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Workshop Facilitator Instructions
Grand Army Plaza Placemaking Workshop

March 10, 2007

As a facilitator, your role is to make sure that:

· people understand what to do

· they do it, and on schedule

· everyone in your team has a chance to speak – that no person dominates (including the facilitator ( )
1. When your group convenes:

· Quickly have everyone introduce themselves

· Take your team to their site.  
· Bring:
· copies of the game
· a map of the game sites
· at least one pen
2. Onsite: First tell everyone to go through the 1st section (Ratings) by themselves, mentally 
3. Onsite: Reconvene into the group; assign one person to lead the group through the audit/game and write down everyone’s comments (using the form) 

- If your group is large, break it down into smaller groups of 5 to 8 people. 
4. Onsite: Now just make sure they stay on track and keep moving through the questions. Float between your groups, if you have more than one. If they are being too slow, prompt them to go faster.

5. Gather them up and go back to the meeting room. Be back by 10:35. Sit with your group at your assigned area.  If you split into subgroups, you will now re-combine.


6. Then facilitate the whole group to summarize the ideas from the game on a flipchart.  
· Your group will have about 30 minutes to do this, so keep things moving.

· Follow the order of the questions in the place game.

· They can also write, draw, or paste pictures on the map provided. 
· Ask for one person to present the summary of their ideas to the whole workshop
· Warn them they’ll have to present it very quickly – they’ll have about five minutes 
 
At the end, collect your left over materials and bring your finished map and notes to the front. Make sure the site number you evaluated is on all the Place Game forms.
THANK YOU!  And have FUN!
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