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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 view 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.
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