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Strategies for Open and Permanent Access to Scientific Information in Latin America: Focus on Health and Environmental Information for Sustainable Development
An International Workshop

Guidelines for Breakout Session Rapporteurs
Each Rapporteur is assigned to one or more sessions throughout the workshop. The Rapporteur is responsible for taking notes during the breakout session and presenting the summaries and main findings to the audience during a subsequent plenary session. The Rapporteur will use either a personal laptop or will be provided with one by the workshop organizers. 

At the beginning of the Workshop, each Rapporteur should meet with the Chair to review the speaker presentation materials, including their Proposed Cooperative Activities forms (see attached sample) and the forms contributed by the other participants for that breakout session. The speakers and other participants will all be asked to submit these forms to the Workshop organizers in advance of the Workshop and both the chair and the Rapporteur will receive copies of these forms before the workshop starts. The Chair and the Rapporteur should categorize the proposals according to similar types of activities in order to facilitate their discussion at the breakout. This review and categorization of the proposal forms by the Chair and the Rapporteur should be completed no later than the morning of the second day of the Workshop.

For each Breakout Session, the Rapporteur is requested to:

1- Go to the session meeting room at least 10 minutes before the session begins to see if there are any last-minute preparations and help with any questions or problems that the Chair or speakers may have. 

2- Record the main ideas that are presented during the discussion in both parts “a” and “b” of the session. Each Rapporteur will be provided in advance with a template to fill out in order to create similar reports for all breakout session discussions.
3- Confirm any points that may be unclear prior to the termination of the session, so that the summary is accurate and complete.

4- Meet with the Chair after the session to review the session summary and integrate the Chair’s feedback into a final version of the summary.

5- Create a Power Point presentation using a template provided by the Workshop organizers for summarizing the main points from the session. These slides will be a summary made from the notes taken during the session.

6- Be ready use the Power Point slides to report back on these findings at the subsequent plenary session. 

7- Provide the written version of the notes [and the Power Point presentation slides] to the Workshop organizers right after the workshop ends.

