community mental health, employment services, transportation, disability

advocate, schoolto-career coordinator

m Attend the state planning institute as a team

m Create a yearly plan:

Goals

Activities

Responsible parties
Timeframe

Outputs and products
Expected outcomes

Evaluation plan with potential indicators

O OOO0OoOoOooao

Data sources




m Provide leadership and assistance for plan implementation:

12

O 0o

O0O0o0oo

Provide early for needed professional development

Generate transition planning team member monthly updates to plan
implementation

Provide guidance and assistance as problems arise

Provide direction for evaluation of goals and activities

Provide feedback to transition planning team members

Conclude year with report of outcomes




Title: Steps for Inducting New Transition Planning Team Members

Context for use: This section is provided to assist transition planning team leaders as
they induct new members into the team. The following list is what
transition planning team leaders and team members have reported
to NSTTAC as being the most important components for successful
induction of new team members. Along with this practical
knowledge, NSTTAC has included best practices from the field.

NSTTAC suggestions:  Interview current and past transition planning team members to
generate more ideas for how to assist new team members to
become comfortable and productive contributors to the team.
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Steps for Inducting New Transition Planning Team Member

m Assess new ftransition planning team member knowledge of
transition education and services with Team Needs Assessments
in Section 3

O Administer Knowledge of Transition Practices Content

O Administer Knowledge of Transition-Related Services

m Address gaps by providing learning opportunities of basic
transition knowledge with Team Needs Assessments in Section 3

O Administer Ability to Implement Professional Development Activities
O Administer Determining Professional Development for Target Audiences

O Administer Planning Transition-Related Professional Development

m Provide introductory knowledge and history of the transition
team

When the transition planning team was created
Where and when the planning team meets

Transition planning team-created goals and activities for the current year

O O o o

Provide time for introduction of current team members, including names,

titles, link to transition, and why they chose to be on the team
m Share highlights and successes of tools and plans
m Share current planning goals and activities

m Provide a mentor, if needed
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Title: How to Manage a Successful Transition Planning Team

Context for use: This tool is provided to assist transition planning team leaders with
the task of running a successful transition team. The following list is
what NSTTAC has found to be the most important components of
successful team management. Especially important is the monthly
connection between team members and consistent reminders of and
accountability to the transition planning team goals.

NSTTAC suggestions:  This list is a start; it is not comprehensive. Please add to this list as
you implement successful components of team management.




How to Manage a Successful Transition Planning Team

m Meet regularly at least once a month

O Facetoface
O Conference calls

O Web connect (e.g., Skype, Elluminate, Adobe Connect, iVisit)

m Expect and allow all four phases of team building

Forming: Team members meet and begin explaining roles
Storming: Team members encounter divergent ideas

Norming: Team members begin to recognize common goals

O O o o

Performing: Team members work productively to achieve their goals

m Be respectful
m Be open to new ideas

m Make sure all transition planning team members understand
their roles and responsibilities

m Make sure adll transition planning team members are
accountable for a part of the plan

m Have brief monthly progress reports

m Help team members to see and recognize their role in results
and outcomes
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Title: Critical Elements of Transition Planning Team Leader Support

Context for use: Based on the results from NSTTAC’s Team Plan Implementation
Assessment, the most significant indicator of transition planning
team plan implementation is leader support. The following is a list
of suggestions for supporting your team members.

NSTTAC suggestions:  Give the Transition Team Plan Implementation Assessment yearly to
generate results that outline future support needs.
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Critical Elements of Transition Planning Team Leader Support

m Support transition planning team member ideas
m Be available

m Be timely in responses

m Provide creative problem solving

m Follow through

m Make meetings worthwhile

m Provide timely feedback

m Recognize achievements (personally and publicly)

m Celebrate successes
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Title:

Context for use:

NSTTAC suggestions:

Transition Team Plan Implementation Assessment

Every member of the transition planning team should complete this
assessment whether or not they attended the state transition institute.
Please note you will need to edit this tool to include your own
transition planning team yearly goals. Through this assessment,
team members identify facilitators and barriers to implementation of
the plan. Additionally, stories of the positive effects of
implementation are also collected. This evaluation tool may inform
the transition planning team leader of the reasons for achieving or
not achieving yearly team goals.

This tool is to be used as a transition planning team yearly
summative assessment. The results may be used to improve plan
implementation in future goals.
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Title: How to Run a Successful Transition Planning Team Meeting

Context for use: The following is a list of elements NSTTAC has identified as being
critical to successful transition planning team meetings. NSTTAC has
found for plan implementation that includes positive student
outcomes, best practice involves conducting monthly meetings that
occur between institutes or summits.

NSTTAC suggestions:  Add any additional elements that you find to improve your
transition planning team meeting time or that help move your team
forward.
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How to Run a Successful Transition Planning Team Meeting
m Agree on a date in advance
m In general, meetings last one hour and occur once a month
m Give two weeks’ notice

m Create an agenda

O Set specific times for each topic

O Identify person(s) responsible for each topic

m Send reminder 48 hours in advance

Attach agenda and ask for any additions or corrections
Include time and date

Include meeting location and directions if meeting face-to-face

O O o 0O

Include login/password information if meeting via telephone or online

m Start on time

m Assign a note taker

m Allow time for discussion but stick to the timeframe given
m Provide time for:

O Content
O Progress reports

O Planning

m End on time
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Title: What to Expect at a Transition Planning Institute or Summit

Context for use: This section is provided to help transition planning team leaders
gain an understanding of the state transition planning institute.

NSTTAC suggestions:  Be familiar with the previous transition team plans and evaluation
results. Be prepared with relevant data, revisit the Taxonomy for
Transition Programming (see Section 10), and have a transition
planning team member bring a laptop.
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What to Expect at the Transition Planning Institute or
Summit

m A hybrid model of content acquisition and transition team
planning time

m Opportunities to learn about evidence-based practices in transi-
tion education and services

m Keynote speaker
m Breakout sessions

m A three-part team planning tool to:

O Assess current practice
O Conduct a needs assessment

O Create a yearly plan

m Facilitated transition team planning

m Content resources
m Networking

m Two to three days of hard work!
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Transition Planning Team
Needs Assessments
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Title: Knowledge of Transition Practices Content

Context for use: This assessment may be used with a variety of educational
professionals and transition service providers.

NSTTAC suggestions:  This assessment may be used to identify transition professional
development needs, or as a measure of participant transition
knowledge prior to planning content for a professional development
event.
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Title: Knowledge of Transition-Related Services

Context for use: This assessment may be used with a variety of educational
Y
professionals and transition service providers.

NSTTAC suggestions:  This assessment may be used to identify transition professional
development needs, or as a measure of participant transition
knowledge before planning content for a professional development
event.
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Title: Ability to Implement Professional Development Activities

Context for use: This assessment may be used with a variety of educational

professionals, particularly those responsible for providing transition-
related professional development.

NSTTAC suggestions:  This assessment should be used when planning transition

professional development as a measure of strengths and potential
issues to be addressed.
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Title:

Context for use:

NSTTAC suggestions:

Determining Professional Development for Target Audiences

This assessment may be used to determine target audiences for
transition professional development opportunities.

This assessment should be used prior to planning transition
professional development as a measure of specific needs.
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Title: Planning Transition-Related Professional Development

Context for use: At this point, you will have assessed your transition planning team
professional development needs. This document will assist you in
planning professional development at the individual and group
level for your transition team.

NSTTAC suggestions:  Once you have provided the professional development and your
team has accessed it, don't forget to log it in the resource section
under Documentation of Professional Development. You may also
want to use these tools again to validate the learning of your team
members.
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Calendar of Events

30




Title: Calendar of Events

Context for use: This calendar of events should be created for all expected transition
planning team activities.

NSTTAC suggestions:  Include all activities that affect your transition team.
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Transition Planning Team
Resources
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Title: List of Available Data Sources

Context for use: Create a comprehensive list of data sources that provide your
transition planning team the ability to make data-based decisions
when planning.

NSTTAC suggestions:  Create an exhaustive list of data available to your transition team.
Remember to include all relevant data from education, agency, and
employment venues. You may want to break this into three sections.
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Title:

Context for use:

NSTTAC suggestions:

List of Available Resources

The resource list tracks all the resources available to your transition
team.

You may want to create separate pages for transition assessments,
curriculum, books, videos, and equipment. Or you may want to
separate resources based on subject: self-determination, reading
comprehension, job coaching, and so forth.
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Title:

Context for use:

NSTTAC suggestions:

List of Online Resources

The resource list fracks all the resources available online. These may
require a fee or be free resources.

You may want fo create separate pages for transition assessments,
curriculum, books, videos, and equipment. Or you may want to
separate resources based on subject: self-determination, reading
comprehension, job coaching, and so forth.
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Transition Planning Team
Contacts
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Title:

Context for use:

NSTTAC suggestions:

Local Agencies

This form lists all the local agencies in your area. These agencies
may or may not have participated on the transition planning team.

The contacts in this form may prove helpful for problem solving,
understanding local context, and policy creation.
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Title:

Context for use:

NSTTAC suggestions:

Local Businesses

This form lists all the local businesses in your area that have a
history of working with students. On this form, you will need to
identify the level of participation (e.g., job shadowing, unpaid work
experience, internship, and paid work experience).

The contacts in this form may prove helpful for student placement,
problem solving, and information regarding employers who are

“disability-friendly.”
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Title: Others Who May Be Helpful to the Transition Planning Team

Context for use: This form lists all others who may be helpful to the transition
planning team.

NSTTAC suggestions:  The contacts in this form may prove helpful when trying to leverage
resources or gather external input.




Transition Planning Team
History
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Title: Documentation of Professional Development

Context for use: This list tracks all professional development activities, date, and
who attended. This history may prove useful to current and future
goals.

NSTTAC suggestions: It may be worthwhile to include all people who affect transition,
even those beyond your team.
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Title: Transition Planning Team History

Context for use: This form tracks the history of transition planning team membership.
Include everyone who has participated on the transition planning
team.

NSTTAC suggestions:  The contacts in this form may prove helpful for problem solving and
historical documentation.
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Title:

Context for use:

NSTTAC suggestions:

Transition Council History

This form tracks the history of transition council membership. Include
everyone who has participated on the transition council. These may
or may not have participated on the transition planning team.

The contacts in this form may prove helpful for problem solving,
local context, and historical documentation.
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Transition Team Plans,
Evaluation Materials
and Results
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Title: Transition Planning Team Plan Information

Context for use: This section should include all team plans, evaluations of those team
plans, and evaluation reports or results.

NSTTAC suggestions:  Put the most recent team plan in the front, the evaluation and the

evaluation results from that plan next, and then work backwards by
year.
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Additional Information
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Title:

Context for use:

NSTTAC suggestions:

Additional Information

This section is where you list any other important transition
information that will help create sustainability.

Include any transition-related policies or processes, interagency
agreements or memorandums of understanding (MOUs), or other
resources that are helpful with working with the transition planning
team.
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Taxonomy for
Transition Programming
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