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NACVA Facilitator Guidelines
—— Case Analysis in Person (CAP) ——
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Facilitator Guidelines  (continued)

1. Upon arrival to the Case Analysis session, locate the table where you will discuss/review the report sent to you for this program.
2. Once the majority of participants have arrived at the table, the Facilitator should take a roll call of those present, as each individual introduces themselves, and write their names on the list provide below:

CASE ANALYSIS IN PERSON—DATE: 

REPORT #: 

MEETING LOCATION: 

TABLE #: 

	Names
	Start Time
	End Time

	Facilitator: 
	
	

	Participants: 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


If a participant arrives late, mark the time he/she joined the session.  Note: We cannot give full CPE credit for partial attendance.
3. Review the summary purpose of the Case Analysis in Person (CAP) session with the participants:

The purpose of the CAP session is to provide an interactive meeting, which provides all of the participants, as well as the member submitting the report, an opportunity to gain insight and knowledge that will help improve the quality of his or her valuation reports.

4. Remind each participant that as Facilitator, you have been asked to guide the discussion to be constructive by identifying both the report’s strengths and weaknesses.  EVERYONE MUST PARTICIPATE and provide constructive criticism with authoritative support for their comments, when and if applicable, and suggestions for improvement and/or correction.

5. Review etiquette with the group, e.g., allowing each participant the opportunity to speak without interruption, however, to keep the group contained and on track and moving forward.
6.
Initiate discussion:
a. Get all participants involved, calling upon them by name.  It is important with regard to the Recertifi-cation requirements that all individuals actively participate in this exercise.

b. Inform participants that you are requested to cut off a participant if he or she is taking too much time from the group.  This is a matter of judgment for the Facilitator; allowing one individual to dominate the discussion takes away from the learning experience of others.

c. You may wish to take general notes.  These notes may make it easier to pre-assign comments for each individual’s Conclusions and Recommendations (CAR) report during the last 20–30 minutes of the session.
d. Attempt to keep the analysis objective, focusing on identifying strengths and weaknesses, providing authoritative support for comments, and providing specific suggestions for improvement and/or correction.

Return this sheet to NACVA HQ
TOTAL SCORE:  __________

7.
When the group believes they have reached the end of the discussion, approximately 90 minutes after the session begins, bring it to a conclusion and summary stage.  The review does not have to last two full hours.  The length of the session (up to two hours maximum) is a function of the group’s discussions and decisions.  Prepare for the Conclusions and Recommendations (CAR) Report.

a. If the Facilitator wishes to pre-assign comments to different individuals in the group for the CAR, this would be the time to do so.

b. Remind CAP participants that each person is expected to provide commentary on at least TWO key strengths and TWO weaknesses, citing authoritative support, when and if applicable, and two or more suggestions for correcting and/or improving the report using the categories found in the BV Scoring Key.
As Facilitator, you do not need to ‘teach’ or ‘lecture’—all participants are to have equal voice during the CAP session.  It is your function to make the program run objectively and smoothly, not to answer questions.  If the review ends with a question(s) that is unanswerable, please note it as part of the CAR summary.  Headquarters (HQ) will attempt to find an answer.

8.
To begin the final process with your group’s individual CAR summaries, you need to proceed as follows:
a. Insure you have everyone’s name listed on your form.
b. Mark the ‘Start Time’ you began your analysis of the report.
c. Identify the report: title, date, etc.
d. Have each CAP participant state his/her Conclusions and Recommendations, providing authoritative support, when and if applicable, and two or more suggestions for correcting and/or improving the report, using the categories found in the BV Scoring Key.
e. Collect a consensus or average as to the quality of the report (item 9 below) based on the Scoring Key found in the CAP Instructions.
9.
When each participant has provided his/her Conclusions and Recommendations, obtain a consensus or average as to the score of the report based on a scale of 1 to 100 (refer to the points given by each participant using their individual Scoring Keys)—Record the overall score in the space provided on page 12 (the CAR) (to be returned to NACVA Headquarters).

10.
Return to NACVA headquarters the roll call list of participants and indicate the time each person leaves the meeting.

12.
Return this document and all other documentation to HQ Staff or individual responsible for this session.
Recertification Credit is only granted to those individuals who complete a

Conclusions and Recommendations Report (CAR), and pay an administration fee of $150.
However, all participants will receive 
CPE Credit for participating in the Case Analysis 
session who turn in a CPE Attestation Form and pay a $25 fee for the Report.
THANK YOU!
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