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Etiquette for Observation — Education Workshop

You have two main objectives when observing an education workshop:
e Be familiar with the material being presented as part of your training and ongoing learning.

e  Focus on the presenter. Watch how they prepare prior to the workshop, create a welcoming
environment, engage the audience in participation and respond to questions.

Things to be mindful of:

e Arrive early. Ask your staff supervisor what time they would like you to be at the venue for in-
person education or to login if it is a virtual session.

e [fitis not your staff supervisor presenting the session, introduce yourself to the presenter as an
observer and volunteer-in-training. Ask if they would like your assistance with set-up.

e Ask the presenter where they would like you to sit during the workshop. Try to find a spot
where both the presenter and the audience are in clear view.

e Please do not ask questions during the session. Instead, make a note of any questions you
might have and bring them to discuss with the presenter during the debrief. It will be helpful to
have a copy of the slide handout to take notes about particular sections of the workshop.

e Remember that the presenter’s first responsibility is to the wellbeing of the group and its
members, and (s)he needs to focus on them, which might mean being available during the break
or after the presentation to answer the group’s questions. You will have ample opportunity to
learn and have questions answered by your supervisor during a scheduled debrief.

e Please resist the temptation to contribute or share your thoughts or observations to the
audience, either individually in the breaks or to the group. Feedback can be provided to your
staff supervisor.

e For Education Facilitator Role: once you have completed the Education Facilitator Training
Modules and are at the point where you are co-presenting with your supervisor, you can engage
with the program participants and respond to audience questions. Follow your supervisor’s lead
and ask them before the session what level of involvement is expected.

Thank you.

Your time and effort in participating in these learning opportunities is much appreciated!

June 2023



