
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Facilitator Manual & Training Resources 



 
 

Welcome  

Welcome to OpenView Education, we are thrilled to have you as part of the team. We hope to have 
a long working relationship together and reach many schools and students. This manual includes 
all the information that you’ll need to deliver OpenView Education workshops and shows.  

Our Mission  

The aim of OpenView Education is to empower young people with the skills and knowledge 
they need to live successful, healthy and happy lives. We use theatre and performance as a 
medium to connect with students and teachers to help us achieve this.  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



Our Values 
All decisions we make at OpenView Education are guided by these values. 
 
As an OpenView Education Performer and Facilitator, we ask you to demonstrate these values in 
your choices and behaviour in every part of your work with us.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 



Step by Step Guide  
The following is a guide for the steps you’ll go through in getting everything ready for 
performing the workshops (and show).  

Planning Your Journey 

Plan your journey to arrive at least one hour before you are due to start your first session.  

When planning your journey, always do this the day before. Follow these steps to plan on your set 
off time. 

➢ Open Google Maps in a browser or on your phone. 
➢ Click ‘Directions’ -> Enter the postcode of the school you’re travelling to the next day.  
➢ Click on the three dots, then select, ‘Set Depart or Arrive Time’ -> Set the arrival time for 1 

hour before your first session start time. 
➢ This will give you your set off time.  

Once you have planned the set off time for the following day, stick to it, and set off at that time.  

Traffic is often bad in the mornings, particularly in London, and some mornings you may need to 
leave early, sometimes 6am. 

Arriving late can negatively impact the school’s confidence in the day. 

Arriving early communicates to the school that you care about your work, and it will give the 
teachers confidence in your delivery for the rest of the day.  

Please help us to maintain a good reputation with schools by arriving on time.  

 

 

 

 



Once You Arrive 

When you step into the school, smile, say good morning to the receptionist and sign in. 

Your contact teacher will sometimes come and meet you and take you through to the hall, but not 
always. If the receptionist asks you to sit and wait for the contact teacher to arrive, ask if you can 
go through to the hall and begin setting up. Always do what you can to give yourself plenty of 
time to get set up.  

 

Speaking with the Office  

The Office Team at the school will usually be the first people you speak with on your visit. The 
Office Team in schools are usually incredibly busy and often need to speak with a large number of 
people during the day. Be polite and smile at the Office Team. If possible, please ask for their name 
and use it, a little act of kindness goes a long way, and helps to start the day in a smooth manner.  

Your Greeting: ‘Hi, I’m here to lead the Anti-Bullying Workshops today. My contact is: (contact 
teacher name)  

Have your DBS and ID ready, the school nearly always wants to see this.  

Talking to the Contact Teacher  
The contact teacher will usually take you through to the space in which you will be setting up. 
Please speak to the contact teacher politely and professionally. How much the contact teacher is 
involved in the day varies from school to school. 
 
If breakfast club is happening in the hall, they may suggest you wait in the staff room. If they do, 
ask if you can begin setting up now in the space available. Waiting until breakfast club is finished 
will not allow enough time for setting up.  

Occasionally, you may be moving classrooms for each workshop. Request to see where your 
first classroom of the day is, and ask the contact teacher to let teachers know to ‘clear’ their 
classrooms as much as possible before you arrive to lead the session. This means pushing 
tables to one side and arranging the chairs in a horseshoe shape, facing the screen.   

We will have already communicated the above to the school but it always helps to say it on the 
day too.  



Things to ask the contact teacher are:  

● ‘Can I set up my PowerPoint?’  

This needs to be the first thing you do. This may be very straightforward, but they may need to call 
a specific member of staff to help with setting it up. Ask as early as possible to allow time for any 
unexpected challenges with setting up the PowerPoint. Before the teacher leaves, make sure you 
are able to set up your PowerPoint. The PowerPoint is your main priority, and you need to make 
sure this works first before you set up the Theatre Set. (If applicable.) If you cannot get the 
Projector to work, you must go and tell the contact teacher immediately.  

You will have the information about which classes are attending the workshops, but it is also good 
to confirm this on the day too, just in case the school has made any last minute changes that they 
may not have communicated to us. (This is rare as we speak with schools regularly on the lead up 
to the event)  

● ‘I’ll just need a standard classroom table and a chair.’  

They may need to bring a table and chair from another room.  

 

Setting up:  

1. Connect laptop to projector (See How To Connect Your Laptop to a Projector’).  
2. Check videos & sound on PowerPoint.  

Setting up the PowerPoint is the main priority, so do this first.  

If you’re having difficulty setting up the PowerPoint, use this PowerPoint setup Checklist. 

3. Set your props (E.G - Puppets) 

● If you’re using it, turn on your bluetooth speaker and get ‘Audiocues’ app 
open on your phone.  

 

 

https://www.openvieweducation.co.uk/Resources/Facilitator%20Resources/PowerPoint%20Setup%20Checklist%20%281%29.pdf?_t=1667739511
https://play.google.com/store/apps/details?id=org.radialtheater.audiocues&hl=en_GB&gl=US


Space Arrangements 

If a school requests you to move from classroom to classroom on arrival, please politely explain 
that the workshops need to take place in one space for the day as previously arranged. This is due 
to the equipment and how the day works best. 

If a school would like to change the space arrangements on the day, please ask them to contact us 
directly to talk it through.  

If there is no other alternative, please do not insist on one space and please do your very best 
when moving from classroom to classroom. 

 

Being prepared: 

• Always have your full kit with you, even if you are not due to run a KS1 Workshop that 
day. This means that if a school changes their timetable, you are prepared. 

• Always have your own laptop and all adaptors with you.  

• Always have your bluetooth speaker with you as a backup for sound.  

• If possible, clarify the class as they enter the space. E.G - ‘Year 6?’ That way you know you 
are delivering to the correct year group. 

 

The Kit: 

• The kit is expensive, so please do take care of it. 

• The kit and workshops content provided can only be used for OpenView Education 
Workshops, and they cannot be used for other projects. 

• Please do not leave the kit in your car, please make sure that you store it in a safe place. 

• Please do not leave your kit behind at a school, even if the school offers to store it for you. 
Always take it home with you. 



For Reception - Year 2 Students sit on the floor in lines like this: 

 

 

 

 

 

 
 

For Years 3 - 6 you need benches, or chairs set out in a horseshoe shape: 
 
  

 

 

 

 

 

 

 

 

 

 

 



For Reception - Year 2:  

As the students enter the space, tell the first student where you would like them to sit by 
pointing or placing your foot down on the spot and saying ‘Can you sit here please.’  

For Reception and Year 1 you may need to direct each student to sit down one at a time, but the 
class teacher should also be present to assist with this.  

With a class of 30 - 35 students, there should be three or four rows of students. Try and keep 
each row between 8 - 10 students.  

Getting students to sit in this way will assist you in running the workshop, and in maintaining 
control of the students.  

For Years 3 - 6  

As the students enter the space, indicate that you would like them to sit calmly on the benches, 
next to one another.  

Get them to come into the space sensibly, and not jumping over the top of the benches. If they do 
start jumping over the benches or running into the space, do not be tempted to micromanage. 
Instead, wait for all students to come in, wait for silence, then set expectations for behaviour 
before you start the workshop. 

Timetable Changes 

The timetable on your calendar is the final information we have received from the school. If the 
school requests changes on the day, and these were not detailed on your calendar, we were not 
aware of the request in advance of the visit. 

If a school requests a timetable change on the day, please follow the below guidance: 

Okay: 

• If the classes have just swapped around and the timings remain the same. 

• If the timetable has changed, but you still have enough time to run each workshop, have a 
short break in the morning and a Lunch break. 

 



 

Avoid: 

• Adding any extra workshops into the timetable. 

• Merging classes or having students from different year groups in the workshop all 
together, unless previously agreed with us. (E.G Over 35 students and a mix of Year 5 and 
Year 6 students.) 

• No Lunch break. 

• Moving from classroom to classroom (Unless this has already been agreed with us, in 
which case it would be on your calendar.) 

The above is guidance only, and sometimes situations are more nuanced. Please be polite and 
friendly and as accommodating as possible. Here are some examples of different situations: 

Example One: 

A school asked if they could bring in both Reception classes together for the workshop. The 
classes were currently being taught together due to staff shortages in the school. There were 36 
students total.  

The facilitator agreed, because the situation was out of the school’s control, and both classes were 
currently being taught together.  

In this situation, this would be okay.  
 

Example Two: 

A teacher asked a facilitator to merge both Year 6 classes for the workshop. There would be 39 
students total. The facilitator declined, because we do not merge classes for the workshops and 
there would be too many students. The facilitator explained that the teacher could contact 
OpenView Education to talk through arrangements if they would like to.  

In this situation, this was the correct decision.  

 



 

Example Three: 

Three students from one Year 6 class missed their workshop due to music lessons. They came in 
with the other Year 6 class later in the day. The number of students in the workshop was 32.  

In this situation, this would be okay. 

 

Social Media Policies 

Please see below for the company social media guidelines: 

Okay: 

• Posting something positive about your day in a general manner without naming a school 
specifically or tagging OpenView Education. E.G - ‘Had a great day leading Wellbeing 
Workshops today!’ 

Avoid: 

• Taking pictures or videos in the schools in any form. 

• Uploading pictures or videos on social media about the workshops. 

• Naming a school or students specifically. 

• Posting something negative about your experience delivering the workshops. 

• Accepting follow requests from members of staff, the school, or students at the school. 

• Following a school that you are visiting or members of staff or students at the school. 

 

 



Boosting Behaviour  
In the significant majority of schools, you will encounter little to no challenges around behaviour.  

However, it’s always best to prepare for instances when you do encounter a challenging group.  

 

This section will provide information on what we have found to be the most effective way of 
making sure you get the best behaviour from the students that you are working with.  

Behaviour Boosting ensures that you get the best possible behaviour and engagement from the 
group of students that you are working with. 

Starting the workshop in the right way:  

The way that you start and deliver the workshop is the most important part of ensuring great 
behaviour from students.  

Starting in a certain, confident and positive way will reduce the chances of experiencing challenging 
behaviour from students. Be sure to convey this in your body language and tone of voice, 
particularly when you start the workshop.  

Observing how students enter the space will provide a lot of information about the group. If you 
have a group with challenging behaviour this can be useful. In a challenging group there are usually 
one or two students who are ‘ringleaders’, they will be displaying dominant body language and 
behaviour. Identifying these students at the start of the workshop will help you to manage 
behaviour of the group.  

We have high expectations around how students need to behave in the workshops. The main 
reasons for this are:  

1. Poor student behaviour during workshops can negatively impact the perceived quality 
and success of the workshops.  

 
2. The students and school will benefit from us setting clear expectations in the 

workshop, and from us having an effective way of managing behaviour.  
 

 



3. As a facilitator, disrespectful or disruptive behaviour from students can negatively impact 
your own experience of the day: using behaviour boosting will help to ensure you have an 
enjoyable working environment. The wellbeing of our team is very important to us.  

Our expectations for student behaviour are that students will:  

● Listen while you are talking, and not speak over you or another student who is 
answering a question.  

● Put up their hand before asking a question or contributing an idea.  
● Behave in a respectful way towards each other and towards you.  

Most of the time students will already know they need to behave in this way. 

 

 

 

 

 

 

 

 

 



Five Step Approach to Boosting Student 
Behaviour 
You will always use step one. If you need to move on to subsequent steps of Behaviour Boosting, 
always return to step number one: 

 

 

 

 

 

 

 

 

 

 

 



 

1. Learn their Names & Praise, Praise, Praise! 

In every workshop we aim to learn two or three student’s names, the more the better, and use 
these during the session. This has an incredibly positive impact on the group and teachers really 
appreciate this effort.  

Doing this is also a positive and very effective way of getting great behaviour from your group. 
Challenging behaviour is often motivated by the young person looking for recognition or status 
within their group. 
 
With this in mind, once you have identified the one or two students that are ‘ringleaders’, learn 
their names and find an opportunity to praise them as early as possible during the workshop. You 
can do this by picking them to answer a question and then saying:  

‘What’s your name?’  

Student: Student name  

‘Did everyone hear what (student name) said? So what (student name) said was _. That’s a 
great answer, brilliant. Well done.’  

Make sure your praise is authentic, but also really emphasise the praise. You want to 
encourage any positive behaviour that the student shows, such as putting their hand up and 
answering a question. 

Make a deliberate effort to heavily praise all of the students’ contributions throughout the 
workshop.  

This is the most important part of boosting behaviour.  

If you experience some challenges during the workshop, remember to always return to step 
one and continue to provide praise whenever possible.  

2. Set Expectations:  

If students are talking when you are talking, or talking when other students are answering 
questions, or being disrespectful in their behaviour, move to step two and set expectations. 
Stand quietly and wait for the room to become quiet and then say this:  

You: ‘My expectation for this workshop is that when I am talking, or when another student 
is answering a question, you are quiet and you are listening. Are you able to do that?’  



Students: Yes. 

You: Good, thank you.  

Once the students respond, immediately return to delivering the workshop with a positive 
tonality. Continue praising the students for their great answers (step one), 

If the disruptive behaviour continues, repeat this step a few times before moving on to step 3. 

3. Reiterate Expectations and Use the Student’s Name: 

If the challenging behaviour continues after using step 2 a few times, it will usually be coming 
from one or two students. You can then say this:  

Direct your attention to the one student who is continuing to talk.  

‘What’s your name?’  

Student: (student name)  

‘Okay (student name), just then when I was talking you were also talking. My expectation for this 
workshop is that when I’m talking you are quiet and you are listening. Are you able to do that 
(student name)?’  

Student: Yes 

You: Good, thank you.  
 
It’s important that the student actually says yes to this question. You may need to ask again so 
that they say yes.  

You can also say:  

You: ‘I’m looking for a yes, (student name)’  

The next time that student shows any positive behaviour, such as answering a question, listening 
well or taking part in a role-play activity. It’s very important that you then praise them for that 
behaviour. 

This lets them know that you have recognised their positive behaviour and that you value their 
contribution. It will also reduce the chances that student will show any more challenging behaviour 
and it will help to make the atmosphere in the space more positive.   

 



4. Set Consequence.  

It is rare that it will get to this point after step three, however, if the disruptive behaviour 
continues, you can set a consequence:  

‘(Student name), you are still talking when I am talking. Now I don’t want to have to send 
anyone out of this workshop. But if anyone continues talking when I am talking, or if anyone 
does anything which I consider to be disrespectful, then I will have to send you out. Do you 
understand?’  

Student: Yes.  

After you have issued this general warning to the group about being sent out. If the student 
continues to show disrespectful behaviour, you would repeat the above warning directly to the 
student and confirm that they have understood: 

‘(Student name), as I said before, if you continue to do anything that I consider to be disrespectful in 
this workshop, then I will have to send you out of the session. So this is your warning, if you 
continue talking while I am talking or If you do anything that I consider to be disrespectful, then I 
will send you out of this workshop. Do you understand?’  

After you issued this warning, look for an opportunity to praise this student. This could be for 
answering a question or if their behaviour improves, take a moment to recognise that they have 
done what you asked and praise them.  

5. Follow Through  

If the behaviour still continues it’s important that you follow through on the consequence that you 
set immediately, this may feel hard, but it’s important that you do what you said you would do, 
otherwise the student(s) may continue to act in a disrespectful way. When you do this, make it 
clear that you had previously set expectations and gave a warning about the consequence.  

‘Okay (student name) you were talking when I was talking again. I set my expectations clearly, and 
you said you understood. I also made it clear what would happen if you carried on talking when I 
was talking, so you will leave this session now, and you will not return to it.’  

Then turn to the teacher and say:  

‘(Teacher name) (Student name) now needs to be removed from the workshop, and they will 
not return to it. Thank you.  

Student leaves. 

Now, I don’t want to have send anyone out of the workshop today. But today is about treating 



each other with respect, so it’s important that we all do that today. So let’s continue.’ 

Getting to this stage should be very rare. 

Step 5 is usually only ever done when a student is intentionally being disrespectful towards you 
or others in the space.  

It’s very important that you use your own judgement and act in a fair and proportionate way 
when using these steps.  

Occasionally teachers will attempt to bring a student back into the workshop once they have 
been removed.  

Use your own judgement here. You may choose not to allow students to re-enter once they 
have been removed from a workshop.  If you feel it will restart the disruption.  

You can say: ‘I’m sorry, but I made it very clear what I expected, and (student name) was unable to 
meet that expectation. So (student name) will not be able to return to the workshop today.’  

Very occasionally, you may choose to bring a student back in if they do something which 
demonstrates a change. For example, if a student stands up in front of the entire class and 
apologises for their behaviour, (This happened once in a session), then it would appear harsh 
not to bring them back to the session.  

However, usually, once they have been removed, they often remain out of the session for the 
remainder of the workshop.  

When should I use these Behaviour Boosting steps?  

Step 1 – Learn Their Names and Praise, Praise, Praise is a core part of how you deliver OpenView 
Education workshops. Do this in every workshop. 

Step 2 should be done immediately once you recognise that student behaviour is becoming a little 
disruptive or becomes a hindrance in any way to you delivering the workshop. If you’re doing 
Behaviour Boosting properly, you will properly need to use Step 2 a few times a week, this is 
normal. Always set expectations sooner rather than later.  

Steps 3 – 4 will be used far less often.  

Step 5 is used very rarely. Only use this step in the instance that you have exhausted the other 
steps first. If using this step, use your best judgement and be proportionate and fair. It’s always 
better if all students experience the workshop. 



And most importantly, always return to using the student’s names and praising whenever 
possible.  

Click here to Watch A Guide to Behaviour Boosting  

Password: Start#15 

 

Puppetry Fundamentals 

In the KS1/EYFS Workshops and in our Anti-Bullying Theatre Show you will use puppets. 
Puppetry takes practice, starting with the fundamentals can help you to get ahead. Use these 
training videos to get started on learning puppetry: 

A Guide to Puppetry Fundamental 

A Guide to Puppet Entrances 

Password: Start#15 

 

Google Calendar – Knowing where you’re going, what 
you’re doing, and answering Reflection Questions  

Once you join the team, we will create you a Google Calendar, so we can do this you will need a 
Gmail account. 

For each of your bookings there will an event added to your Google Calendar. This will contain the 
following information: 

• Topic (e.g. Anti-Bullying) 
• Contact Teacher Name (This is usually the teacher who booked the workshops) 
• School Address. 
• Your arrival time. 
• The timetable for the workshops. 

https://vimeo.com/589770815
https://vimeo.com/589775476
https://vimeo.com/589772627


• If parking is available at the school  

So that you can easily view booking information, download Google Calendar onto your phone. 
Make sure you have notifications for this calendar turned on. 

We will also use Google Calendar to request your availability. Outside of busy seasons such as 
November, January and February, this allows you to receive ad hoc workshop bookings around 
your availability.  

Please ensure that any availability you put on your calendar is kept up to date, and mark on the 
dates that you know you are available to take work. 

Remember, the schools choose the dates that the workshops take place on. This means, if you 
offer more availability, you will have a better chance of being allocated work. 

To ensure that your Google Calendar is set up correctly, please follow the steps in the following 
video: 

Click here to watch the Google Calendar Tutorial 

Password: Start#15 

 

Reflection Questions 

After you have delivered your day at the school, all facilitators answer three Reflection Questions 
on how the workshops and/or show went. 

The Reflection Questions are:  

• What went well in your delivery of the sessions? 
• What will you aim to improve about your delivery for next time?  
• Is there anything that happened on this day that we need to know about?  

This provides an opportunity to reflect on your own practice and consider areas for improvement. It 
also allows you to let us know how the workshops were received and flag anything important. 

To answer your Reflection Questions: 

https://vimeo.com/685936569?share=copy


• Open Google Calendar -> Select the Event for that day’s booking -> Click the Edit Icon -> 
Scroll down to the description section, and write your answers to each of the questions.  

• Write the answers to your Reflection Questions on the same day that you delivered the 
workshop. This can be done once you arrive home, or before leaving the school. 

If there is something that we need to be made aware of, please include this.  

You need to let us know if any of the following things happen: 

• Unexpected timetable changes. 
• Unexpected change to year groups attending the workshop or show. 
• A comment or remark from a member of staff criticising the workshop. 
• A particularly challenging situation regarding the logistics of the day. (e.g. Being asked to 

deliver the workshops in the classrooms, difficulty setting up the PowerPoint)  

When answering this question, please aim to include information that you believe we need to 
know. It doesn't need to be a complete breakdown of your day.  

 

Connecting Your Laptop to the Projector Connecting 

via HDMI input.  

In most situations you will connect your laptop using a HDMI cable that is already connected to 
the school’s projector:  

 
If this is the case, the display should work immediately and the sound signal from your laptop 
will go through the HDMI cable.  

Connecting via VGA input  

In many schools they will still be using VGA input. As seen here: 



 

 
If you are connecting via VGA, sound does not go through the VGA cable. So you will need to also 
connect the sound with an auxiliary cable. You will usually be able to see this cable in the set up 
area.  

 

What if there’s no sound?  

If you are connecting to the projector with your HDMI or VGA and the school’s system requires 
you to also use an auxiliary cable for the sound, you may need to change the sound output as 
follows:  

Right click the speaker icon in bottom left of the screen - > select ‘Open sounds settings:

 

 
Under select output device select the output you want to use. In the case of switching from 
HDMI to auxiliary this will mean selecting ‘Speakers (name of audio device)’:  



 

What if the screen is too small or is not appearing on 
the projector?  
Sometimes the school’s projector will project a small image and there’s nothing that can be done. 
However, if the image became smaller after connecting your laptop, you can change the following 
settings in ‘Display’ on your laptop.  

Right click on your desktop - > Select ‘Display’ - > scroll down to Multiple Displays - > Change to 
‘Second Screen Only.’ or ‘Show only on 2’: 
The picture then may appear bigger.  

What if I can’t connect my laptop to the projector?  

If you have tried everything and you can’t get your laptop going through the school’s projector 
and sound, you have a fallback of using the school’s computer.  

To do this use the USB drive with the PowerPoint, plug it into the school’s computer and move the 
PowerPoint onto the school’s desktop before opening.  

Open the PowerPoint and ensure the videos play and that the sound is working.  

 

 



Risk Assessment 

 
• When in schools you are sponsible for your own personal items. Keep your phone in your 

bag. Never use your phone to take pictures. 
• Always keep your personal belongings with you. 
• Don’t leave any equipment unattended at any time. 
• The black tablecloth used when puppeteering can be a trip hazard. Always Tuck the black 

tablecloth behind the table, out of the way. 

 

Please read our full risk assessment here. 

 

 

 

 

 

 

 

 

 

 
 

 

https://www.openvieweducation.co.uk/risk-assessment/
https://www.openvieweducation.co.uk/risk-assessment/

