
Workshop participation

The following points will assist participants to achieve a successful workshop:

1. All participants are requested to turn off mobile phones (where possible).  Otherwise, please leave the room to answer a call or make a call.

2. Participants will be required to form sub-groups during the workshop.  It is preferable that each sub-group has a MIX of representatives from each organisation present.

3. Each sub-group will be required to pick a scribe.  The scribe must have GOOD, CLEAR HAND WRITING and must be able to PRINT clearly.

4. Speaking time should be shared equally amongst all members within the sub-group during deliberations.

5. Participants should make use of plans, models, sketches, photos or illustrations where available at the workshop to promote thought, clarity and discussion.

6. Initially, participants should attempt to identify a SIGNIFICANT number of concerns, risks, solutions and options as possible (rather than to explore the depth of only a few).

7. Sub-groups should avoid being too general in their notes. ILLUSTRATE CLEARLY with specific EXAMPLES.  EXPAND on the descriptions so that the notes can be clearly understood at a later time by other parties (do not abbreviate too much such that the meaning is lost or faded).

8. Sub-groups will be required to nominate a speaker to present the groups findings.

9. Sub-groups will be required to review the scribe’s notes and update them following the presentation to further clarify the details of findings.

10. Participants will be required to take responsibility, both individually and collectively, to ensure the group is focused. Avoid areas not related to progressing the project. (This will avoid extending the workshop beyond the scheduled completion time).

11. All participants are requested to use the time wisely.
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