Preparation Notes Guideline

Of course, you don’t want to walk into your facilitation session unprepared!  The purpose of your creating preparation notes is to help you be ready to lead a discussion by deciding on your topic, creating a way to motivate your participants, and writing some questions that might be interesting.  Type these notes up.  You will hand them in to me as soon as your facilitation session is over.
While there is no universal layout for your preparation notes, they need to clearly address each of the six questions below.  Consider preparing something that looks something like a script rather than simply responding to these “guideline” questions as they’re listed.  You can note on your outline where each question is being addressed (some will be covered more than once during your facilitation).  You’ll have your prep notes in front of you as you’re facilitating your group, but know what they say beforehand so you don’t spend a lot of time reading them in front of your group members.

Obviously, your preparation notes will overlap with your group facilitation partners’ notes.  However, each should be distinct, with clear indication of your own contribution.

1.  Who will be doing what?  For example, who is going to be the first facilitator?  

2.  How will you introduce your topic?  How will you motivate group members to participate?  (Introducing your topic does not consist of reading “Diverse Voices” to group members. Each facilitator should do some introduction  together at the beginning and also to introduce their own portion or focus.   Motivation results from something special and compelling to spark interest.)
3.  What questions will you have prepared?  Check for open-ended vs. closed-ended.  Be sure you have enough questions to last for the duration of your time.  (Too many is better than not enough!) 
4.    Where are you going to summarize/paraphrase? (hint: OFTEN!)
5.  How are you going to transition between questions?  How are you going to transition between facilitators?  Note, a transition is more than saying “Next”! 
6.  Think about the skills we’re learning in class, and the skills you’d like to develop.  This facilitation is an opportunity to work on those skills.  During this facilitation, what skills are you going to work on?  How are you going to keep these in mind?  Be specific.    This is a crucial part of your preparation!
