2006 Advanced Practice Center Training Conference
Facilitator’s Guide
	Preparing for Pandemic Flu:

It’s Not Business as Usual



This guide has been prepared by The Seattle-King County Advanced Practice Center with assistance from the North Carolina Center for Public Health Preparedness at the University of North Carolina at Chapel Hill.  The National Association of County and City Health Officials, in collaboration with the Centers for Disease Control and Prevention, have provided funding and support for the development of the materials and production of the CD-ROM. 

This guide will help you to prepare, deliver, and evaluate an effective training session using the training materials presented at the 2006 Advanced Practice Center Training Conference in Washington, DC.  Our goal is to encourage public health preparedness professionals across the county to use the best practice tools and resources developed by the Advanced Practice Centers.
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1. Training Program Overview

Preparing for Pandemic Flu: It’s Not Business as Usual

Seattle-King County Advanced Practice Center

This program was developed by The Seattle-King County Advanced Practice Center, located at Public Health – Seattle and King County, 999 Third Avenue, Suite 1200, Seattle, WA  98104.  For additional information, contact Michael Loehr, preparedness section program manager at Michael.Loehr@metrokc.gov or (206) 205-5824, or visit the NACCHO APC Web page: www.naccho.org/topics/demonstration/APC/WA.cfm.

Overview:

Public Health – Seattle & King County (PHSKC) expanded its preparedness and planning partners to include the business community.  In a public health emergency, such as pandemic flu, it will be critical to have partnerships established with businesses for communication and as a potential resource.  This session will describe the PHSKC business engagement and outreach plan, provide tools for other local health jurisdictions, including sample letters, PowerPoint presentations, handouts, and provide resources for businesses.  

Goal:

To train participants on how to develop a business engagement plan for public health preparedness in their respective jurisdiction

Learning Objectives:

· Participants will be able to understand the purpose of engaging their business community in public health preparedness planning

· Participants will be able to identify at least three internal and three external stakeholders for business engagement planning

· Participants will develop a draft business engagement plan for their jurisdictions

Emergency Preparedness Competencies addressed in this session:

· Describe communication role(s) in emergency response: within agency, media, general public (specifically, businesses), and personal (family, neighbors).

· Identify limits to own knowledge/skill/authority and identify key system resources for referring matters that exceed these limits.

· Apply creative problem solving and flexible thinking to unusual challenges within his/her functional responsibilities and evaluate effectiveness of all actions taken.

Emergency Preparedness Competencies can be found at www.nursing.hs.columbia.edu/institutes-centers/chphsr/btcomps.pdf

2. CD-ROM Training Materials

The following resources are available on the 2006 APC Training Conference Trainer’s Guide CD-ROM to assist you to deliver this training in your agency or community.

· Highlights Presentation – “Preparing for Pandemic Flu: It’s not business as usual,” an overview narrated by Allene Mares, RN, MPH, regional health officer for Public Health – Seattle & King County

· Facilitator’s Guide – Preparing for Pandemic Flu: It’s not business as usual

· Presentation Slides with Notes – Preparing for Pandemic Flu

· Training Activity Handouts:

· Sample Business Engagement Plan for Pandemic Flu
· Business Engagement Plan Template

· Sample Letter to Public Officials

· Sample Letter to Businesses

· Sample Agenda for Pandemic Flu Business Forum

· Pre- and Post-Tests 

· Session Evaluation Form

· Additional Resources:  Available on the Public Health – Seattle & King County  website:

· Advanced Practice Center resources – www.metrokc.gov/health/apc/index.htm

· Pandemic Flu Multimedia Presentations –  www.metrokc.gov/health/pandemicflu/multimedia/index.htm 

3. Planning Your Training Session

Here are the basic steps to prepare a training session using the resources contained on the 2006 Advanced Practice Centers Trainer’s Guide CD-ROM.  Resources available on the CD-ROM are highlighted in italics in the steps below.

a) Get comfortable with the training topic and the materials.  As the trainer of this session, it is important for you to become familiar with the training topic and the materials.

· Review the Highlights Presentation on the CD-ROM. (Note: your computer will need an Internet connection to access this 10-minute narrated presentation.)

· Study the Facilitator’s Guide on the CD-ROM, starting with the Training Program Overview.

· Examine the PowerPoint Presentation Slides in the “Notes View” and the Training Activity Handouts.
· If you are not familiar with the topic, study the Additional Resources suggested by the developers and consider inviting a partner with expertise in this topic to assist you in delivering this training.

b) Assess the audience you want to train.  Before you move ahead with implementing this training in your agency or community, think carefully about the characteristics of the people you want to train and compare your audience to the planned audience for this training.  

· Review the audience assumptions in the Facilitator’s Guide.

· Identify your “target” audience and conduct a brief needs assessment to confirm your assumptions including:

1) What are the skills and experience of your audience?

2) Does your audience perceive a need for this training in their current work and/or express a strong interest in the topic?

3) How much time does your audience have available for this training?

4) Do the managers of your audience support their attendance at this training and their implementation of the skills on the job?

5) Are there travel constraints or other logistics you need to consider?

· Determine if the planned audience matches your audience or describe the differences.

· Use the Trainer’s Planning Worksheet in the Facilitator’s Guide to document your assessment. 

c) Tailor the training to meet the needs of the audience.  If you found that there is a good match between your audience and the planned audience, you can skip this step.  However, you may need to modify the training based on your audience analysis, including:

· The number and duration of sessions (e.g., audience can only participate in three one-hour sessions rather than one three-hour session).  

· Goals and objectives (e.g., too many objectives given the background of your audience).

· Examples relevant to your audience (e.g., replace or change examples given in the PowerPoint slides and handouts to be more relevant to your audience).  If you modify your presentation, review the Checklist for Effective Presentations in Appendix A of the Facilitator’s Guide.

· Other changes to meet the needs of your audience (e.g., modify the evaluation forms).

d) Prepare the training materials.  The CD-ROM contains the presentation slides and handouts to deliver the training session.  You can access these materials to make any changes identified in the previous step to better suit the audience you will be training.

· Open the Presentation Slides (PowerPoint files) and save the file on your computer.  You can edit the slides, add your information to the introductory slide, and make any other changes necessary.  Then print the slides to copy and distribute (recommend printing 3 slides per page to allow for taking notes).

· Open the Training Activity Handouts and the evaluation forms (Pre- and Post-Tests and Session Evaluation Form) and save the Word or PDF files on your computer.  You can edit the handouts, add your information, and make any other changes necessary.  Then print all the handouts to copy and distribute.

e) Plan the training logistics.  Once you have received approval and a budget for your training, you can begin planning for scheduling and implementation.  See the Training Facilitation Guidelines in the Facilitator’s Guide for recommendations on these training logistics and use the Trainer’s Planning Worksheet in the Facilitator’s Guide to document your plans.

· Determine possible dates that you and your audience are available for training.

· Secure a training facility for the dates and size of your audience that meets your requirements (number and set-up of tables and chairs, projection screen, etc.) Take into consideration accessibility and convenience for your audience.

· Arrange for continuing education units if desired.

· Invite your potential audience, including information such as the topic, presenters, date/time, location, registration deadline, cost, overview of goals and reasons that the indented audience may want to attend, etc.

· Confirm your participants and create an attendance roster.

· Obtain the equipment (e.g. laptop computer, LCD projector, extension cords and screen, flipchart stand and paper, etc.) that you need to deliver the presentation.

· Order the supplies you need based on the recommendations in the Training Facilitation Guidelines in the Facilitator’s Guide.

· Decide if refreshments are needed and make an order.

· Make copies of the presentation slides and handouts and place in folder or binder.

· Ensure an adequate number of staff to assist with room set-up, registering participants, refreshments, and other logistics as well as to facilitate the training.

· Prepare a back-up plan in case of illness or bad weather, and communicate this plan to the attendees and staff assisting with the training.

f) Conduct the training session.  We will review a few essentials to delivering an effective training program.  However, if you haven’t conducted a training program prior to this, we recommend that you partner with someone who has strong training facilitation skills and experience with your audience.  The Facilitator’s Guide is not a complete “how-to” for facilitating an effective session.

· Consider conducting a pilot session or dress rehearsal if you are unsure of your audience or the materials.

· Have everything set up and ready to go before the session so you can greet people as they enter the room (e.g., test computer and projector well in advance to have time to address problems).

· Start with a strong, clear introduction (see Tips for Starting a Session and Facilitating Discussion in Appendix C of the Facilitator’s Guide).

· Review ground rules for participation and ask for buy-in (see Sample Ground Rules in Appendix B of the Facilitator’s Guide).

· Manage discussion effectively (see Tips for Starting a Session and Facilitating Discussion in Appendix C of the Facilitator’s Guide).

· Keep focused on your goals and make sure your audience understands the connection between what you are doing in the session and why it is important.  

· Build in check-in times to gauge how the session is going.  This doesn’t mean just asking, “Are there any questions?”  It is better to ask more specific questions to elicit information such as, “How do you see this relating to what you do on the job?”  If you need to spend more time on an activity than you had planned, remember it is better to meet the needs of a majority of the learners than to satisfy your desire to cover all the content.  Take a 3 minute stretch break if you need to reconsider how to proceed. 

· Maintain control of the time.  If you are going over your expected timeframes, figure out how to adjust the content, but don’t take more time or try to talk faster. 

g) Evaluate and follow up on the training session.  There are two types of evaluation instruments included on the CD-ROM:  
· Pre- and Post-Tests measure what your participants learned during the session.  The pre-test is administered at the very beginning of the session before you review the objectives and start delivering the content.  Stress that this is really a test of how well you do as a trainer and that the results are reported anonymously.  The post-test is administered at the very end of the session.  To assist with the analysis of the pre/post-test, an answer key is provided for the knowledge-based questions.  

· The Session Evaluation Form measures how satisfied the participants were with the session.  This is also administered at end of the session.  Be sure to thank participants for completing these evaluation forms.

After collecting the evaluation forms, it is important to analyze the results and report your findings to key stakeholders.  This is particularly important if you plan to deliver this training again or conduct other trainings with this audience.  You might want to consider additional follow-up with your audience after the training session to assess the longer-term results in terms of learning, skill application and overall value of and satisfaction with the training.
4. Training Facilitation Guidelines 

The following guidelines will help you plan and conduct this training session prepared by The Seattle-King County Advanced Practice Center.  After reviewing these guidelines and Planning Your Training Session in Section 3, you can use the Trainer’s Planning Worksheet in Section 5 to document how you will implement this training program for your audience.

Training Audience:
This training program is designed for approximately 30 people.  

The expected audience will consist of staff from local and state health departments with preparedness responsibilities; primarily public health nurses and environmental specialists from small to mid-size local public health agencies (LPHAs).  We expect some of them to be relatively new to public health preparedness, and may have little to no knowledge of preparedness.  The diversity of participants will be in the public health disciplines they represent and the size and location of their LPHAs.  

The audience may have knowledge of a variety of communicable diseases, including influenza, depending on their background.  However, they may not have much experience working with businesses since this is a relatively new public health partnership for most LPHAs.  Depending on the size of the LPHA, the audience may also not have the communication team resources that assisted in The Seattle-King County Advanced Practice Center material development and may not have the time to develop these types of materials.  Therefore, this subject matter and handouts/tools will hold a great deal of interest for the audience.  

Duration:
The training will last approximately 3 hours, with one 15-minute break  

Training Program Goal:
To train participants on how to develop a business engagement plan for public health preparedness in their respective jurisdiction.  

Training Program Overview:

Participants will identify a minimum of 6 internal and external stakeholders for business engagement by working in small groups, brainstorming, and discussing, then reporting back to the larger group to begin to identify stakeholder categories/groups for planning efforts.  Participants will learn from each other about possible stakeholders by reporting to the larger group on the small group discussion using post-it notes.  The facilitator will assist with categorization of stakeholders on the post-it notes.  Participants will develop a draft engagement plan using a template and working on their own or with 2-3 people who work in close geographic proximity or come from similar size LPHAs.  Participants will learn to examine a variety of options for working with their business community.  Participants will report to the larger group to increase understanding of challenges and opportunities related to business engagement planning.  

Readings and Resources for Further Study:
Public Health - Seattle-King County (PHSKC) pandemic flu webpage, available at: http://www.metrokc.gov/health/pandemicflu/.  This site includes resources for businesses, business forum presentations, the Public Health - Seattle-King County Pandemic Flu Response Plan, “It’s Not Flu As Usual” brochure (produced by Trust for America’s Health), a “Stop Germs-Stay Healthy” poster, and more.  
Learning Objectives for this Training Program:
· Understand the purpose of engaging their business community in public health preparedness planning by the end of the session.  

· Identify at least three internal and three external stakeholders for business engagement planning by the end of the session.  

· Develop a draft business engagement plan for their jurisdictions by the end of the session.

Number of Trainers/Presenters to Deliver this Training: 
Three trainers facilitate this session, including one main presenter (regional health officer) and two other health department staff (preparedness section manager and program manager) to help facilitate the breakout groups.  Ideally there should be one trainer for about eight participants.
Materials Needed: 
Equipment:

· 5 Flip Chart stands with paper 

· Laptop, LCD projector and screen

· Optional – microphone for presenter and Internet connection for laptop
Office Supplies:

· Post-it notes (3” by 3” pads, 2 per table of 8 people)

· Pens for all participants

· Markers to write on flipcharts (2 per table)

· Alcohol gel and packages of facial tissues

Handouts:

· Presentation slides printed 3 to a page for note taking

· Sample business engagement plan from Public Health – Seattle/King County 

· Business engagement plan template

· Sample letter to businesses

· Sample letter to public officials

· Sample agenda for pandemic flu business forum

· Pre-Test

· Post-Test

· Session Evaluation 

Training Facility:  

The training facility should accommodate 4 to 5 round tables seating 8 people at each table depending on the size of your audience (approximately 40’ by 35’).  The room should have a projection screen, laptop computer, LCD projector, and microphone.  
Before participants arrive, set up and test the LCD projector and laptop, set up easels and flip charts, and place alcohol gel, tissue packs, and other supplies on the tables.  
Assign participants to tables for the small group discussion based on the size of the participants’ jurisdictions or other characteristics of the audience.
Agenda:

	Agenda Item
	Duration
	Activity
	Goal, Objective, & Overview of Activity
	Resources

	1. Introductions
	15 minutes
	
	Welcome participants, introduce facilitators and speakers, and administer pre-test.
	Copies of pre-test

	2. Overview of Public Health - Seattle-King County (PHSKC) business engagement planning efforts 

· Developing the plan
· Implementation
	45 minutes
	Presentation
	Train participants on concepts related to business engagement for public health preparedness planning.
	PowerPoint slides, LCD, laptop

	3. Identifying stakeholders for business  engagement 

· Identify internal stakeholders (min. 3)

· Identify external stakeholders (min. 3)
	30 minutes
	Facilitated small group discussion & brainstorming (2-3 groups)
	Train participants to think about stakeholders for business engagement in their communities.  Participants will identify a minimum of 3 internal and 3 external stakeholders for business engagement by working in small groups, brainstorming, and discussing, then reporting back to the larger group to begin to identify stakeholder categories or groups for planning efforts.  
	3 Flip charts, 3 easels, 6 assorted colored markers, 35 pens, 3x3 post-it notes (5 pads)

	4. Reporting on identified internal and external stakeholders
	15 minutes
	Debrief
	Identify stakeholder groups that participants can begin to contact. Participants will learn from each other about possible stakeholders by reporting to the larger group on the small group discussion using post-it notes.  Facilitator will assist with categorizing stakeholders.
	3 Flip charts, 6 markers, pens, 3x3 post-it notes (2 pads)

	BREAK
	15 minutes
	
	
	

	5.  Developing a business engagement plan 

· Develop an engagement plan for your community using the PHSKC template
	30 minutes
	Template/tool
	Train participants to develop a business engagement plan for their communities.  Participants will develop a draft engagement plan using a template and working on their own or with 2-3 people who work in close geographic proximity.  
	Pens, Template/ Worksheet, PPT slides, plan, template letters, web page, business resources 

	6. Reporting on individual business engagement plans
	15 minutes
	Debrief
	Train participants to examine a variety of options for working with their business community.  Participants will report to the larger group to increase understanding of challenges and opportunities related to business engagement planning.  
	NA

	7.  Conclusion and Q&A

· Ongoing business engagement 
· Optional: show video clips from PHSKC Business Forum on Pandemic Flu
	15 minutes
	
	
	Laptop, LCD projector, and Internet connection


Note: Examples of Public Health - Seattle-King County’s presentations with business leaders are available on the PHSKC website [http://www.metrokc.gov/health/pandemicflu/ ].  If you have a laptop with an Internet connection and LCD projector, you can show this example.  This can also be a follow-up activity that participants can do when they return to their offices.

Facilitation Guidelines:

Here are the suggested guidelines for the training activities in the agenda.

Small Group Activity:  Identifying stakeholders for business engagement 

Introduce the activity:

“This is an opportunity for you to develop the tools necessary to engage businesses in your jurisdictions around public health preparedness planning.  When you go back home you will have identified concrete steps you will use to work with your businesses.” 

Give instructions to get the activity started:

“We are breaking you into 4 groups by the size of the jurisdiction your health department serves.  Write stakeholder categories on the flip chart or on post-it notes that you place on the flip chart.  We will have a facilitator with each group who will take notes and watch the time.”  

Facilitate during the activity:

Prompt participants for additional stakeholder categories.  Ask questions like, “Who do you need to think about internally?”  Answer questions about the types of stakeholder categories.  

Debrief the activity and summarize key points:

Small group spokesperson will highlight key points from discussion and also place post-it notes with stakeholder categories up at the front of the room.  The facilitator will work with the audience to identify key categories and themes among the post-it notes and group the post-it notes together under those categories. 

Small Group Activity:  Developing a business engagement plan 

Introduce the activity:

“Now you will take the stakeholder identification process and begin to lay out action steps to engage them.  You will fill out a business engagement plan from the perspective of your jurisdiction.  You will identify the steps you need to take and the activities and responsible parties for each step.  You are also going to begin to identify the types of venues for your business engagement meetings and the positive and negative aspects of different planning activities.  You can work either on your own or with others who are in your jurisdiction.” 

Give instructions to get the activity started:

“Here is the template that you are going to fill out.  You have 30 minutes to fill it out as best you can.  You can reference the “Pandemic Flu Planning with King County Businesses” document to help you.  And, we will be walking around the room, answering questions, and providing technical assistance.  The time and effort you put in here today will help you when you get back home.” 

Facilitate during the activity:

Provide individual technical assistance and answer questions.  

Debrief the activity and summarize key points:

The presenter will ask the participants to report out by asking the following questions:

· What planning challenges did you identify as you worked through the template?

· What “ah-ha” moments did you have or what “low hanging fruit” did you identify?

· What is the first planning step you will take when you go back home?  And, when will you do it by? 

The presenter will ask the participants to email her within 2 weeks of the session and report on their business engagement planning progress.  

Administering evaluation instruments:

There are two types of evaluation instruments to administer:

· Pre- and Post-Test to measure what your participants learned during the session

· Session Evaluation to measure how satisfied the participants were with the session 

The Pre-Test is administered at the very beginning of the session before you review the objectives and start delivering the content.  Stress that this is really a test of how well you do as a trainer and that the results are reported anonymously.  The Pre-Test should be completed quickly and immediately collected by the trainer. 

The Post-Test is administered at the very end of the session and should be completed quickly and immediately collected by the trainer.  

The Session Evaluation is also administered at end of the session and immediately collected.  Be sure to thank participants for completing these evaluation forms.

5. Trainer’s Planning Worksheet

This worksheet parallels the Training Facilitation Guidelines in the last section and enables you to customize the plans for the training program you will deliver to your audience.  You can note any differences between the Training Facilitation Guidelines, prepared by the Advanced Practice Center and your plans.  Enter your information in the boxes after each item and save this document as the plan for your training session.

Your Training Audience:

· How many people do you want to train?

	


· What do you expect are the range and levels of professional and volunteer experiences among the training participants?  What experience can you tap into?

· What degree of diversity do you expect among the participants? 

	


· Do you expect the audience have any knowledge about the subjects of this training?  If so, what is the general level of knowledge? 

· Do you expect a "learning curve" among audience participants? 

	


· What expectations of the audience and their managers and sponsors should you consider?

	


Duration of Your Session:

· What is the duration of your training in terms of number and duration of sessions?

· When do you plan to deliver this training?

	


Your Training Program Overview:

· What changes do you plan to make to the basic description and goal of your program?

	


Learning Objectives for Your Training Program:

· What additional or different learning objectives do you have?

	


Number of Trainers/Presenters to Deliver Your Training: 

· How many trainers will you need to deliver/facilitate this session?  
· Who will serve as presenters/assistant facilitators?

	


Materials Needed for Your Session:

· What materials will you need for your session? 
· Given the size of your audience, how many of each will you need?

Equipment:

· Flip charts, paper, and pens – specify number needed: 






· Laptop, projector, and screen

· Overhead projector and screen, slides copied onto transparencies (if laptop not available)

· Other Equipment: 











Office Supplies: 

· Post-it notes (3” by 3” pads, 2 per table of 8 people)

· Pens for all participants

· Markers (2 per table)

· Other supplies: 











Handouts:

· What additional activity instructions, readings, examples, or other handouts will you need?

	


Your Training Facility:

· What training room do you plan to use?

	


· What additional room set-up and other preparations are necessary prior to your session?

	


Agenda for Your Session:

· Do you need a different or modified agenda?

	Agenda Item
	Approximate Duration
	Activity
	Resources

	Introduction
	15 min
	Welcome & introductions
Administer pre-test 
	Pre-test instrument

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Evaluation
	10 min
	Administer post-test and session evaluation
	Post-test and session evaluation


Your Facilitation Guidelines:

· How you will introduce each agenda item?

	


· Describe any additional instructions to get the training activities started.

	


· Describe any additional things you will do during the activities (e.g. watch for certain things to happen, anticipate confusion about this, answer these kinds of questions, etc).

	


· Describe any additional ways you will debrief the training activities, summarize key points, and administer the evaluation instruments.

	


· Do you have any changes to the evaluation instruments?

	


Other Notes about Your Training Session:

	


Appendix A.
 Checklist for Effective Presentations

	Yes
	No
	Presentation Tip

	Tips on Text and Fonts:

	
	
	For bullet points, use the 6 x 6 Rule:  

· One thought per line

· No more than 6 words per line 

· No more than 6 lines per slide

	
	
	Use sans-serif fonts (e.g. Arial) rather than serif fonts (e.g. Times New Roman)

	
	
	Use single font for most of presentation  

	
	
	Use font size of 24 point or larger

	
	
	Use larger size font for slide titles (35-45 points) 

	
	
	Avoid italicized fonts 

	
	
	Do not use all capital letters to emphasis your point

	
	
	Don’t overuse different colors, sizes and styles (bold, underline) for impact

	
	
	Stand back 6 feet from the monitor to see if you can read the slide 

	Tips on Graphics and Design:

	
	
	Keep the background consistent and subtle

	
	
	Keep the overall design clean and uncluttered

	
	
	Leave empty space around the text and graphics 

	
	
	When using charts or graphs, use text to label, not to explain

	
	
	Use quality clipart sparingly and only to relate to and enhance the topic

	
	
	Use a limited number of graphics style throughout (e.g. cartoon, photographs) 

	
	
	Limit the number of graphics on each slide

	
	
	Avoid flashy graphics and animation effects

	
	
	Limit number of slide transitions used 

	
	
	Check graphics & animations on projection screen before the actual presentation

	Tips on Color:

	
	
	Limit number of colors on a single screen and use a different color for title

	
	
	Use dark text on light background or light text on dark background 

	
	
	Avoid vibrant colors (e.g. red) that are difficult to read 

	
	
	Use no more than four colors per chart

	
	
	Check colors on projection screen before presentation 

	General Tips on Presentations:

	
	
	Begin with brief overview, present & conclude with important points

	
	
	Limit the number of slides to no more than 1 slide per 2 or 3 minutes

	
	
	Check spelling and grammar on all slides

	
	
	Number slides in the footer area of the slide

	
	
	Practice presentation to speak from bullet points; never read your presentation

	
	
	If bullet points are complex, have points appear one at a time to keep audience on track

	
	
	If the content is complex, provide handouts of slides with space to take notes


Appendix B.
 Sample Ground Rules
There are many possible ground rules… 
You may be able to use ones that the group has already agreed to, or you can create a short list yourself and ask the group for input.  Two examples of possible ground rules are below.

Ground Rules from the DeKalb County APC Training Session:
· Participate Actively

· Be Candid

· Be Brief

· Listen Actively

· Be Open to New Ideas

· Respect Others

· Avoid Side Conversations

· Be On Time

· Other suggestions by the group
Sample Ground Rules List from Michael Wilkerson, The Secrets of Facilitation:
· Everyone speaks

· One conversation

· Use the parking boards (for comments that you want to refer to later in the discussion)

· Take a stand!

· Soft on people, hard on ideas

· No beeps, buzzes or ringy-dingies

· Recharge (a brief activity to raise the group’s energy level)

· Start and end on time

· Other suggestions agreed to by the group
Appendix C.  Tips for Starting a Session and Facilitating Discussion

 “Openers” – Tips for Starting a Session:
Often referred to as “icebreakers,” the way you introduce your training activity to your audience can have a big impact on its effectiveness.  A good icebreaker can enable the participants to get acquainted, become energized about the topic and being in the session, and established a baseline for group participation.  

In the opening of your session, it is important to answer the following questions that most participants have when they walk into the room:

· Why are we having this session? Why am I here?

· What do we need to accomplish during the session? How does it fit with what we need to accomplish outside of the session?

· What is our role in the session? What will be doing?

· Why should I invest my time?

A strong opening sets the tone, pace and expectation for the rest of the session.  In The Secrets of Facilitation: The S.M.A.R.T. Guide to Getting Results with Groups (2004), Michael Wilkinson recommends that you answer the questions above and that you:

· Inform participants of the purpose, objectives and deliverables,
· Excite them about the process, results and benefits,
· Empower them by discussing the role they play, and
· Involve them as early as possible in identifying their personal objective for participating in the session.
Tips for Facilitating Discussion:
· Invite the group to respond to a question

· Proceed one question at a time

· Begin the discussion with a volunteer or by following a certain order (e.g., hearing from one person at each table)

· Encourage participation by drawing on group members’ different fields of expertise
· Engage quieter participants by relating to their particular skills and experience

· Share your own perspectives occasionally, but don’t dominate the discussion

· Be support of people’s answers and provide positive feedback to encourage participation

· Maintain the pace of discussion so that time is distributed evenly among all questions

· Record key ideas on a board or flip chart; it helps some people to see responses or issues listed
· Maintain a positive, enthusiastic attitude throughout the discussion

· Do not criticize or embarrass any member of the group

· Bring the discussion to an end with a brief summary or by stating aspects of the answers that were left unsaid

· Thank the participants for their involvement and contributions
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