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How to: Use the speakers notes and presentations

Each module consists of a speakers notes document and a presentation deck. 

Each of the speakers notes documents breaks down the training session into sections. Each section has script – the main body of text outlining the main points to communicate during this section. Each section also includes a column on the left which contains the facilitation action needed during this section and suggestions for adaptations. There are estimated timings for each section and a total time estimate at the top of the document. 
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Green text indicates suggestions for alterations to tailor facilitation to a city needs / level of the group being taught. We recommend reviewing the materials ahead of time to identify where relevant city policies, examples can be referenced and added. 

	
Blue text boxes indicate when an activity takes place.



 We recommend reviewing the document ahead of time to ensure that you have all the materials you may need to complete the activities successfully. Most activities only require groups to have a shared space to write, this can be physically on paper or on an online whiteboard like miro. 
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Facilitation / Alterations

Script

If in person, get everyone settled into the
room. If possible, provide the group with
refreshments  etc.  Review  any
housekeeping required of the space  fire
exits etc.

If online, wait a few minutes for everyone
to arrive. Run through how you will use
the technology, when/how to use the
chat box, explain how they should get
your attention if they would like to speak
or ask a question.
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