Recommendations to Chairs, Moderators and Rapporteurs 
Chair [Session] 

" "Chairs" an entire session - i.e., if the session includes group work, then the Chair is "in charge" until the end of that session " Opens the session with brief statement referring to the title of the session " Explains "process" - i.e., for most sessions: process = 1) general introduction; 2) group work (reference should be made to the titles of the small groups); 3) report on small group discussions in plenary " Presents person who will give the introduction (name, title, area of specialization, experience) and title of his/her introductory presentation " Gives him/her the floor [for 10 mins.] " Makes sum-up statement and then launches and moderates discussion with participants [20 mins.] " Makes sum-up statement - for most sessions: then refers to group work and presents moderators of small groups (name, title, area of specialization) " [After small group work] Chairs roundtable of moderators [30 mins] and then launches and moderates discussion with participants [30 mins] " Makes closing statement 

Objectives = 1) coherence across the discussion (i.e., sum-up statements need to link to objectives of the workshop and relate general introductions to group work); 2) open, frank discussion 

NOTE: There will be separate guidelines for the Chair of Session 1 - Educational and training policies for rural people: State of affairs and implementation in participant countries - because the discussion with videoconference needs to be conducted according to a pre-established running order. 

Moderator [Small group] 

" Introduces the theme of the small group discussion by relating it to the general introduction given in plenary " Raises the main questions (4-5) related to this theme that need to be addressed in the small group discussion and establishes a "timetable" (i.e., how much time will be spent on each question) [10 mins. up to here] " Launches and moderates the small group discussion [one hour] " Leads group to analyze the issues discussed, highlight main discoveries and lessons learned from country experiences (since 2005), formulate key messages and guidelines for policy, strategies and practice, and formulate new questions to be addressed in terms of research, reflection, policy dialogue and action [20 mins.] " Acts as spokesperson for the small group on the roundtable of moderators [in plenary, after the small group session] 

Objectives = 1) coherence across the discussion (i.e., sum-up statements need to link to objectives of the workshop and relate general introductions to group work); 2) open, frank discussion; 3) sharing of knowledge and experience between countries and between professionals from ministries and experts; 4) arrive at consensus on main ideas 

Rapporteur 
Collects text / .ppt presented by moderator and shares this with general rapporteur and lead consultant Takes careful note of the small group discussions (i.e., who are the participants, who actively raises issues, which issues are raised) Shares these notes with the general rapporteur (who is responsible for writing the proceedings of the workshop) and the lead consultant (who is responsible for an analytical report of the discussions and papers presented) – preferably / if possible in electronic form Write the overall synthesis report (including conclusions) of the workshop -- the report is to be analytical in nature and its outline will be discussed and agreed upon with the representatives of FAO; This is different from the Meeting Report which  will be prepared by the Rapporteur Intervene as resource person in the working group and plenary sessions as needed – in particular, this may include preparing the synthesis of country reports to be presented on 28 November (morning session); Prepare draft final communiqué; Prepare outline and talking points of final speeches for the press conference 

Objective = faithful account of the discussions 

