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 TOOLKIT FOR DISCUSSION GROUPS
FOR USE JANUARY 1 THROUGH JUNE 1, 2010
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Introducing the Madison Cultural Plan
The City of Madison has begun a cultural planning process. The plan will seek ways to enhance Madison’s role as a center of creativity and innovation. It is designed to help Madison understand what its residents want, in terms of arts and cultural experiences, and what it will take to provide those things. It will look at issues related to the contributions and needs of individual artists and a wide range of creative workers including historians, scientists, and employees in creative enterprises. It will explore how both commercial and nonprofit creative activities function in Madison and take a look at the role of the artistic invention in scientific and technological enterprise. Finally, the plan will make a specific set of recommendations for advancing Madison’s role as a center for creativity and innovation.
What is Included in the Plan’s Approach to Arts and Culture?
Artists: For purposes of this plan, artists are amateur, student, or professional practitioners who create visual, performing, auditory, or virtual expressions as a way of making or communicating meaning. It includes people working in traditional and contemporary art forms, and in both popular and “fine” arts forms. 
Creative Workers: For purposes of this plan, creative workers are people working in businesses that supply or distribute art and cultural supplies and products including those who, record, publish, or represent artists. It includes workers in history, planning, design, traditional and artisan foodways, and the sciences including innovators and educators in those fields. It includes workers who exhibit, technically support, present, promote, document, administer or communicate creative content. This broad category includes such groups as inventors, research scientists, arts administrators, archivists, librarians, and workers in arts and culturally related wholesale and retail operations such as galleries and nightclubs.
Arts and Cultural Enterprises: For purposes of this plan, arts and cultural enterprises include organizations in the nonprofit sector such as museums, guilds, and performing arts groups. It includes businesses that rely on creative content such as biotech firms, artisan food and beverage producers, entertainment clubs, software design firms, architectural firms; and business that rely on creative content as their main product such as advertising firms, art galleries, publishers, and recording studios. It also includes sales, promotion, and material and information suppliers whose main customers are arts, culture, or creative sector producers.
Introducing this Toolkit
The Madison Cultural Planning process has room for lots of input. The plan offers many ways for interested citizens to participate. The discussion groups described in this Toolkit represent one opportunity to be heard. Other opportunities include signing up for continuing updates, completing surveys (for consumers, artists and creative workers, and nonprofit arts and cultural organizations), or attending a variety of public meetings. For more information on other ways of participating see the page 17 titled Introducing the Madison Cultural Plan: What it is and How to Stay Involved.
By using this toolkit, any interested group of citizens with access to e-mail, a printer, and the internet can discuss important issues in Madison’s cultural development, and submit their ideas to the plan. It’s easy to use, and is recommended for discussion groups of 5-8 people ages 11 and above. Larger groups, like classrooms of students, can also participate, but we recommend that only people accustomed to running larger group discussions, like teachers or experienced facilitators, undertake that challenge. Discussion groups can be conducted anytime between January 1-April 1, 2010.
This toolkit provides an easy-to-follow model for arranging and conducting a meeting, and for reporting your discussion to the Madison Cultural Plan team. There are three alternative meeting designs explained in this toolkit and the choice is entirely up to you. Instructions for a brief structured discussion lasting about 50 minutes, a full structured discussion lasting about two hours, and an unstructured discussion are included.
The brief structured discussion model is well suited for discussion on lunch hours or in classroom settings. While it gives participants an opportunity to produce a prioritized list of key ideas related to the topic, it does not provide for deeper exchange about participant’s ideas. 
In contrast, the full structured discussion model provides time for both the identification of key ideas and their refinement through dialogue and prioritization. Structured discussions can help make sure all participants get fairly heard, and discussion outcomes are prioritized. 
The unstructured discussion may work best in cases where members of the group know one another well, where fluid brainstorming is desired, or where the host is not comfortable leading a structured approach.
This toolkit can be used by anyone: teachers, students and PTO’s; neighborhood organizations; faith community congregations; employers; artists, creative workers, residential facility operators; groups of friends and colleagues; clubs and social groups; cultural organizations, or any other gathering of interested residents. Consider this toolkit a general guide. If your discussion group is made up of larger numbers of people, or younger children, follow your own common sense in making modifications. Please keep things simple and fair. 
There are many discussion questions to choose from in hosting a discussion group. In fact, you may use any of the suggested questions or craft your own question to contribute to the cultural planning conversation. Sample questions are included; see page 14 titled Suggested Discussion Questions.
Reports from these discussions become a part of the plan itself. The planning team will review the opinions expressed in the discussion you conduct and report, and factor them into the overall data gathered in the plan. Solutions or suggestions made in these discussion groups will be taken seriously. The names of those participating in your discussion will be included in an addendum to the plan, as will the report you file.
This toolkit contains advice on arranging the meeting and inviting participants, a simple supply list, and suggestions for what to do immediately before, during, and after the meeting. The toolkit also provides several documents to assist you in managing and reporting your meeting. 
Pre-Meeting Resources include
Simple Supply List
Sample Discussion Questions 
Sample E-Mail Invitation
Meeting Resources include
Introducing the Madison Cultural Plan: What it is and How to Stay Involved
Attendance Sheet
Step-by-Step Instructions for Facilitators: Full Structured Discussion
Step-by-Step Instructions for Facilitators: Brief Structured Discussion
Step-by-Step Instructions: Unstructured Discussion
Post Meeting Resources include
Madison Cultural Plan Discussion Group Report Form
Getting Started: Arranging the Meeting
Choose the question you wish to discuss. Review the sample questions provided and choose one, or create your own question if you prefer. Choose only one question to discuss at any given meeting.
Arrange a Setting. Choose a room that is accessible to participants, quiet and private enough to foster thoughtful conversations. Rooms with a table and chairs large enough for participants to sit around work well. Appropriate settings could include a private home, an office conference room, a room at a neighborhood facility, a spot in your branch library, or similar spots. You will want a space that is available for about 15 minutes before and after your meeting, to allow for set up and clean up. Brief discussion format meetings last about 50 minutes; full discussion format meetings last about two hours. Unstructured discussions are flexible in length.
If you are part of an on-going group, for example a book group or a club or fellowship, it is also fine to conduct a discussion group as a part of a regular meeting. 
Invite Participants. Invite any group of 5-8 people you wish. Sample text for an invitation titled Sample E-mail Invitation is included at page 16 below. You may want to invite people by e-mail, by US mail, in person, or by phone. Whatever method you choose, be sure to get a response in advance, so you know who is coming. It is a good idea to give your cell phone number (if you have one) to invitees so that if they get lost or delayed on the day of the meeting, they can contact you.
In deciding who to invite, be creative. Remember that the planning process is seeking diverse input. Consider your friends, colleagues, people you would like to know better, your children’s friends, neighbors, schoolmates, and members of faith and community groups to which you may belong. The most lively groups will contain people whose experiences and perspectives vary. Anyone interested in creativity and innovation in Madison is welcome. Some hosts may be interested in gathering opinions from a specific group, for example, students at a particular school or artists of a specific discipline. Other hosts may not have a specific group in mind, other than inviting a group of their own friends together. Either approach is welcome. These conversations are for everyone.
Identify a note taker for your discussion. Ask the participant of your choice to take notes, but ask before the meeting to be sure you have a willing to the discussion and produce notes in electronic form.
Remind Participants. As the date of the discussion nears, contact those who have said they will come with a reminder of the time and place of the meeting. Again, you may choose to do this by phone, e-mail, or in person. 
Secure Simple Supplies. Check the Simple Supply List on page 12 below and prepare a box of what you need to take to the meeting.
Hosting the Meeting
Just Before the Meeting
Make sure your cell phone is on if you have given that number to participants.
Arrive 15 minutes early.
This gives you time to set up the room and meet early arrivers.
Find the bathrooms and drinking fountains.
If you are not familiar with the meeting space, learn where these amenities are so you can let others know when they arrive.
Post directional signs.
If you have decided to post directional signs, put them up now.
Display the discussion question.
Post the discussion question on the wall or tabletop in a visible location.
Tape your flip chart paper or whatever you are using to the wall and set a few markers nearby.
Set out the attendance sheet and name tags with marker pens (and tape if needed) somewhere handy.
Put a pen and a few sheets of paper at each seat.
Recycled paper is fine; it’s just for personal note taking.
Put out a copy of the handout Introducing the Madison Cultural Plan: What it is and How to Stay Involved at each seat.
Set out refreshments, if you plan to provide them.
At the Meeting
Make guests comfortable.
Welcome guests, make introductions as necessary, and let guests know where the bathrooms and drinks of water can be found. If you are providing refreshments, offer them.
Make sure everyone has signed in.
You will report the names of people who attended as a part of your report to the Madison Cultural Plan. Be sure people have signed in and given complete contact information. 
Introduce the Madison Cultural Plan.
Point out the handout titled Introducing the Madison Cultural Plan: What it is and How to Stay Involved and go over it briefly with participants so everybody understands how the discussion fits into a broader effort. If your participants are under 18, or new to citizen discussion groups, help them understand the process in their own terms.
Introduce the discussion topic.
Even though you have announced the discussion question in your invitations and have posted it on the table or a nearby wall, read the question and make sure participants understand it.
Explain the discussion process.
The process you will use is very simple and there is a Step-by-Step guide included for the full discussion, brief discussion, and unstructured discussion format meetings in the Resources Section of this toolkit (full instructions begin on page 21). Here is a summary of the steps:
For a Full Discussion Meeting:
Each participant works independently and in silence to develop a list of ideas. (10 minutes)
Each participant offers his/her most important ideas to seed discussion. (15 minutes)
The group clarifies ideas, combining related ideas if they wish (15 minutes)
The group discusses the list of ideas, fleshing them out. (60 minutes))
Participants award points to prioritize ideas (10 minutes)
The facilitator tallies points and announces the priority ranking established by the group. (10 minutes)

For a Brief Discussion Meeting
Each participant works independently and in silence to develop a list of ideas. (10 minutes)
Each participant offers his/her most important ideas. (15 minutes)
The group clarifies ideas, combining related ideas if they wish (15 minutes)
Participants award points to prioritize ideas (5 minutes)
The facilitator tallies points and announces the priority ranking established by the group. (5 minutes)

For an Unstructured Discussion Meeting
Participants are invited to discuss a specific question. (as long as host has planned-flexible)
A note taker records main ideas on flip chart or where all can see.
Participants review the flip chart notes to make sure no important ideas have been omitted. (15 minutes)

Conduct the Discussion.
Follow the Step-by-Step instructions for the kind of discussion (Brief, Full or Unstructured) you have chosen.
Thank Participants.
Remind them that they can continue to be involved in the Madison Cultural Plan. Information they need to stay involved can be found on the handout called Introducing the Madison Cultural Plan: What it is and How to Stay Involved that you have distributed.
After the Meeting
Clean up the meeting space.
Keep the flip charts until after your report is filed just for safety’s sake.
Give the note taker a few minutes 
to record the exact language on the flip charts and the total number of priority points each idea received at the end of the meeting. If you have conducted an unstructured discussion, there are no priority points to record; simply collect the flip chart notes from the walls.
Collect the note taker’s notes and the attendance sheet.
If your note taker has used a laptop, have him or her e-mail the notes to you now. If you do not have e-mail, ask the note taker to print and mail you the notes as soon as possible. If your note taker has taken notes by hand, collect the notes now. Remember to collect the attendance sheets, too.
Complete the Toolkit Discussion Report Form.
You may file your report either electronically by e-mail or by US mail. Addresses are included on the report form. Please file your report within five days of the completion of the discussion group.





Resources
Simple Supply List
Name tags
There is nothing wrong with using small rectangles of plain paper attached with tape if you don’t have any mailing labels or official name tags in hand. Name tags work best when they are written with markers, so they are easy to read across a table. You don’t need name tags if participants already know one another.
Marking pens
for marking nametags, writing on flip charts or paper, and for assigning priority points. If you are conducting a full or brief discussion, one marking pen will be needed for each participant and you will need two extras to be safe. If you are conducting an unstructured discussion, participants will not need marking pens but the note taker will.
Masking tape
 to tape large sheets of paper to the walls and tape on paper nametags, if that is what you have chosen.
Scratch paper and pen for each participant.
If your note taker is not using a laptop, have pen and paper available for him or her as well. If you are conducting an unstructured discussion, paper and pens for participants are not necessary.
A flip chart, or large sheets of paper taped to the walls for writing.
You do not need fancy flip charts, but you do need a way to write things down for everyone to see. You can use brown paper grocery bags cut open and flattened out, butcher paper, chalk boards, or similar solutions. Be careful about one thing: when you use markers on paper taped to a wall, you don’t want to get ink stains on the wall. Make sure the paper and marker combination you choose doesn’t allow ink to bleed through. You may use a chalkboard or whiteboard but if you do make sure the note taker writes down every word and priority point recorded on the chalk board before it is erased.
Refreshments are optional. 
You do not need to provide refreshments, but you might have more fun if you do. Please make sure participants can get a drink of water if they want one.
Attendance List.
A form for this purpose is titled Madison Cultural Plan Discussion Group Attendance Sheet is provided on page 20; just print it out and have it on hand at the meeting. If you expect more than 8 people, print out extra sheets. 
Introducing the Madison Cultural Plan: What it is and How to Stay Involved.
This document is provided beginning on page 17. It is designed to help participants understand the cultural planning process and to stay involved if they wish to do so. Just print out enough copies for each member of your group and have the copies on hand for the meeting.
Your Discussion Question. 
Write you discussion question in large print on a piece of paper. You will place this paper in the middle of the discussion table or tape it to a nearby wall to help participants stay on topic.
Directional Signs and Tape
If your meeting place isn’t familiar to your participants, you may want to make simple paper signs that say “Madison Cultural Plan Discussion” and then give directions or point arrows to the meeting room. You may want to post these on a doors to the building, near elevators or staircases-where ever makes common sense.

Suggested Discussion Questions
Remember, choose only one question for your discussion meeting. If you wish to consider more questions, arrange other discussions, taking on one question per meeting. 
For groups of artists and creative workers 
What resources, policies or activities could be developed to help make it more economically viable for artists and creative workers to live and work in Madison?
How could we strengthen the role of artists and creative workers in igniting the public imagination and infusing everyday experience with energy and joy?
How could Madison support better identification, utilization, and communication across the cultural sector including connections with commercial enterprises?
How could we improve connections, mutual support, and opportunities for collaboration among artists and creative workers?
For Arts and Cultural Consumers, Neighborhood Groups, and Schools
How could we attract new audiences and younger generations to Madison’s arts and cultural activities?
What arts and cultural activities would you like to see offered in your neighborhood (or school)?
How could arts and cultural activities be used to strengthen the connection between all ages of members in the community (or neighborhood, or the school, or the congregation, etc)?
How could we diversify Madison’s arts and cultural scene in terms of race, economic bracket, age, and/or gender? Think in terms of participating professionally, as volunteers, on boards of directors, or as audience members or participants.
For Patrons, Investors and Arts and Cultural Managers
How can we protect and support our arts and cultural resources (nonprofit and commercial) in the current economic climate?
What messages do investors, foundations, and philanthropists receive concerning the arts, culture, and creative work and from whom do they receive them?
Which sectors of the business and philanthropic community are absent from patronage of the arts and culture, and how might they be engaged?
Which factors and advisors most influence investment in, or donation to, creative endeavors? 
What outcomes are investors/donors seeking when they support creative endeavors?
What would influence your interest in financing the roll-out of the Madison Cultural Plan?
For Employers or Business Associations
In what ways are creative thought and creative products critical to this business sector and how can we best capture that value? Think in terms of current operations, research and development, and workforce development needs.
Do the creative workers in this organization have voice and authority commensurate with their contributions and what, if anything, should be done to rebalance that alignment?
What can this organization do to better support and engage creative endeavors, artists, and creative workers in Madison?
What mechanisms could be used to promote frequent cross-fertilization of ideas among various sorts of creative workers? For example, how could scientists, historians, chefs, and choreographers be brought together to solve a problem? 
For All Groups
Why is creative exploration and expression important?
What is your vision of Madison as a center for innovation and creativity?


Sample E-mail Invitation

Dear [Name of person you are inviting],
I’m participating in the City of Madison’s cultural planning process by hosting a discussion group. Together, we will explore this question:
[enter your question here]. Our opinions will be recorded and returned to the cultural planning team for inclusion in the plan itself. I hope you are as excited as I am to contribute ideas to the plan. I hope you will join me at
Day of Week, Date and Time [List a starting and ending time, for example, 7:00 PM-9:00 PM]
Facility Name [For example, could be “my house” or a business or community organization or coffee house name]
Street Address 
Special instructions [For example, “ask at the front desk for the cultural planning meeting” or “go to the Green Room on the basement level”]
Host’s phone number [Use your cell number if you have one so people can contact you right at meeting time.]
If you would like to know more about the Madison Cultural Plan go to http://www.cityofmadison.com/MAC/culturalPlan/index.cfm
PLEASE let me know if you plan to attend, so that I can invite others if you are unavailable. RSVP to me at [insert your phone number or e-mail address or both] by [Insert a cut off date for responding here].
Thanks. I hope to see you there.
[Sign your name here]
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Introducing the Madison Cultural Plan: What it is and How to Stay Involved

The Madison Cultural Plan is a City of Madison planning process designed to identify ways in which the community can enhance its role as a center for creativity and innovation. The plan embraces a very broad definition of arts and culture. It will ask how the unique natural, institutional, and human resources in Madison that feed creative exchange can be retained, enhanced, sustained and utilized.
The cultural plan is designed to help Madison understand what its neighborhoods, residents, and businesses want, in terms of creative resources and experiences, and what it will take to provide those things. It will explore recreational, educational, and professional participation in arts, culture, and innovation.
The plan will consider the contributions and needs of individual artists and arts organizations as well as a wide range of creative workers and institutions including historians, scientists, food artisans, and employees in creative enterprises. It will explore how both commercial and nonprofit arts, cultural and creative activities function in Madison, and how their work can be integrated into the social, civic, and economic future of our community. It will explore links between the arts and culture and the sciences, innovation, and technology.
Finally, the plan will make a specific set of recommendations that identify the brightest possibilities for advancing Madison’s creative development, for providing desired services to residents, for advancing creativity and innovation as economic drivers, for sustaining artists and creative workers, and for a building an on-going creative conversation in which all residents can participate.
The plan will use several methods to gather information including: GIS mapping; surveying; conducting interviews, focus groups, roundtables, and public hearings; and working with a local Steering Committee in the formulation of recommendations for action. There are many ways to be a part of the plan.
The general public can participate by
Attending forums, roundtables, and other public meetings where key issues are discussed and suggestions are gathered;
Completing a survey on-line. There are surveys for consumers, artists and creative workers, and nonprofit arts and cultural institutions. Beginning in mid December of 2009, surveys will be on line at http://www.cityofmadison.com/MAC/culturalPlan/index.cfm
Hosting discussion groups, using this Toolkit, and submitting their ideas to the planning team; and
Joining the Madison Artists and Creative Workers Data Base. Participation is free of charge, those who join control the content describing them and their work. All who join can choose to receive periodic information from the Madison Arts Commission. The general public will have access to the database, allowing them to find artists and creative workers for purposes of collaborating, purchasing work, or exchanging useful information. Naturally, the data base will also help artists and creative workers find one another for shared activities.
Arts and cultural institutions and local businesses and organizations can participate by
Sharing contact lists to help draw a wide range of residents, artists, and creative workers into the plan;
Allowing the planning process to link to your website, so your constituents can become involved;
Attending forums, roundtables, and other public meetings where key issues are discussed and suggestions are gathered;
Completing a survey on-line. There is a survey for nonprofit arts and cultural institutions. Beginning in December of 2009, surveys will be on line at http://www.cityofmadison.com/MAC/culturalPlan/index.cfm
Hosting discussion groups, using a downloadable Toolkit, and submit their ideas to the consultant to include in the plan. By conducting a discussion group, local institutions and businesses extend the plans reach and provide finer grained discussion of specific issues. Beginning in December of 2009, the toolkit will be on line at http://www.cityofmadison.com/MAC/culturalPlan/index.cfm
Arts and cultural organizations can share data such as feasibility studies, marketing surveys, program evaluations, or strategic plans that shed light on organizational needs, opportunities, and directions; and
Committing your organization to be guided by the plan’s findings as you contribute to local arts and cultural development over the coming years.
If you are interested in joining in planning activities or following developments associated with the plan, simply go to https://my.cityofmadison.com/ and register to receive regular e-mail notices of the aspects of the Madison Cultural Plan that interest you. You can also review information related to the plan as it unfolds by checking the plan’s website at http://www.cityofmadison.com/MAC/culturalPlan/index.cfm
 

Discussion Group Attendance Sheet
	Host Name
	Host Street Address

	Date of Meeting
	Host E-Mail Address

	Participant Name
	Address/E-Mail Address

	1.
	Street Address

	
	E-Mail Address

	2. 
	Street Address

	
	E-Mail Address

	3. 
	Street Address

	
	E-Mail Address

	4.
	Street Address

	
	E-Mail Address

	5.
	Street Address

	
	E-Mail Address

	6.
	Street Address

	
	E-Mail Address

	7.
	Street Address

	
	E-Mail Address

	8.
	Street Address

	
	E-Mail Address




Step-by-Step Instructions for Facilitators: Full Discussion


	Minutes
	Step-by-Step
	Facilitation Tips

	5 
	The facilitator explains how the whole process will work and clarifies any questions.
	Set an upbeat tone. Your energy level will set the standard for the discussion. There is a summary of full and brief discussions on page 8 of this Toolkit. Use it as a guide in this step.

	3 
	The facilitator lays out the ground rules.
	The Ground Rules are:
Share the air time. If there are 8 people present, plan to talk 1/8 of the time and listen 7/8 of the time.
If disagreements emerge and are not resolved by a brief exchange simply let the disagreements stand and go on.
Silence personal electronic devices. No texting, tweeting, or phone conversations during the discussion. 

	2 
	The facilitator reads the discussion question aloud.
	Make sure the participants know where the discussion question is posted or placed on the table.

	10 
	Participants are given 10 minutes to note down their most important ideas related to the discussion question. During this period, participants are asked to work in silence and independently.
	It’s important to make sure participants honor the request for silence. Politely remind people who forget. If everyone in the group finishes before the 10 minutes expire, it’s fine to move to the next step-but be sure you are not rushing anyone.

	15 
	The facilitator goes around the table and asks each person to contribute their first idea. The facilitator writes the each idea on the flip chart (or paper taped to the wall).
Note takers also capture the list in their notes.
	One of the main reasons for using this approach is to make sure that quieter people are not left out. 
This part of the process is NOT a discussion. Do not allow participants to question, evaluate, or comment on the ideas yet. If participants begin discussion during the listing process, some people’s ideas may get left out. Just ask participants to hold their thoughts until the list is complete.
If a person’s first idea has already been listed when their turn arrives, that person may choose another idea from his or her list.
Only go around the table once, or you will have too many ideas to deal with.
Encourage each participant to state his or her idea briefly and clearly.

	10
	The facilitator asks participants to request clarification of any idea they do not understand, and/or to suggest combining ideas that seem closely related or similar.
	Only the person offering an idea may clarify that idea.
Only the two persons offering closely related or similar ideas may give permission for those ideas to be blended.
Keep this discussion brief and on track. Discussion comes next, not during this portion.

	60 
	The facilitator initiates discussion by asking participants to respond to ideas listed.
	Encourage participants to flesh out ideas, making them as concrete as possible. Learn where there is agreement and divergence in your group. Focus discussion around areas of agreement. Refine suggestions as the group builds on the original ideas.
If discussion gets stuck, ask participants to use the good old “who?, what?, when?, where?, why?” approach. Look at each idea and try to answer those fundamental questions.

	5
	The facilitator gives participants 5 minutes to award points to their top three priority ideas.

	Each participant is asked to go to the flip charts where ideas have been recorded and initial three ideas that they believe are of top priority.

	10
	The facilitator counts priority point totals and announces the top three priority ideas then wraps up the meeting.
	Wrap up the meeting by announcing the highest priority ideas based on points awarded. Remind participants all ideas generated will be submitted to the cultural plan. Let participants know that if they have other questions they wish to discuss, any member of the group can host his or her own meeting; let interested people know about the Toolkit.

	After the meeting
	The note taker should be sure he or she has recorded the exact information on the flip chart including the ideas listed and how many points each idea received. It is not necessary to identify the points by initials of the awarder.
	Don’t forget to submit your report to the planning team within a few days of your meeting.





Step-by-Step Instructions for Facilitators: Brief Discussion

	Minutes
	Step-by-Step
	Facilitation Tips

	5 
	The facilitator explains how the whole process will work and clarifies any questions.
	Set an upbeat tone. Your energy level will set the standard for the discussion. There is a summary of full and brief discussions on page 8 of this Toolkit. Use it as a guide in this step.

	3 
	The facilitator lays out the ground rules.
	The Ground Rules are:
Share the air time. If there are 8 people present, plan to talk 1/8 of the time and listen 7/8 of the time.
Do not use this process to argue with another person’s idea. If you don’t like the idea, you don’t have to assign priority to it in the end.
Silence personal electronic devices. No texting, tweeting, or phone conversations during the discussion. 

	2 
	The facilitator reads the discussion question aloud.
	Make sure the participants know where the discussion question is posted or placed on the table.

	10 
	Participants are given 10 minutes to note down their most important ideas related to the discussion question. During this period, participants are asked to work in silence and independently.
	It’s important to make sure participants honor the request for silence. Politely remind people who forget. If everyone in the group finishes before the 10 minutes expire, it’s fine to move to the next step-but be sure you are not rushing anyone.

	15 
	The facilitator goes around the table and asks each person to contribute their first idea. The facilitator writes the each idea on the flip chart (or paper taped to the wall).
Note takers also capture the list in their notes.
	One of the main reasons for using this approach is to make sure that quieter people are not left out. 
This part of the process is NOT a discussion. Do not allow participants to question, evaluate, or comment on the ideas yet. If participants begin discussion during the listing process, some people’s ideas may get left out. Just ask participants to hold their thoughts until the list is complete.
If a person’s first idea has already been listed when their turn arrives, that person may choose another idea from his or her list.
Only go around the table once.
Encourage each participant to state his or her idea briefly and clearly.

	15
	The facilitator asks participants to request clarification of any idea they do not understand, and/or to suggest combining ideas that seem closely related or similar.
	Only the person offering an idea may clarify that idea.
Only the two persons offering closely related or similar ideas may give permission for those ideas to be blended.
Keep this discussion brief and on track. 
Do not allow participants to use this step as a time to criticize other’s ideas. If criticism starts, remind the critic that it’s fine to have conflicting ideas listed. If anyone doesn’t agree with an idea, they will not give it priority in the next step.

	5
	The facilitator gives participants 5 minutes to award priority points to their top three priority ideas. 
	Each participant is asked to go to the flip charts where ideas have been recorded and initial three ideas that they believe are of top priority.

	10
	The facilitator counts priority points awarded and announces the top three priority ideas then wraps up the meeting.
	Wrap up the meeting by announcing the highest priority ideas. Remind participants all ideas generated will be submitted to the cultural plan. Let participants know that if they have other questions they wish to discuss, any member of the group can host his or her own meeting; let interested people know about the Toolkit.


	After the meeting
	The note taker should be sure he or she has recorded the exact information on the flip chart including the ideas listed and how many priority points each idea received. It is not necessary to identify the points awarded by initials of the awarder.
	Don’t forget to submit your report to the planning team within a few days of your meeting.


 


Step-by-Step Instructions: Unstructured Discussion

	Minutes
	Step-by-Step
	Facilitation Tips

	5 
	The host explains how the whole process will work and clarifies any questions.
	Set an upbeat tone. Your energy level will set the standard for the discussion. There is a summary of steps in the unstructured discussion on page 9 of this Toolkit. Use it as a guide in this step.

	3 
	The host lays out the ground rules.
	The Ground Rules are:
Share the air time. If there are 8 people present, plan to talk 1/8 of the time and listen 7/8 of the time.
Try to react constructively, building toward shared ideas. If you don’t agree with a particular idea, just say so simply and explain why. As a group, focus on areas of agreement in moving the conversation along.
Silence personal electronic devices. No texting, tweeting, or phone conversations during the discussion. 

	2 
	The host reads the discussion question aloud.
	Make sure the participants know where the discussion question is posted or placed on the table.

	Host’s choice
30-90
	The host invites discussion to begin. The note taker begins to record ideas on the flip chart or paper posted where all can see.

	If participants have a hard time getting started, prompt them by asking for a quick first reaction to the question. You may choose any length of time for your discussion, so long as your participants agree.

	15 minutes before closing
	The host ends discussion and asks participants to review and correct or clarify the notes taken during discussion. 
	Remind participants all ideas generated will be submitted to the cultural plan. Let participants know that if they have other questions they wish to discuss, any member of the group can host his or her own meeting; let interested people know about the Toolkit

	After the meeting
	The host should collect the flip charts and attendance sheets since they will be used to report the discussion to the cultural planning team.
	Don’t forget to submit your report to the planning team within a few days of your meeting. 





Discussion Group Report Form
Complete this form as soon as possible after your meeting. Return the form either by e-mail to

Culturalplan@cityofmadison.com
or by US mail to
Mary Berryman Agard & Associates
133 S. Brittingham Place
Madison WI 53715

This form is available in Microsoft Word at http://www.cityofmadison.com/MAC/culturalPlan/index.cfm. Spaces in text lines and tables will expand to fit your answers. You may also simply follow this format and create your own report.
Name of Person Hosting: 
Host’s Daytime Phone Number: 
Host’s E-mail Address: 
Host’s Street Address
Discussion Group Date: 
Which meeting format did you use: ___ Full Discussion		___ Brief Discussion		___ Unstructured Discussion
Briefly describe your discussion group. For example, was this a PTO group, a gathering of neighbors, people with a common employer, or what? 
Meeting Location: 
What was your discussion question? 
Ideas from the Group (Use this section for Full or Brief Structured Discussions only)
List the ideas that were generated in the form they were in when people awarded points.  Please report the actual language used on the flip charts. Note the final number of priority points each idea received. 
	Idea
	Points

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Anything else you wish to report? Please do not exceed one page.

Ideas from the Group (use this section for Unstructured Discussions only)
Please reproduce the flip chart notes from your discussion below. Clarify as necessary.
Names of Participants with Contact Information
Please complete the chart below, or enclose the actual attendance sheet with your report if reporting by US mail. Use the same format to report other group members if you had more than 8 participants.
	Participant Name
	Address/E-Mail Address

	1.
	Street Address

	
	E-Mail Address

	2. 
	Street Address

	
	E-Mail Address

	3. 
	Street Address

	
	E-Mail Address

	4.
	Street Address

	
	E-Mail Address

	5.
	Street Address

	
	E-Mail Address

	6.
	Street Address

	
	E-Mail Address

	7.
	Street Address

	
	E-Mail Address

	8.
	Street Address

	
	E-Mail Address
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