
Facilitator Checklist
Before the conversation:
· Ring your host (a couple of days before) to introduce yourself, confirm details, explain your role and most importantly get an understanding of who will be participating.

· Make sure you have everything you need in your facilitator pack, including:
· Pens and clipboard
· Surveys for every person (including host)
· Conversation Facilitator Guide (script and notetaking tool)
· The recordings, and a device to play them on
· [bookmark: _GoBack]Copies of the recording transcripts (as back up, and for people with hearing difficulties)
· Survey guide (to help explain the survey if guests have any questions)
· Host sign-up and information sheets
· Your group’s sign up sheet
· Fact sheet: A fair process (to hand out at the end as needed)

· Test the audio recordings on your device to make sure they’ll be audible for the group
At the conversation:
· Ensure all guests complete the conversation guest survey at the end and collect these

· Ask guests to sign up as hosts for another conversation, and to your group’s mailing list

· Seek permission from the group to take their photo for social media

Following the conversation:

· Contact your data coordinator to organise the collection of all surveys
