Table Host Reference – Community Conversations

Thanks again for your involvement in this hopeful and purposeful event.  This is just a beginning and we’ll all learn something from the process.  Please find some details and tips following to help you through the evening.  It is probably best to review it ahead of time, rather than to flip through as you’re facilitating discussion.

Responsibilities

· Facilitate brief introductions at your table – just names, so that people can address each other.  No need for delving deep into explaining perspective as that will come out with the ideas they have.

· Encourage and ensure that people are jotting down key connections, ideas, discoveries and deeper questions on to the placemats as they come up.  We will be using this to augment our notes that go into the action plan.

· Remain at the table when it’s time for the participants to switch.  Welcome your next group of participants with the same brief introductions.

· Jot down the key ideas for yourself, as you’ll be sharing briefly with the next group what the previous group came up with.

· If necessary during the Harvest, or whole-group wrap up, get the ball rolling with a comment you heard at your table.  We’d prefer for the participants to all take part in this, but if there is hesitance at the beginning, we will look to the table hosts to kick things off.

Café Etiquette

This is from the World Café site.  Participants may or may not need reminders of this:

· Focus on what matters

· Contribute your thinking

· Speak your mind and heart

· Listen to understand

· Link and connect ideas

· Listen for insights to deeper questions

· Doodle and draw on the placemats and table cloths

· Have fun!

Agenda and Table Host Roles

	Time
	What
	Table Host’s role

	5:00pm or before
	Organizers arrive to set up
	none

	6:00pm
	All Table Hosts arrive
	Park in surface parking and come through west doors.  Registration table people will set up, hosts will orient themselves at their tables

	6:15pm
	Guests arrive
	Greet arrivals and move them towards registration table.  Point out snack table and rest rooms.  If they need help understanding where they go first, help with that.  We would like to establish energy and openness from the beginning – please welcome all guests with interest and enthusiasm.

	6:30pm
	Participants must be seated
	Please ensure all guests are seated and take your post at your own table

	6:35pm to 6:45pm
	Organizers will set tone for conversation
	Not much – soak in the power point we will be showing (power point highlights the differences between being tolerated, acknowledged, and included) and the guidelines as they are shared with the group.  If possible, we’d love to hear a bit later about how people are reacting or not reacting to our opening.

	6:45 to 7:05
	Question 1, round 1
	20 minutes to facilitate this first round of question 1.  We will post the question on the overhead and turn the conversation over to you all at your small tables to begin with brief introductions.  Would suggest wearing a watch so you can make sure everyone gets their thoughts out (and on the placemats) within the time allotted.

	7:05
	TABLE CHANGE
	We will announce.  You remain at your table and send participants off to the next symbol on their name tags.  Welcome your new participants

	7:05 – 7:25
	Question 1, round 2
	Same question, new people.  Quick intros, brief overview of ideas shared in your last group with the intention of germinating new ones with your new group.

	7:25
	TABLE CHANGE
	We will announce.  You remain at your table and send participants off to the next symbol on their name tags.  Welcome your new participants

	7:25 – 7:45
	Question 2 (single round)
	Will post new question on overhead.  There is only 1 round for this question.  This is where we need concrete ideas, timeframes and accountabilities.

No more table changes, participants will remain at this one through the end.

	7:45 – 8:25
	Wrap up/Group Review
	Emily facilitates while Tanya types notes.  Emily will encourage participants to share what was discussed at their tables for each of the 2 questions.  We want to capture everything discussed, but it may also lead to new insights.  If there is hesitancy, we will look to you to kick things off with a thought. Or you could turn it to someone at your table that offered something valuable.

	8:25 – 8:30
	Closing Remarks
	Emily and Tanya will handle.  Again, if you hear/see any reactions, further ideas, we’d love to hear them later.  People like to start whispering just before something wraps up, I think!

	8:30
	Adios!
	Feel free to say goodbye and send off your invitees and people you’ve met. We’ll probably need to start packing up rather swiftly.   If you can help a bit, we’d really appreciate it.  

	9pm
	Celebrate!
	Emily and Tanya plan to celebrate whatever we’re able to accomplish that night and would love to Maple Cafe by 9ish, if all goes well.


Schedule overview
6:15 – 6:30: arrival and settling of guests

6:35 – 6:45: Opening presentation and guidelines

6:45 – 7:05: 1st round of Question 1

7:05: - table change

7:05 – 7:25: 2nd round of Question 1

7:25: - table change

7:25 – 7:45: Question 2 (only 1 round)

7:45 – 8:25: - Wrap up/Group Review

8:25 – 8:30: Closing Remarks

Facilitation tips 

Here are some possible herding statements you might use when you encounter different situations:

Tangents: when long stories, personal struggles, comments about topics other than that at hand happen, here are a few ideas for getting back on track…
· Let me read the question once more.
· I see how that gives background on your perspective, but let’s talk about how to progress from there.
· Maybe that’s something the 2  (3, 4) of you could discuss after the time allotted for this conversation.
· That’s interesting, but let’s get back to inclusive thinking.
Silence: when there is a prolonged lull or when there are certain individuals not offering their thoughts…
· Joe, we’re interested in your take on that.
· You may not have direct personal or professional impact on that, but sometimes that’s just the fresh perspective called for.
· Think of what you enjoy about living/working in our community, where do you go in your free time, what do you do, who do you see?  What adjustments might have to be made to some of those assets so that people with physical, social, medical or intellectual differences might also partake alongside you/your family?

· Let me get us started, one idea I had was…. Can I get your thoughts on that or hear some of your ideas?

· Anything that comes to mind, we’re not ruling out here and now, were compiling possibilities.
Negativity, listing obstacles: people who are eager to tell you that something won’t work because of personal bad experience or because they can quickly list difficulties or obstacles…
· We’re going to focus on what should happen, not so much on feasibility at this point yet.
· I understand you had a struggle in this area, thus illustrating the need to get creative about how to go about it, what are you ideas for progress here?

· If you must list obstacles, for each, you have to offer a possible way around it.
Dominance: when one person takes over the entire conversation and may even inhibit others from partaking…
· Those are good thoughts, let’s see what else is at the table, Mary?

· You have a lot of experience here, let’s see what other new ideas there might be.
Overall – the goal is to keep all conversation constructive, positive and focused on solutions, action toward progress and gather perspectives and ideas from all participants.  Don’t be afraid to use those exact straightforward words as a reminder when needed.
