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Roles and responsibilities in discussions
Chairperson

· Start on time

· Apply the agreed rules of discussion

· Maintain the topic focus

· Maintain discussion momentum

· Encourage participants to participate

· Summarise the discussion

· Invite all participants to make a succinct concluding statement

Discussion lead person

· Focus the discussion on the topic

· Provide a brief overview of different opinions

· State your preferred position (in accordance with the literature, if appropriate)

All other group members

· Input into the discussion as appropriate

Points to note when contributing to the discussion
· When speaking reference your ideas to the literature

· Prepare your thoughts

· Be succinct

· Make eye contact

· Make only one point at a time

· Respond to the last speaker

· Respond to the group as well as the individual

· Introduce new ideas where they have not yet been discussed

· Contribute in accordance to agreed rules
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