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Model Briefing Notes for Small Group Facilitators
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Thank you for agreeing to be a small group facilitator at the ‘rapid assessment’ workshop.
You role is to:

· Keep your group of ~5 people focused on the tasks set by the lead facilitator.
· Keep your group running to time (this will be challenging, given the rapid pace the workshop).
· Foster a constructive, cooperative environment in your group, characterised by:
· Everyone participating, with no one person dominating.
· Everyone's view being respected and given equal weight.
· Debates being focussed on issues not people.
· A sense of fun / enjoyment.
When you first meet with your group:

· Suggest that ‘supervisor-subordinate pairs’ and people who frequently work together be split up (if possible) so that they are in different groups. This may help some people to speak more openly.

· Introduce yourself and initiate a five-minute icebreaker exercise. For this exercise, each participant would be asked, in turn, to tell the group:

· their name;

· the branch / unit they work in; and

· one way they could assist the delivery of water sensitive urban design (e.g. by strengthening planning policies, by influencing the design of council works, by working with developers during the development assessment process, etc.).
· Appoint a scribe (not yourself). If there is someone in your group who is responsible for turning the outcomes of the two workshops into an action plan, suggest that they be the scribe.

· Ensure that everybody has a copy of the agenda and work sheets.

During your facilitation, please:

· Do as little talking as possible, especially if you are knowledgeable on a subject and feel a temptation to “be the expert”.
· Jump in and clarify a question or prompt a response if the group is struggling with an item in the work sheets.
· Monitor who is contributing as well as the body language of the group and take action if necessary (e.g. if someone is not engaged with the discussion, try to get them to re-engage by asking them to share their views).

· Let your group members know that it is OK to have different opinions, as this process is a subjective assessment that depends on your point of view.

· Suggest to the group that important discussions and ‘hot topic’ that emerge be “parked” for later discussion. Time will be provided towards the end of the workshop to continue discussing such issues (see the agenda). You could write down these “parked” issues down on a coloured ‘sticky note’, so they are not forgotten.

· Give participants frequent positive feedback (e.g. on their progress, thoughts, respect for each other's opinions, keeping to time, etc.).

Finally, please enjoy the process and ask for help if you need it.

((name))
Lead Facilitator
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