
TO HELP WITH 
PLANNING:

•Summarise the 

purpose, topic 

and objectives of 

the discussion

•Define the target 

group, plan the 

venue, facilities and 

catering

•Plan how you 

invite the 

participants and 

design the 

message

• Invitation: go to 

where people are 

and personalise

your message

•Familiarise yourself 

with the topic

• Learn the leading 

methods

• Prepare for 

different situations

• Write the 

introduction

•Be present

•Tune into an 

encounter on an 

equal basis

•Lead to observe the 

ground rules

•Lead to talk about 

one's own 

experiences

•Set aside your 

assumptions

•Listen

•Focus on the 

beginning and the 

end

•Summarise the 

main topics and 

differences of 

opinion

•State who in your 

opinion should 

continue the 

discussion

•Ensure that the 

discussion will 

continue

•Request feedback

•Already think 

about what you will 

do differently next 

time

TO HELP WITH THE 
INVITATIONS:

TO HELP WITH THE 
PREPARATIONS:

PRINT AND TAKE 
WITH YOU:

TO HELP WITH 
WRAPPING UP:

TO HELP WITH 
PLANNING:

•Template for 

planning a 

discussion

•Template for 

planning a 

discussion

•Ways to invite

participants

• Invitation

template

•Note cards for 

leading a 

discussion

•Note cards for 

leading a 

discussion

•Ground rules for 

a constructive 

discussion -

poster

•Wrapping up a 

discussion


