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Instructions:

« This template is used to report key outcomes in a standard way. The table scribe is responsible
for taking notes on the day, either directly into this template or by transposing their notes into
this format later.

« Note taking should focus on summary points and agreements rather than providing a verbatim
transcription

« The role of the table facilitator is to keep the discussions ‘on task’ and to move the discussions
on if it becomes stuck on one point or the discussion is being dominated by one (or two)
individuals. Encourage quieter members to contribute by asking them directly for their opinion,
but do not push if they do not wish to participate.
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