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Prepare 
• What outcome do you want? 

• What equipment/materials do you need? 

• How many are in your group and who are 

they? 

• Prepare yourself – are you in the right frame of 

mind? People will know! 

Set the scene 
• Tell the group who you are, what you do and 

why your holding this Safety Hour 

• Position the outcome you’re working towards 

• Explain how the session will run – how is it 

different from a brief? 

• Encourage participation throughout 

Ask appropriate questions 
• Open questions get the conversation started – 

Who, What, When, Why and How? 

• Probing questions get the detail – Tell me 

more, Explain, Can you describe? 

• Close questions get a summary and 

agreement – Did you, Can you? 

Use the tools 
• What can you do to maintain pace and interest 

in a longer session? 

• Use small group discussion and feedback 

• Consider different supporting materials – 

images, videos, games, activities 

• Use the help of a second facilitator 

Listen to understand 
• Leave your personal opinion at the door! 

• The knowledge is the room – your task is to 

help the group to find it and use it 

• Reflect back – use the groups words to check 

you really did understand 

• Record actions and commitments and recap 

Ask yourself ‘How am I helping here?’ 
• Reflect on how you are doing whilst facilitating 

• How are you currently supporting the 

conversation and engagement in Safety Hour? 

• Don’t be afraid to challenge, or direct the 

process and conversation when you need to – 

an outcome needs to be achieved! 

What’s working here? 
• Build on the positives, and help the group to 

recognise them 

• Help the group to find their own solutions and 

to take ownership for achieving these 

• Don’t play the blame game 

• Make the topic relevant to your group 

What if no-one is participating? 
• Re-phrase your question and try again 

• Check that the group understood the purpose 

of the conversation 

• Ask one or more friendly individuals a direct, 

open question 

• Don’t fear silence – they may just be thinking! 

What if they won’t stop talking? 
• You are there to help the group achieve an 

outcome so take control. Summarise the point, 

thank them for their input and then direct the 

group back on track with a  relevant question – 

this avoids people going off on a tangent and 

controlling the discussion 

What if one person is dominating the 

conversation? 
• Thank them for what they’ve had to say, and 

ask them to briefly sum it up in a couple of 

sentences. Thank them again and then ask the 

group for thoughts on what they have just 

heard 
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https://safety.networkrail.co.uk/tools-resources/safety-bulletins/
https://safety.networkrail.co.uk/tools-resources/resource-library/
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