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Workshop Facilitator notes
This document is intended to give the facilitator the information they need to run this workshop.  This document should be read in conjunction with the presentation and notes provided with each slide, as well as the other supporting documentation.  This document does not include information about the organisation of the workshop, which can be found in “Workshop instructions”. 
Workshop elements

The workshop consists of two units.  One is a bicycle ride, and the other is a facilitated interactive discussion.  The discussion includes a debrief of the ride itself, and also allows the facilitator to introduce additional issues and concepts that could not be covered by the practical riding experience.

Note:  The most important thing for the facilitator to remember is that this is a workshop (facilitated discussion), not a presentation.  The presentation slides have been prepared to support (and in some cases to supplement) the discussion.
Workshop preparation

The faciliatator should familiarise themselves with the material included in the resource kit, especially the presentation materials and these notes.  A number of elements of the materials will need to be amended to suit the target audience, the organisation hosting the event, the workshop date and location etc.  For convenience, a checklist has been included with the resource kit (Workshop checklist), to ensure that all relevant documents are edited appropriately.
The facilitator should determine whether the invited organisation wishes to present its own material, in order to plan where that material logically “fits” in the discussion.  For example, Wellington City Council wanted to present material on cycling crash statistics, and it was agreed that this information should be presented before the general discussion got underway.
There are two versions of the slides included with the resource kit.  The preferred version is named “Workshop slides – preferred”.  This version uses images to create a visual impact on the participants.  The information associated with each slide is included with the notes for that slide, rather than on the slide itself.  
A second version (“Workshop slides – text”) has no images, and the information is printed on the slide itself.  This version is included to allow less experienced faciliatators to be able to present the material with confidence.

It is recommended that the “icebreaker” cues be written on to flipboard paper, ready to be revealed at the appropriate time.

Lastly, it is strongly recommended that handouts of the presentation material are only handed out at the end of the workshop.  This will ensure that your audience stays focussed on what is going on during the workshop.

Workshop management
The primary aim of the workshop is allow the participants to gain an understanding of issues for cyclists, especially those experienced while riding a bicycle.  It is strongly recommended that the cycle riding part should take place before the rest of the workshop (with the possible exception of the introduction and icebreaker), rather than the other way around.  The remainder of this material assumes that this is the case.

It may not be practical, but it is recommended that “realistic” traffic conditions are experienced by the participants – for example, early morning rush hour traffic.  One way this could be done is to run an introductory part to the workshop the evening before, which covers a brief introduction and icebreaker, together with a ride briefing.  The participants then meet up in the morning to have the riding experience.  After the cycling, a break for refreshment and food, with the main body of the workshop after this.

A suggested icebreaker is included in the power-point material.

A substantial part of the workshop should be taken up with a facilitated general discussion amongst the participants.  The starting point for this is the ride debrief.  The facilitator should use open questions to prompt the particpants for their:

· Thoughts 

· Observations

· Impressions

· What they learnt

· What they enjoyed

· What they didn’t enjoy

· The behaviour of other road users (cars, commercial vehicles, public tranport, pedestrians)

Start with general observations and work down to specifics.  For each observation or comment, capture the substance of the idea (on a whiteboard, for example), and see whether others had a similar or different experience.  

As the discussion continues, the facilitator should note opportunities to drill further, or where the presentation material might help to emphasize a point made by either the facilitator or the participants.  It is recommended that the discussion should be allowed to continue as long as the workshop participants are finding value in the dialogue.
When the discussion draws to a natural close, the facilitator should summarise the general points made, using the captured material that was collected during the discussion, and recap any particular points or ideas that (s)he wishes to emphasize.

It is now time to go through the remainder of the presentation material.  The slides on cycling hazards can be used to refer back to the earlier discussion, and possibly prompt participants with other ideas for comment.

Once the presentation material has been run through, it is time for the facilitator to summarise the entire workshop, thank participants and ask that they complete feedback forms.  The feedback forms will be used to improve the workshop for future participants.

