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Class Objective: 

This should be 1 or 2 sentences explaining what a trainee should have learned from the session.
Class Summary: 


This should be written primarily in paragraph form and discuss what happened during the seminar.  When writing this section, ask yourself “Could someone replicate the activities based on the information I included?”  
You may want to include a few bullet points that breakdown the main activities 
into easy to understand concepts. This is especially helpful when summarizing a panel of guests.
Key Vocabulary:

Include a list of the words and concepts introduced by the presenters. If a word is used at least twice, it is usually worth including in this section. If a common word, such as “collaboration” is used by the presenter, make sure to define it within the context of the conversation.  

Definitions should be no more than two sentences and should use language that is conversational. Ask yourself, “If the reader had no prior knowledge of this concept, would this definition provide them a basic understanding?” 
Example:
Advocacy: Publicly supporting a cause, organization or piece of legislation, which you feel will improve our community

Additional Resources: 

This section should include links to resources mentioned by the presenter. This could be a link to their biography, agency or policy or a link to a resource that could expand the reader’s knowledge base. For example, if the presenter discusses Georgia’s elected officials, it would be important to include a link to our state government’s website.

�This template was created to ensure consistency in content and format of all session summaries.


�This was incorporated for the instructor’s benefit.  Depending on the audience, the instructor may need to make necessary accommodations or modifications of any activities.


�Its important to provide several methods of summarizing. Some people prefer information presented in paragraph form, while other prefer short and precise bullet points.


�By providing the trainees with the vocabulary prior to the session, it will ideally increase their comfort with the subject matter.  An increase in comfort level will hopefully increase participation as well.


�Definitions do not need to be intricate or academic in language and tone. They should be accessible to anyone regardless of their educational background or discipline.


�The inclusion of additional resources or websites aims at making the content accessible in a variety of ways. Inclusion of links with videos and audio pieces are helpful for visual or auditory learners. Including images and diagrams, with descriptions, is another way to create accessibility.
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