Being Aware About Biodiversity
A workshop program for local government outdoor officers

WORKSHOP FACILITATOR’S NOTES
Preparing for the workshop

This workshop resource was developed by the
Parramatta River Catchment Group in 2010
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1. Preparing to deliver the workshop
a. Identify the target audience (and pitch the workshop to them)
Whilst there are some general characteristics and constraints that are applicable to all
local councils, each council will have its own unique operational structure, issues and
challenges. The way the information is delivered needs to take these into account.
To make the workshop most relevant and successful, it needs to be:
Interesting

• Highlight positive (and relevant) case studies and real life examples.
• Do some research beforehand on some well know examples and
media articles from the council areas where the participants work.
• Deliver the information enthusiastically!

Interactive

• Encourage participation and discussion from all participants
(a lecture style presentation, with no discussion will have people
nodding off well before the tea break).
• Recognise in a positive way all constructive comments made.

Simple

• Avoid overloading the participants with too much information. Keep
the breadth of each topic covered brief and locally relevant.
• Avoid getting bogged down in technical detail (It may be the first
time that the participants are hearing some of this information, so
don’t try to make them experts in a day. The technical aspects of
biodiversity protection and management can be extremely complex.

Not too big,
not too small

• The ideal number of participants is 12 - 16. (Other technical officers
attending or dropping in for part of the day would be extra).

Relevant to
the local
context

• Remove or reduce the emphasis on issues that are not directly
relevant to the local government areas where the participants are
working (for example, if a highly urban council area does not have
large bushland remnants, concentrate more on protecting
biodiversity in parks, waterways and landscaped areas. If a council
is more urbanised and manages land draining into a river,
concentrate more on the sediment and erosion control topics.)

Relevant to
participants’
jobs

• Before the workshop, survey the participants (or their team leaders)
about their work responsibilities, skills and training.

Relevant to
participants’
experiences
and problems

• Ask the participants about the issues and problems they face.

• Tailor the information to make it directly relevant for the participants’
jobs (for example, if most of the participants work as gardeners,
landscapers and greenkeepers, there is no need to go into a lot of
detail about sediment and erosion control near construction sites).

•
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• Recognise the day to day constraints that they face in meeting
challenges and tackling new requirements placed on councils.
• Build on their personal experiences and contributions.
• Early in the workshop (Group discussion “What is good about
Sydney?”), find out about their personal interests and motivators
relating to the natural environment. Whenever relevant keep coming
back to this during the workshop.
• Most outdoor officers will not be not used to sitting in an indoor
“classroom” situation for long periods of time. Hold part of the
workshop at an outdoor location where the theory can be
demonstrated with ‘real life’ examples.

Held outdoors
for part of the
day

• The field session is a good way to wrap up the workshop.
An
opportunity to
share
information
with peers
and other
council staff

•

The presence of one or two technical officers (for example, indoor
staff from the bushland or environment sections) is strongly
encouraged. This helps to build relationships and communications
across different sections of council.

•

Invite the technical staff to also participate in the workshop or at least
drop in for part of the day.

TIP
While developing this workshop resource, some trial workshops were held.
Two of the workshops comprised a mix of outdoor officers (with similar job descriptions)
from 3 or 4 councils from the Parramatta River catchment. This worked well and positive
feedback was received from the participants who appreciated the opportunity to share
technical information and experiences with their peers doing similar roles in other
councils. One council engaged the facilitator to deliver a third workshop just for their
council staff. Being a larger council, this also worked well as staff from different sections
of the council had a rare opportunity to come together.
This workshop package is suitable for either scenario.

The workshop provides a valuable
opportunity for outdoor officers to meet and
interact with technical officers from the
bushland and environment sections of
council.
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b. Promote the workshop to the target audience (and their managers)
It works best to first make contact with Council’s Parks Manager and/or Team Leaders.
This workshop is aimed at team leaders, oversees, supervisors, officers and apprentices
working on the ground (both in teams and individually). Their participation in the
workshop would normally require formal approval from senior management.
TIPS
See the example on following page for some background information which could be
included in an internal memorandum to the Parks Manager.
Some of the information in this resource can also be used to prepare a short briefing
session for Parks Managers and senior level management staff. Of particular importance
would be the sections relating to council’s legislative responsibilities.
Any information distributed to promote the workshop needs to include:
•
•
•
•
•
•
•
•

Who the workshop is aimed at
Examples of the topics to be covered
Aim of the workshop (for example “to provide information and support”)
Who else is being invited to attend
Who will be facilitating the workshop
Cost. If there is no charge, acknowledge who is funding the workshop and
providing the venue.
An RSVP deadline and contact person for more information (include an email
address and a phone number to call).
Information about catering:
• If catering is to be provided, ask the participants to notify the workshop
organiser/facilitator by a certain date regarding any special dietary
requirements).
• If catering will not be provided, remind the participants to bring
snacks/lunch/drinks (and notify if there are nearby shops to buy food).

TIP
Before the day of the workshop, distribute information directly to all participants
including:
- Workshop date, start and finish times
- Name, address and map of the venue
- What to bring
- Information about catering or to BYO food
- Car parking and public transport options
- A contact phone number for the morning (in case a participant is running late, gets lost
or is unable to attend at the last minute)
At the time of RSVP, ask the participants to also provide their contact number for the
day, in case contact needs to be made on the morning.
Workshop Facilitator’s notes
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EXAMPLE:
Background information to promote the workshop to Council’s Parks Manager
Request
An invitation for XXX outdoor officers to attend a 1-day workshop, in their working hours.
XXX time, date and location of the workshop.
Cost
The cost will be $XXX per participant (or, if it is a free opportunity for council,
acknowledge that is it being paid for by XXX organisation or grant).
Background
The workshop program was developed by the Parramatta River Catchment Group
(PRCG), under the direction of its Biodiversity sub-committee, involving representatives
from 9 of the councils in the catchment. The council officers recognised the need to
support their outdoor officers in dealing with this increasingly complex area of local
government operations.
The PRCG is a regional organisation of local councils, state agencies and community
representatives whose aim is to work together to sustain the health of the Parramatta
River catchment. One of the main objectives of the PRCG is to improve the
management of biodiversity corridors and aquatic environments across the catchment
(including bushland, parklands, wetlands and riparian areas).
Aim of the workshop
The workshop aims to build the awareness and capacity of local council outdoor officers
whose day to day work activities often impact on biodiversity and natural areas.
This workshop is about raising awareness and exchanging information about councils’
legislative responsibilities in managing natural areas and how staff can be aware and
proactive in their day-to-day work practices.
The target audience for the workshop is outdoor staff working in various positions such
as gardeners, greenkeepers, weed control officers, labourers, team leaders, plant
operators (mowers, tractors, broad acre poison operators etc). The level of awareness
about biodiversity will vary between these officers. It is intended that the education will
be in a suitable format that provides a broad overview of the issues and that the
information is relevant for the officers when undertaking their core responsibilities.
The content of the workshop is aligned with the needs of local councils to:
•

Meet council’s legislative requirements to protect and rehabilitate natural areas

•

Work towards environmental sustainability

•

Manage risks (e.g. things going wrong, legislation breaches, wasted resources)

•

Operate efficiently

• Fulfil OH&S requirements and duty of care to staff
An experienced training consultant has been engaged to deliver the workshop. The
consultant has experience working with outdoor staff in other councils, and will deliver
the workshop in a way that builds relationships and breaks down the barriers of “us and
them” that can often exist among different sections of local councils.
Workshop Facilitator’s notes
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Workshop content
Four key topics will be addressed in the workshop, through a series of interactive
activities and discussions with the participants:
•

Looking after habitat

•

Managing weeds

•

Using chemicals in the workplace: herbicides, pesticides, fertilisers, nutrients etc

•

Understanding impacts on water quality
– nutrients
– erosion
– sediment control

– stormwater runoff
Each topic will cover:
•

The issues and impacts on biodiversity (terrestrial and aquatic habitats)

•

Council’s legislative responsibilities

•

Recommended good practices

•

Who to talk to when unsure and how to find more information

c. Pre-survey the workshop participants
Once the workshop participants have booked in to attend, it is a good idea to find
out a bit more about them before the day. The workshop participants can be
surveyed individually or by talking to their team leaders and supervisors.
The aim of the survey is to get an idea of the specific tasks done by the
participants in their every day jobs. This will help the facilitator to tailor the
workshop information.
In the survey questions (verbal or written), use non-technical terms and tick box
answers.
For example:
•
•
•

Do you work near foreshore areas? (If the answer is yes, concentrate
more on the workshop section about saltmarsh and foreshore vegetation)
Do you use chemicals? If yes, find out what for? Weed control?
Fertilizing? Have you done the ChemCert training?
Does your job involve any construction? (If the answer is yes, concentrate
more on the workshop section about sediment and erosion control).

TIP
There are so many varied roles in council. Ideally the workshop participants should
all be doing similar roles, or be part of the same teams. If the workshop content is
not relevant to their jobs, people may start to switch off.
Workshop Facilitator’s notes
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3.

Choosing a venue for the workshop

Venue choice is important. The workshop venue needs to be:
Somewhere
away from the
council depot

Within close
proximity to a
natural area

Taking participants away from their usual building facilities can help
them to relax and focus on the day’s activities.
An exception to this may be if the council depot contains a suitable
classroom space and is located near a good outdoor site (for the field
component).
A key component of making this workshop an effective awareness
exercise is to spend some time in the field where the issues and
solutions explored can be examined in a real life situation (for
example, at a bushland reserve or a park with remnant native
vegetation). Ideally the site needs to be within walking distance, or a
short drive, from the workshop venue. Another option is to have a mini
bus take participants to the field site.
Travel time should be minimal regardless of which option is taken. The
workshop can be wrapped up at the site, with the participants
departing from there.

Comfortable,
with adequate
space

Simple venues are fine. Tables, comfortable seating, adequate
heating, air ventilation and lighting are all essential to create a relaxed
and comfortable learning environment.
The room should comfortably fit the participants (plus a few extra
council officers who may be there to assist or drop in).
The room should not be too large (such as a large hall), otherwise the
atmosphere may not be conducive to good communication. Likewise,
an overly crowded venue will be uncomfortable, stuffy and stifle
discussion.

Close to car
parking

Ensure there is some free car parking available for the duration of the
workshop, within a short walking distance from the venue.

Close to
public
transport

Ensure the venue is within walking distance from a train station and/or
bus stop.

Easy to find

The more complicated the access arrangements, the more likely there
are to be people arriving late or getting lost.
An hour before the workshop starts, place sandwich boards or other
signs in the car park or at the entrance of the venue (if the workshop
location is not obvious).

Workshop Facilitator’s notes
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4.

The field session

a. Desirable features of a site
The field visit is a key to making the workshop a success.
The outdoor site should ideally have the following characteristics:
•
•
•
•

Typical of the sites that the participants deal with on a regular basis
Some trees in mown areas of open space
Groups of, or individual remnant native trees
A small remnant of a natural area or a waterway.

b. Key points to highlight
The purpose of the field visit is to reinforce the information from the day’s discussions:
•
•
•
•

•

Habitat and what to look for
Maintenance practices that can damage habitat
Maintenance practices that can protect or enhance habitat
Examples of good practice and poor practices listed in the reminder checklists
and workshop discussions
Potential impacts and enhancements to aquatic habitat and water quality.

Getting out on site is a key to
the success of the workshop

Workshop Facilitator’s notes
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5.

Having the right equipment for the workshop

A suggested list of basic requirements:
•

There needs to be enough space to comfortably sit the expected
number of participants. It is recommended to have participants
sitting at tables, in small groups of 4 to 5 people. This will
encourage interaction and facilitate the small group exercises.

•

Tables should never be set up in a classroom lecture format. This
is the quickest route to a disengaged and sleepy audience.

White board

•

When “feeding back” after each discussion activity, a white board
is useful for writing up key points as they are raised. This
reinforces that the facilitator is placing value on the feedback
received, and provides a reminder when referring back to
comments or issues raised.

Laptop and
projector

•

The workshop is structured around a Power Point presentation. A
laptop and good quality projector are essential (an already installed
high quality projector and large screen are ideal).

•

Before the day, check the compatibility of the laptop and projector
to be used. Do a trial set up of the laptop and the projector to make
sure it is compatible - things can go wrong even with the best
equipment.

•

Check for software compatibility. Make sure that the files to be
used on the laptop actually work on the laptop i.e. check the
versions of software.

•

Bring a backup copy of the presentation on a CD or flash drive.

•

Also bring a PDF version of the presentation, if all else fails.

Remote
mouse

•

As the presentation is based on a series of Power Point slides, it is
good to have a wireless remote for clicking new slides and bullet
points. This helps with the flow of the presentation and allows the
facilitatator to move around the room.

Large screen

•

Projecting on to a good large screen enhances the resolution and
clarity of the presentation (text and images)

•

Avoid projecting to walls or whiteboards - the clarity will be lost.

Electricity

•

Make sure that there is adequate power available.

Extension
cords

•

High visibility cords (yellow or red) are preferable.

•

Bring a long extension cord to reach the projector and laptop.

•

Bring a powerboard, in case there is only one outlet in the wall.

•

Avoid creating trip hazards. Bring some gaffa tape to secure cords
to the floor.

Seating and
tables

Workshop Facilitator’s notes
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6.

Other things to bring on the day

Contact numbers

Signs and notices

Name tags

•

The participants

•

Venue manager

•

Caterer

•

Nearest medical centre and hospital

•

To be placed as needed: at the front of the venue,
in the car park, main entrance etc.

•

Ask someone who has not been to the venue
before to come along and seek their advice on
where signs would be best located.

Having name tags creates a friendly atmosphere and
encourages communication.
•

Pre-printed name labels (with a very large font for
first name) look great, help the facilitator’s visibility
and show commitment to the people attending.

•

If there is not enough time to pre-print the labels,
use sheets of sticky labels with names written
using a thick marker pen.

•

Have a name tag for the facilitator also, and any
other council officers who will be dropping in.

•

Multiple copies of the workshop program,
evaluation form, reminders and audit checklists.

•

A map of how to get to the site for the field session

Permanent markers

•

Permanent markers can be used to write names
on the sticky labels (NOTE: make sure these do
not get used on the whiteboard!)

Whiteboard markers

•

No point having a white board without whiteboard
markers! Remember to bring some whiteboard
cleaner also.

•

An alternative is to bring some sheets of butchers
paper, bulldog clips, blu tac or tape.

Spare pens and note
paper

•

People sometimes forget to bring pens and paper.
Have some extras handy.

Laminated aerial photos

•

Laminated aerial photographs are very helpful
when looking at significant environmental sites.
Topographic maps with colour aerial photos on the
back are good. The maps don’t cost a lot to buy,
and if laminated, will become a long lasting
workshop resource.

Handouts
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