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Community Engagement Meeting Guide Sheet

Holding a community engagement meeting is not hard, it can be as flexible and adaptable as you like. We have put together these principles to give some guidance.

Set the Scene
Why are you bringing people together? Look at what you want to achieve?
Having a structure to the conversation, enables you to see what questions will be most relevant and defines it from what is an everyday interaction.
Make sure the meeting sticks to the times advertised, for example starting promptly at 7pm and finishing at 9pm. Explain to the attendees how the meeting will be run. For example, there will be 3 questions asked and a time limit assigned to each one for discussion, with feedback after each one.

Create a Welcoming Environment
Think about creating an environment that feels safe and inviting. Also think about an environment that is comfortable to be in and one that can foster, creative thinking, speaking and listening. Have comfortable relaxed seating with refreshments available. Check that the place you use is accessible especially for those with limited mobility. Seat groups of people at small café style tables or in conversation clusters.
If the meeting involves statutory agencies, avoid a ‘them & us’ situation by mixing everyone on tables together and being clear that the purpose of the meeting is to work together to find solutions.

Everyone’s View Matters
There will be some people who are very vocal and will want to dominate the conversation. There will also be people who not only want to talk about issues but who want to find practical solutions to the issues raised.
[bookmark: _GoBack]There will be people there that want to contribute but do not feel confident putting their views forward. It is important to encourage everyone to contribute in whatever way so they feel that everyone’s views do matter. Encourage participants to write, doodle and draw key ideas on tablecloths, index cards or post it notes.
Make sure there is a facilitator on each table to enable everyone that wants to have their say and avoid one person taking over. To avoid going over the allocated time, ask for feedback from one table and then ask others to contribute only if they have something different to add. For the next question feedback, you can then ask a different table to speak first.

Explore the Strengths of a community
You can start the conversation with questions such as ‘What is good about where we live’, the answers to this will identify what strengths lie within the community and the individuals that live and work there. Follow up questions can then be asked and priorities for the community identified.



Making Connections
Give people the opportunity to move around, whether this is by tables, groups or activity. Enabling participants to connect with each other gives the opportunity for new thinking and perspectives.

Listening Together & Learning From Others
It is said that the biggest communication problem is we do not listen to understand we listen to reply, therefore the quality of our listening and attention skills to key to gaining a real insight, this includes the spoken and unspoken word.

 Share Collective Discoveries
Conversations held at one table reflect a pattern that connects with the conversations at the other tables. The last phase of the meeting involves making this pattern of wholeness visible to everyone in the large group conversation. Invite a few minutes of silent reflection on the patterns, themes and deeper questions experienced in the small group conversation and call them out to share with the larger group. Make sure you have a way to capture the responses.

Next Steps
At the conclusion of the engagement session, draw together all the information recorded and consider providing participants with a clear overview of next steps. 
For example, it may be that one meeting is all that is needed and no further action required. You may wish to arrange a date for the next meeting. You may wish to share how the insights from the session will be used and shared with participants and the wider community. Consider converting the comments from the session into a brief memo of insights, observations, and questions for consideration. If further meetings are required it would be a good idea at this stage to identify those people who are willing to become involved in 
co-ordination












Things to Think About


· Consider different mechanisms for community conversations such as web chats, social media and Facebook

· Use existing networks to develop community conversations 

· Develop links with the faith and voluntary sector

· Remember children and young people have a voice too

· Strengthening the partnership between local people and professionals

· Avoid duplication with neighbourhood action groups and neighbourhood forums, there can be a strength in joining forces

· Attempt to have a balanced attendance and not just those who are already active in their community whether local person or professional

· Community conversation do not require everyone who is active in the community to attend, people can dip in and out

· Try and involve those vulnerable groups and individuals
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