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EARLY CHILDHOOD ECHO
(EC ECHO)
START-UP & OPERATIONS
MANUAL

A practical guide to launching case-based telementoring and professional
development using the Project ECHO® model.

Prepared for early childhood programs and agencies. Adapted from Mississippi’s
EC ECHO implementation (2023-2025) and aligned with Project ECHO® guidance.

The Health Resources and Services Administration (HRSA),
Department of Health and Human Services (HHS) provided financial
support for this EC ECHO project. The award provided 100% of total
costs and totaled $800,000. The contents are those of the authors.

They may not reflect the policies of HRSA, HHS, or the U.S.

Government.
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GEOGRAPHIC SPREAD

* EC ECHO Specialists
Locations
ECHO Hub HQ

Winter 24

Summer 24

Fall 24

O OO0

Spring 25

EC ECHO

Early Childhood ECHO Participant Locations
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PURPOSE & AUDIENCE

This manual provides a step-by-step playbook for early childhood organizations to
replicate case-based telementoring and virtual professional development (PD)
sessions using the Project ECHO® model. The manual will be useful for early
childhood organizations, administrators, and agencies supporting child care
professionals working directly with children, as well as those supporting children’s
families and care givers (Head Start, center and home-based child care providers,
PreK teachers and coaches, early intervention (El) providers, child protection
services social workers, public health professionals, home-visiting providers and
coaches, early childhood coaches, families with young children, and others
working in this arena). It reflects field-tested practices from Mississippi’s Early
Childhood ECHO (EC ECHO) program and includes templates that programs can
adapt to their own context.

e To o Nl ;T | MISSISSIPPI STATE UNIVERSITY..
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WHY ECHO FOR EARLY CHILDHOOD?
THE MISSISSIPPI STORY

Mississippi’s largely rural geography and dispersed early childhood workforce
make access to high-quality professional development challenging. EC ECHO
connected isolated providers with a specialist hub through recurring, case-based
virtual sessions that emphasized a safe and comfortable space to share
anonymous child cases and receive guidance from peers and early childhood
experts applicable to participants’ local contexts. A key driver of EC ECHO’s
success was our intentional focus on tailoring every aspect of the program to the
needs, realities, and priorities of our participants and participating agencies. This
commitment to adapt (and not prescribe) helped the reach and appeal of the
model to partners across the state. Over two years, the program evolved into
offering both general and specialized ECHO series with strong participant retention
and a broad rural reach.

WHAT IS PROJECT ECHO®? CORE PRINCIPLES

Project ECHO® is a hub-and-spoke

Figure 1. ECHO Example adapted by SSRC

telementoring model that connects a specialist
(“hub”) with community-based practitioners
(“spokes”) through recurring, virtual interactive
sessions. Sessions feature short didactics,
anonymized child case presentations, and
recommendations from peer participants and
an interdisciplinary panel of subject-matter
experts (Figure 1).
The ethos is “All Teach, All Learn” where
specialists and participants learn together as
knowledge is tested and adapted locally
according to the following principles:
+» Use technology to leverage scarce expertise
across wide geographies.

ECHO Specialists ECHO Participants o A .
Speech Language Pathologists Childcare Center Managers %+ Share evidence-based best practices to
Educational Audiologists Disability Service Coordinators . L.

Early Interventionists Early Education Coaches reduce disparities.

Inclusionists

Preschool Teachers

o .
Resource and Referral Training Specialists ~ Preschool Assistant Teachers 4 Apply case-based 1earn1ng to master
Special Education Parent Navigators Community

Psychologists Children complexity in real contexts.
Family Therapists Parents and Caregivers o . . .
Early Education Experts Colleagues +* Monitor outcomes and continuously improve

through feedback.
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PARTNERSHIP & AGREEMENTS
o O, Mo

e

iy

Steps to Successful
Partnership

To officially replicate the ECHO model, organizations
must enter into a no-fee partnership with the ECHO
Institute® (University of New Mexico) or work through a
regional Superhub. Typical steps:

Learn

01 Attend an Introduction to ECHO session
for foundational knowledge.

Agree

Execute partnership documents at the
institutional level to formalize the
collaboration effectively and ensure
mutual understanding.

Train

Send your implementation team to Partner
Launch Training for two days of immersive
learning and preparation for success.

Design

Build your curriculum, schedule, and hub
processes; then open enroliment for
participants.

Launch Your Program

Begin your journey of learning and
collaboration through effective partnership
and innovative and adaptable approaches.

Note: Graphic created by SSRC using Canva. Steps credited to ECHO® and how to become a partner:
https://iecho.org/become-a-partner/
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GOVERNANCE & ROLES
(HUB TEAM, SPECIALISTS, FACILITATORS)

Successful hubs are interdisciplinary. Define team members’ responsibilities clearly

and document them in role descriptions and agreements (Table 1).

Table 1. EC ECHO Roles and Responsibilities (note that some roles can be combined)

Role

ECHO Lead/Program
Director/PI

Program
Manager/Coordinator

Lead

Facilitator/Moderator

Support
Facilitator/Session
Coordinator

Program Logistics
Specialist

Specialist Panel /
Subject Matter Experts

Communications
Specialist

Evaluation Lead

ECECHO

Early Childhood
ECHO

Primary Responsibilities

Program vision; relationships;
quality oversight; budget
stewardship

Scheduling; iIECHO setup;
communications; CEU paperwork;
data collection

Session flow; ensuring a
comfortable and safe virtual session
space; “all teach, all learn;” case
presentation on behalf of submitter
Zoom launches; recordings; tech
troubleshooting; access
accommodations; note taking for
each session

MOUs with agencies; specialist
contracts; specialist fees;
participant incentives
Interdisciplinary recommendations;
mini didactics; resources; follow-
ups

Newsletters; marketing and
advertising strategies; infographics
and social media posts

Survey design; analytics; reporting;
improvement cycles

[STATER ‘

FTE / Time
0.1-0.3 FTE

0.1-2.0 FTE

0.3-0.5 FTE

0.3-0.5FTE

0.05-1.0 FTE

Per session

0.05-1.0 FTE

0.1-0.3 FTE

MISSISSIPPI STATE UNIVERSITY-
SOCIAL SCIENCE RESEARCH CENTER



PROGRAM DESIGN

Design the ECHO session length around the needs and time availability of distinct
. . Figure 2. ECHO Session Structure
professional roles (e.g., early childhood
classroom teachers and assistants, social Introductions and Check-in (5 min)
workers, Early Intervention providers, family
service coordinators). Offer foundational and
A i i A Mini Professional Development
thematic series (6-8 sessions) with a 7 Didactic (10-15 min)

consistent agenda for a typical 60-minute

session as follows (Figure 2). Additionally, a Participant Shares Case - Facilitator
. . . May Present Case to Reduce Anxiety
Cohort Planning guide can provide the (10-15 min)

framework for launching each Cohort. It can be
broken down into Pre-Cohort Tasks, tasks that '\ Clarifying Questions, Feedback, and
. . . . Recommendations on Case (20 min)
occur during the cohort in-session period, and

Post-Cohort Tasks. Each cohort segment can

. . Resources, Next Steps, Session
be divided into tasks, and HUB team members Evaluation, Reminders, and Wrap-up

(GRull)]

can be assigned to each task.

Figure 3. Case Presentation Flow

The EC ECHO facilitator may briefly

T — present each submitted case to

This document presents a concise flow for a case, oufiining the sequence of steps and the roles involved @) ueVi ate a ny a nXi ety on be h a l,f Of th e

in case presentation, clarification, recommendation, and summarization. This structured approach aims

1o facilitate effective discussions and decision-making. pa rtiC i pa nt Su b m itte r a n d p rOteCt

o 1. Case is Presentad 1o the Group

confidentiality. Each case follows a

The initial child case or problem is presented by the Facilitator or the Case Submitter 1o the
group, setting the stage for discussion . . .

o Case detas specific flow that consists of a scenario
» Context

* Relevant nfommation or story about the referenced,

(|} 2. Facilitator Summarizes the Case

anonymous child, previous support

The facilitator concisely summarizes the presented case and confimms with the case
submitier to ensure summary was presented correcly.

_ strategies used, strengths of the child,
& Summary of key points
» Confirmation of understanding

» Summary of key questions Submitter has for the group a n d key q u esti o n S ( Figu re 3) .

m] 3. Clarifying Q: i (Partici &5 liat Team)

Participants and the specialist team ask clarifying questions to ensure a complete
understanding of the case.

» Targeted questions.
e Focus on key details
s Addressing ambiguities

o 4R ions (Participants & Specialist Team)

Participants and the specialist team provide recommendations based on their expertise and
understanding of the case.

» Proposed solutions
» Actionable steps
# Consideration of implications

o 5. Facilitator Summarizes Recommendations
The facilitator ires the key rec il provided by the participants and the
specialist team.

® Consolidated overview
s Identified action items
* Next sieps

Note: Graphic created by SSRC using Canva.
E C E C H o Early Childhood TSTATEY MISSISSIPPI STATE UNIVERSITYw
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OPERATIONAL PLAN

CONFIDENTIALITY &
ETHICS (HIPAA/FERPA)

e Educationalinstitutions: submit IRB
protocol as applicable.

o Non-educational entities: Adopt a
written confidentiality policy;
de-identify all cases before
sessions.

e Use the HIPAA Safe Harbor list of 18
identifiers to guide de-identification.
1 Align with FERPA where education
records are involved.

e Avoid recording open case
discussions unless your policy
permits and participants are
notified; store recordings securely.

e Begin each session with a verbal
confidentiality reminder; maintain a
secure repository for case forms
and notes.

TECHNOLOGY SETUP &
ACCESS SUPPORTS
(IECHO + SCHEDULING
APP + ZOOM)

e Use iECHO to schedule sessions,
send automated reminders, track
attendance, and issue participation
certificates.

e Create your iECHO program; add
sessions and participant roster;
enable email reminders (30/60 min
pre-session).

e Organize and manage specialists’
sessions and topics via a
scheduling app.

o The scheduling app allows the
creation of a dedicated calendar
for all program sessions.

o After sessions are entered, the
app generates individualized
schedules for each specialist.

o Specialists can log in to view their
full cohort schedule, including
upcoming sessions, assigned
roles, and presentation topics.

o The app tracks detailed data on
each specialist’s presentations,
including focus areas and
audience type.

o Reporting tools allow queries on
specialist participation, topics by
participant group, partner agency
involvement, and audience
demographics.

e Deliver sessions via Zoom with low-
bandwidth settings and provide
access supports for rural
participants.

o Zoom settings: waiting room as
needed; test audio/video; enable
live captions if available; share
links to dial-in options.

o Access supports: offer pre-
session tech checks; allow group
viewing from shared devices;
provide phone audio fallback.

o Encourage chat-based
participation; capture names in
chat as a backup attendance log.

e Upload didactic slides, resource
links, case notes and suggested
child support strategies, and create
certificates via iECHO.

RECRUITMENT, CEUS,
AND AGENCY
ENGAGEMENT

Recruit through agency liaisons,
existing networks, and interest
surveys. Maintain role-specific lists.
Offer CEUs or contact hours to
sustain engagement.

Partner with an accredited CEU-
granting office (e.g., university
continuing education) to approve
sessions (agenda, instructor bios,
objectives, evaluation plan).

Use attendance reports from iECHO
to issue certificates; keep records
per provider requirements.

Publish a calendar and topics; tailor
marketing to each agency's culture.

' U.S. Department of Health and Human Services. 2025. Guidance Regarding Methods for De-identification of Protected Health Information in
Accordance with the Health Insurance Portability and Accountability Act (HIPAA) Privacy Rule. https://www.hhs.gov/hipaa/for-
professionals/special-topics/de-identification/index.html

ECECHO

Early Childhood
ECHO

MISSISSIPPI STATE UNIVERSITY..
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EVALUATION FRAMEWORK & METRICS

Measure immediate learning, competency, applicability, and longer-term practice

change. Combine quantitative surveys with qualitative interviews; triangulate findings

to guide improvement (Table 2).

Table 2. Evaluation Metrics

Dimension
Learning &
Competence

Engagement &
Reach

Practice
Change

Satisfaction &
Equity

Cost &
Sustainability

ECECHO

Examples

Pre/post knowledge
(Likert scales);
competencies
Attendance; rural
participation; role
mix; retention
Strategy adoption;
classroom/ family
communication
changes / classroom
observations
Perceived relevance;
session comfort
levels; “all teach, all
learn” participation
Cost per participant
vs. in-person PD;
funding
diversification

Early Childhood
ECHO

[STATER ‘

Data Source
Surveys

iIECHO reports

Quarterly
interviews/focus
groups; pre-post tests

Post-session survey
items

Budget analysis

Cadence
Each session

Monthly/Quarterly

Quarterly /

Annually

Each session

Annually

MISSISSIPPI STATE UNIVERSITY-
SOCIAL SCIENCE RESEARCH CENTER
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BUDGET & SUSTAINABILITY

Sample budget elements: staff time, specialist honoraria, evaluation, marketing,
CEU fees. Virtual telementoring is typically more cost-effective than in-person PD

where travel and venue costs are included (Table 3).
Table 3. Sustainability Plan

Category Line Items Notes

Personnel Lead, Coordinator, Facilitator, Consider shared roles
Evaluation, Other Roles across agencies

Specialists Honoraria per session; resource Draft MOUs/Agreements
development with expectations

Technology @ Zoom iECHO (free partner Leverage institutional
access); storage licenses

CEUs Provider application; per- Plan timelines (15-30 days
certificate fees prior)

Evaluation Survey tools; transcription; Program surveys with iECHO
analysis or Qualtrics

Marketing/ Flyers; emails; outreach Agency-specific messaging

Recruitment meetings

e To o Nl ;T | MISSISSIPPI STATE UNIVERSITY..
ECHO SOCIAL SCIENCE RESEARCH CENTER
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TWELVE-WEEK LAUNCH PLAN (EXAMPLE)

TWELVE-WEEK LAUNCH PLAN

Planning Scheduling Launching & Debriefing
=Confirm series topics -Set session dates ~Launch series #1 for Cohort #1
-Draft agendas -Configure iECHO reminders and Qualtrics -Collect post-session data
-Begin CEU provider application surveys ~Iterate
-Set iECHO program shell =Publish recruitment materials -Schedule quarterly specialist roundtable
’___-~\\ ,” —————— “‘ ," ————— ~<
\ ’ N 4 N
1 / A ’ \
\
| ! \ 1 \
] - [ ! 1
! 1
. 1 i ]
| : i |Weeks7-8| | [Weeks9-10( |
[}
1 ! \ : i
\ ) \ ’ 1
; \ / \ )
. / \ v \
hS = ~ ’ NS
P e -~ |
Initiating Se——ee -- Recruiting S—————— -~ Rehearsing Semme
-Attend Infro to ECHO -Complete partner launch training -Conduct tech checks
-ldentify hub team —-Recruit specialists -Finalize CEU approvails
-Draft goals -Build case forms and -Pilot session with internal team
=Start partnership documents confidentiality policy

Note: Graphic created by SSRC using Canva.

PUTTING IT ALL TOGETHER

This manual pairs a practical start-up playbook with narrative and visuals so
agency leaders, specialists, and practitioners can see both the “how” and the
“why.” Interested parties may use the program design, 12-week launch plan,
templates, and the evaluation framework to move from interest to
implementation, adapting to and sustaining early childhood communities across
your state system.

ECECHO | & Sicheed  EMbigiiwmy MISSISSIPPI STATE UNIVERSITY..
ECHO SOCIAL SCIENCE RESEARCH CENTER
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APPENDICES: TEMPLATES, FORMS, & REFERENCES

A. Recruitment Flyer

Welcome to

Early Childhood ECHO

We are thrilled to introduce you to EC ECHO! Get ready for engaging sessions where
vou'll learn, share, and connect with other professionals or families.

How It Works

Each series of eight one-hour long
sessions meets weekly via Zoom.
Experts present professional
development mini-presentations.
Topics are determined by the partnering
agency.

Participants can share a lived-
experience, anonymous case study.
ECHO group discusses each case and
offers immediate feedback and support.
Participants have access to expert
childhood specialists, and the
opportunity to interact with and learn
from their peers.

Contact hours and CEUs will be available.

Typical ECHO Session

Introductions and check-in
Professional development mini-
presentation

Case presentation

¢ Questions, feedback and guidance

01 case

* Session wrap-up

For more infermation on EC ECHO, visit our

website at hitps://earlychildecho.com’,

2%

Early Childhood
ECHO

ECECHO

Example Topics Include:

* Having difficult conversations with
parents

e Factors that influence child behavior

» Strategies to foster positive behavior in

childcare settings

Self-regulation in the early years

Social-emotional development

Discussing developmental milestones

Navigating the Early Intervention

system

cammiinig,

MISSISSIPPI STATE UNIVERSITY-
SOCIAL SCIENCE RESEARCH CENTER
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B. Proposed Contents of Case Submission Form

Project ECHO® Case Submission Form

CONFIDENTIAL: Please DO NOT include any child or adult names.

DATA CONSENT =
Directions: Please share Information on 3 concem regarding a chikd that you are expariencing a3 a peofessional for .| Agree
feedback and quidance. Please do NOT include any child or adult names (Inchuding coworkers or other identifiers) —

- Lunderstand and agree 1o the following: Project ECHOR collects registration, participation, and responses for some || Disagree
teleECHO® programs. Your Individual data will be kept confidential. This data may be used for research purposes only.

1. GETTING STARTED O 4. ABOUT THE GHILD

i Organization | ‘ & Age
Q Gender

@ Living Situation |

() Date . % Strengths \ 2
D New/Follow-ip @ Yes () Follow-up
@ Urgency check () No . o Checklist with triggers | :
@ County 13 Settings

® Timing

e 2. YOUR CONNECTION @ 6. SOCIAL & SLEEP

o Relationship | 4 <& Interactions
€ Sleep issues

= Presenter Name

(© Duration
@ 7. MEDICAL & EOUCATIONAL

3. CASE DETAILS & CONCERNS & Meds

. = School info
? Key Questions

Q, PastEfforts | I @) . DEVELOPMENTAL CONSIDERATIONS

Background Factors € Areas of concem |

& Services like IEP/IFSP |

O 9. ANYTHING ELSE?

Thank you. An ECHO Team member will be in touch for scheduling.

Note: Graphic created with Google Gemini, Nano Banana

e To o Nl ;T | MISSISSIPPI STATE UNIVERSITY..
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C. Recruitment Email Template

You're Invited to Project
ECHO!

Welcome to an opportunity to meet virtually (on Zoom) with
other early childhood professionals and/or families with
children ages 0-8. Project ECHO uses an “all teach, all learn”
approach, which means participants receive and give
feedback, share perspectives, and learn from each other. The
purpose of this Project ECHO is to support families with young
children, and the early childhood professionals providing
services to those families.

The sessions include:

» short presentations on early childhood development and
behavior

» a case study from a family or professional, where a real-
life problem is explored

= resources and feedback on your questions and
concerns.

8 sessions available for interactive
learning and collaboration

Connect with early Share:
childhood specialists:

-social workers -your own expertise and
-pediatricians guidance
-early education experts
~child psychologists

-medical professionals
-social workers
-early interventionists

Note: Graphic created by SSRC using Canva.

e To o Nl ;T | MISSISSIPPI STATE UNIVERSITY..
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D. Scheduling App for Specialists (a sample of screenshots)

Scheduling App

Dashboard

Weekly Calendar

Name Oct 20 - 26, 2025

fache ! Mon10/20 Tue10/21 Wed10/22 Thu0/23 Frit0/24. sat10/25 sun10/26 3
Gigi 2 atl M
Lauren 2 day 9
Ker 3

sam
Julie 1
Angel 1 Gam
Laura 1 =
sheila 1
Genevieve sam -
“ ! 1o
Courtney 2 som
Leslie 1

. T0am R
e 2 Mentai Hestth and set care for sary
Madison 1 Tlam 0- 1200
N ——

Kate 1

120m
Louwanda 1

Tom 100200 fi0-200

incorporating Fine and Gross Motor incorporating Fine and Gross Mator
20m

3om s00-400 . and Incar
stategies for chilt Bohavior 2025, A

Scheduling App

=
o oo ===z P
‘Specialists \What is SED, SED strategies, SED and Literacy.
o ool Dot Eoution Coeation [ e | oo |
Participant Groups. A s, teachi coaches, chi
‘Semesters Supportive strategies for professionals in their workplaces - ex. Mental health, self-care
B S — Cauion . — e | oo |

Presentation Titles Supportive strategies for professionals in their workplaces - ex Mental health, seff-care

o S —— P—— s s oty o e | oo |

Categories « difficut nd

Communication (Family Focus] Family Focus

Audience: Families

e o g s
Cammunicaton csion] . s B ["ca | oo |

Communication (Social Services)

Social Services.

Audience: Social workers, early intervention

‘What is SED, SED strategies, SED and Literacy

Social Emtional Development (Farnily Focus) Family Focus

Audience: Families

Functions of behavior, strategies, impact of trauma

Behavior (Education) Education

a 5 teach coaches,chi
Functions of behavior, strategies, impact of trauma

Behavior (Family Focus) Family Focus

Audience: Families

Eunctions of hehavior steateaies imoact of rauma

Schedule for Angel

Total Sessions: 8

Date & Time Session Title Topic Participant Group Role Notes
9/15/2025 at Infant-Early Childhood Mental Health: What is Pyramid Model . Defining Infant-Early Childhood Mental Health: What is social-emotional
1230 PM Defining Infant-Early Childhood Mental Health Social Emotional Development? Centers Presenting  jovelopment?
9/16/2025 at Defining Infant-Early Childhood Mental Health: What is social- Pyramid Model .
et oAl S ey b Presenting  identify what is social emotional development.
9/22/2025 at Nurturing Homes- Supporting  Objective: The coaches will recognize the most effective tools and strategies,
10:00 AM Geaeing: Hest Pacicssiand Judls Coaches . | as well as best practices, for coaching in-home providers.
9/30/2025 at Challenging Behaviors (Part 1) u;‘r'"'es‘l‘;“ﬁg:ge Supporting  The participants will identify the function of behavior; utilize best practices for
05:30 PM ging 1 preventing/redirecting behavior
Providers
How does the environment (classroom, routines, interactions) trigger
10/7/2025at  achilds stress and challenging behaviors? What practices can be e e B Pyramid Model sipporting | |EowSoeenmIORORLcess oo, foltines, IMpracions] faders,
07:00 PM utilized to create a high-quality supportive environment? (Tier 1 ‘at Impa ‘allenging Behavior in the Centers 1 CAING S SIESs:ard Callenging beniaviors: 2l pracices can bestilizedio
praciaces) Classroom create a high-quality supportive environment? (Tier 1 practices)
Creating a Supportive Environment and How i 5 Topic: How does the environment (classroom, routines, interactions) trigger a
:g/gg/%(’)v%s al Glassroom Environment That Impacts Challenging Behavior in the Eﬁ'ﬂa‘g‘g Rodel f”""""""“ child's stress and challenging behaviors? What practices can be utilized to
Classroom create a high-quality supportive environment? (Tier 1 practices)
How can early childhood educators support complex families and " . How can early childhood educators support complex families and partner
59%8%%5 a8l Lartner with them to promote social emotional development and Family Engagement and Support Egna‘g'r'g Model f“"p“"""" with them to promote social emotional development and address concerns?
address concems (Resource and referrals for families)
Targeted Social-Emotional Supports: Exploring _ . What targeted social-emotional supports help children who have
11/4/2025 at ‘What targeted social-emotional supports help children who have Pyramid Model Supporting
07:00 PM experienced trauma leam how-to identify emotions and self-regulate? Tier 2 Pyramid Model Strategies for Children G 2 experienced trauma learn how-to identify emotions and self-regulate? (Tier 2

Who Need More Support practices)

MISSISSIPPI STATE UNIVERSITY-
SOCIAL SCIENCE RESEARCH CENTER
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dministration

rubybren

‘Schedules by Week

Schedules by
Participant Groups.

Participant Groups by

‘Specialists by Semester

Presentation Title, Topic,
Category

‘Semesters by Agency

Topics by Participant
Groups.

Sessions Calendar

March 2026
Tue Wed Thu Fri
2 3 4 s
+ 1195 Empowering principc
B 1 bl 2

3 ”

«1p 86 Comecting Principles:

2 2%
#93in Person am Impact of
*1p #in Person pm Impact of

Note: Scheduling app developed by SSRC.

E. Cohort Planning Guide (sample)

sat
3 7
5 14
2 2

Sessions Filter & List

Upcoming Sessions

sun

-
Al Specialists

Al Presentation Titles

Clear Filters

#5 Empowering Principles: Environmental Strategies

8
Al Groups
15
s/3h026 3t 01
-
2
@ o speciaistassig
2

@ o speciaistassig

#In Person am Impact of Early Experience
- o .

#In Person pm Impact of Early Experience Part Two

P

Print Schedule

Facilitator Tasks

Co Facilitator Task

Evaluator's Task

Pre Session

MINUTES

Pre Session

MINUTES

Pre Session

MINUTES

‘Acquie the case (Constantly recruit cases in
advance of sessions (goal is fo have fhe case fo
specialist to one week in advance]

Checking Qualtrics daiy, corresponding with
agency contact, dieclty reaching out fo
participants

Does fhe case need an addifional/content speciic
lspecialist? Recruit one

30 minutes - when needed

*occassionally

Set up clean Observation

Tool for session recording

Confirm presentation date with presenting
specialist/get ther slides

Emai correspondence

30 minutes

Look for resources from lead
faciitator

Confirm case date with presenter

20 minutes

Send case to specialists

15 minutes

Send case to participants

5 minutes

Put Case in ECHO

5 minutes

Prepare PowerPoint

Add speciallist's slides

Wite case scenario slide.

75 minutes

Update fitle slide/announcements on final slide.

Collect specialist resources from email

N/A

Prepare Zoom polls

15 minutes

During Session

During Session

During Session

Assign co-host

Take attendance

save chat

90 minutes

Watch waiting room

Take notes

All post session survey link to chat

Post resources in the chat

post-session debrief

Take atfendance in
participant attendance in
Excel

SharePoint > Docs > ECHO
Sessions > (whatever the new
folder s called) > (new
attendance spreadsheet]

Fill out Observation Tool

1 hour/session

Watch waiing room

Wafch chat/ema for IT
requests

90 minutes

[Take notes

Add post session survey Tink 1o
chat

Record fhe session

Save chat and resources

Post Session

Post Session

Post Session

Verify attandance (cross check with ECHO and
chat)

20 minutes

save Completed
Observation Tool o
Sharepoint Folder

Put specialist attandance in thei separate chart

SharePoint > Docs > ECHO Sessions > (whatever the|
new folder is called) > (new specailist attendance
chart)

Maybe we can make this a separate sheet in the
new attendance spreadsheet

5 minutes

Edit notes

Type handwiiten notes (it
needed), fix formatting,
include link o presentation,
resource links, announceme
is

Analyze Immediate Post

Session Feedback Surveys

This is done 2 days after the
Session was completed

30-45 minutes per
session

Finish notes

Add link fo pdif of specialist slides

Add resource links

60 minutes

Update announcements

Send notes fo participants in post-session email

Upload notes/resources fo iECHO

Edit video recording/Maintain
YouTube Channel

75 minutes,

Create PowerPoint Slides
with Findings from Post
Session Survey

[Total

3.75 hours

Save Data and Findings to

Sharepoint Folder

Analyze Pre-Survey
Evaluation Results

(writing syntax & organizing
files; plus individual analyses
per group)

2 hours per group

Co - Facilitator Total

Put everything in SharePoint/appropriate fies

SharePoint > Docs > ECHO Sessions > (whatever the|
new folder is called) > (approprate group folder)

Notes

Resources

20 minutes

Specialist's slides

Chat

Add specialst's slides fo Michelle’s spreadsheet
Save specialists’ PowerPoints fo specialists’ folders

SharePoint > Docs > ECHO Sessions > Specialit,
topics, presentation fifles.xisx

Update scheduling Software app

Keep specialist info updated under fopics, agency.
make sure presentation tiles are accurate

10 minutes

6 hours

Paying Specialists

ECECHO

Early Childh
ECHO

6 hours per semester

ood

~/,

[EIaTE)

MISSISSIPPI STATE UNIVERSITY-
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F.

Confidentiality Script (to read at session start)

I understand and agree to the following:

Project ECHO® collects registration, participation, and responses for some teleECHO®
programs. Your individual data will be kept confidential. These data may be used for
research purposes only.

Tech Checklist (Hub)

o Welcome! Please put your name (first and last), profession, and location in the chat.
e Cameras on, Mics off unless speaking

e Press *6 to Mute and Unmute if you are joining by Phone

e [T issues? Message [name and email] via email or in the chat.

e Avoid using identifying info

e Be respectful of those speaking

e Keep an open mind and open ears

e We encourage participation

e Don’t be afraid to ask questions, that is why we are here!

Sample Post-Session Survey Items (Please rate the following statements. Use a 1-5 scale
where 1 means "strongly disagree" and 5 means "strongly agree" to select the answer that

best describes your opinion)

Post-Session Survey Items

Strongly Disagree (1) .. (2) . (3) .. (4) [ Strongly Agree (5)

1. During ECHO sessions, specialists,
facilitators, and participants are equals.

2. The mini-workshop presentations are
effective.

3. The case-based discussions are relevant
to me.

4. Facilitators are well-prepared for each
session.

1

=
=
)
[=]
o
[
(4]

o

(9]
(44}
-y
(4]
Lo
(=]
(44}

]
o

on
]
=]
-y
(4]

25

5. Specialists are very knowledgeable.

o
%]
w

6. | feel comfortable asking questions
during ECHO sessions.

7. | feel comfortable providing
recommendations during ECHO sessions.
8. ECHO sessions take time from other
important activities. (REVERSE)

9. ECHO sessions are repetitive to reinforce
key messages. (REVERSE)

on
]
=]
-y
(4]

25

I

on
%]
24

45

(75}
(==
="y
(4, ]

=
(=]
Em

50

Note: Fictitious percentages

May add a statement for overall satisfaction:
Overall, | am satisfied with the ECHO session (On a scale from 1 to 10, how likely

are you to recommend Project ECHO to colleagues, families, clients, and/or friends).

e To o Nl ;T | MISSISSIPPI STATE UNIVERSITY..
ECHO SOCIAL SCIENCE RESEARCH CENTER
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Useful Links
Project ECHO® - About the Model: https://projectecho.unm.edu/model/
Becoming an ECHOQO® partner: https://iecho.org/become-a-partner/
iIECHO platform help & FAQs: https://help.iecho.org/

HIPAA de-identification: https://www.hhs.gov/hipaa/for-professionals/special-topics/de-

identification/

FERPA overview (CDC): https://www.cdc.gov/phlp/php/resources/index.html
SSRC’s Early Childhood (EC) ECHO: https://earlychildecho.com/resources/

ECECHO

Early Childhood
ECHO

[STATER ‘

MISSISSIPPI STATE UNIVERSITY-
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