Two roundtables narrative

On the Four Freedoms XE "Four Freedoms" …

“Before we start our roundtable XE "roundtable"  sharing, I’m going to introduce you to Four Freedoms XE "Four Freedoms" . You have a copy of them in your conference packet. These freedoms provide some ground rules XE "ground rules"  for us during this conference. Let’s go through them.

Number One. You have the freedom to talk about the way you see things, rather than the way others want you to see. If you feel your voice is not being heard, this freedom gives you the right to speak out and say what you need to say.

Number Two. You have the freedom to ask about anything puzzling. If you don’t understand what is going on, what someone said or did, or what someone is proposing you do—anything that puzzles you—you have the freedom to ask questions.

Number Three. You have the freedom to talk about whatever is coming up for you, especially your own reactions. You’ll undoubtedly experience different emotions during this conference—you may feel happy, angry, excited, sad, interested, uncomfortable, curious, and so on. You are free to talk about how you’re feeling here, whatever comes up for you.

Number Four. You have the freedom to say that you don’t really feel you have one or more of the preceding three freedoms. This last freedom provides a check on how we’re each doing with the first three freedoms. You have the right to talk about these freedoms directly, how much they are present, or not present, for you. 

I’ve found these four freedoms encourage an intimate and empowering atmosphere at peer conferences. It is my hope that this conference is no exception. You can help each one of us by exercising your four freedoms while we are together.”

On safety XE "safety" …

“I have a couple of ground rules XE "ground rules"  to add for our conference. The first is about safety XE "safety" : What we discuss at this conference will remain confidential. What we share here, stays here. We want this conference to be a safe place for you to share. By respecting everyone’s confidentiality XE "confidentiality"  you make this possible.”

On staying on time XE "staying on time" …

“The second ground rule is about staying on time XE "staying on time" . We’re going to be developing a schedule for this conference, and, whatever we come up with, sessions will be shortchanged if earlier sessions overrun their scheduled time slots, or people arrive late for any reason. To treat everyone fairly, we ask that you start and end all sessions on time.”

Describe here the method(s) you will use to make announcements XE "announcements"  and keep the conference on schedule. Then ask:

“Any questions about the Four Freedoms XE "Four Freedoms"  or our ground rules XE "ground rules" ?”

· Answer any questions.

“I would like all of you who commit to using Four Freedoms XE "Four Freedoms" , maintaining confidentiality XE "confidentiality" , and staying on time XE "staying on time"  to stand.”

· (Note: People who have difficulty standing can be asked to raise their hand instead.) As the attendees stand, have the roundtable scribes XE "roundtable:scribes"  start to distribute the roundtable question cards XE "roundtable:questions card"  (and pens if needed).

· Wait for attendees to stand. Thank the attendees and ask them to sit. If anyone doesn’t stand, say “Everyone standing sit, everyone sitting stand XE "everyone standing sit, everyone sitting stand" !” Then ask those standing to explain what they feel they can’t commit to, and, if necessary, work on an agreement as to how to proceed.

On how the roundtable XE "roundtable"  works…

“Let me explain how the roundtable XE "roundtable"  works. It provides a structured and intimate way for us to learn more about each other right at the start of this conference. During the session, we’ll discover why people came and the topics that interest them. We’ll also get a feeling for the depth of interest in these topics, and we’ll find out who has experience and expertise that we want to connect to and explore.
By the way, this group would be a little overwhelming to work well as a single roundtable XE "roundtable" , so, shortly, we’ll split into two groups, reseat ourselves and hold two roundtables.

We hold a roundtable XE "roundtable"  by going round our circle, and answering, in turn, the three questions XE "roundtable:questions"  that are on the cards you’ve been given. Before I go over these questions, I want to emphasize something that’s important for you to keep in mind.

There are no wrong answers to these questions!

The first question is: How did I get here? What brought you here today? We want to hear a story about how you come to be sitting here, in this room. Tell us your name to start. Then there are countless stories you could tell us. You could tell us that you got here on Interstate 91 in your Subaru. You could tell us how you heard about the conference from your good friend Bruce and that it sounded interesting. Maybe you’ll tell us about yourself and how, when you heard about the topic and style of this conference, something important fell into place. Tell us your name, your affiliation if relevant, what you do, what you want to do, what you’re passionate about, and how that all plays into your being here. Help us know you a little, help us understand you a little, tell us about where you came from to get here.”

For repeat conferences XE "repeat conferences" , add the following sentence:

“If you’ve attended this conference in the past, you may want to talk about how this conference worked for you in the past and why you’ve come back.

It’s your choice how deep to go, how far to go, what to say. Don’t feel constrained by what others share or the way they share. Feel free to go outside the box. Remember, there are no wrong answers.

The second question is: What do I want to have happen? The first question was about the past; this question is about the future. What do you want to have happen here, while we are together? What do you want to learn about, what do you want to discuss, what puzzles do you want help in solving or investigating, what journeys do you want to make? As you answer this question, themes and topics will appear; we have roundtable scribes XE "roundtable:scribes"  who are ready to capture and summarize them on flip charts. This is a time to tell us what you really want from this conference. Don’t be afraid to ask for anything. There are no guarantees, but, collectively, we possess tremendous resources, and asking for what you want is the essential first step for getting it.

The third question is: What experience do I have that others may find useful? We’re asking for information about the experience, knowledge, and wisdom you possess and that you can share with us. Many of you will have some clear responses to this question, but I encourage you to dig deeper. I have found that all of us have experience that is of value to others, but we are often surprisingly unaware of the richness of resources that each of us has to offer. If there’s something you know something about, or have experience of, that’s relevant to [the topic of this conference] please mention it in your answer to this question. I’ve repeatedly seen an attendee casually mention some experience and be totally surprised to discover that half the people in the roundtable XE "roundtable"  want to find out more.

Any questions about the three questions XE "roundtable:questions" ?”

Answer any questions.

“OK, I’m going to give you five minutes to come up with your answers to the questions. Use the card, if you want, to write down what you’re going to say.”

Attendees may need less than five minutes. Watch them preparing their answers. When most people seem to have finished, announce that you’ll provide another minute for everyone to finish. Then ask if anyone needs more time and wait for anyone who does.

“I have four guidelines about sharing your answers.

First, if someone shares before you do and mentions some of your own interests, desires, needs, experiences, and so on, please don’t omit these items from your answers. It’s important for all of us to get a sense of the levels and intensities of interests and experiences represented here.

Second, if the person sharing asks for specific assistance on a topic along the lines of ‘does anyone know the answer to X,’ and you can help, it’s OK to stick your hand up for long enough for them to notice you and to say your name and ‘I can help with that.’ Don’t start giving the help there and then, just make the connection between you and the aid you’re offering.

Third, if you have to leave before the end of the conference, please mention when you’re leaving. This will help us avoid scheduling a peer session involving your experience when you’re not around. Scribes XE "roundtable:scribes" , please make a note of early leavers.

Finally, a lot of information is going to come flowing from everyone during this session. Don’t expect to remember everything people say—you’ll notice what’s useful and meaningful for you. As each person responds to the three questions XE "roundtable:questions" , I encourage you to make notes XE "face book:notes"  right next to their entry in your draft face book XE "face book:draft"  so you can keep track of who said what.”

[PAUSE]

“When possible, I like to hold a single roundtable XE "roundtable"  session at a peer conference. Unfortunately there are too many people here—we’d either have to stay here for three or four hours or give each of you less time than you deserve. So we’re going to hold two simultaneous roundtables XE "roundtable:simultaneous" . In order that you don’t miss out on what goes on elsewhere, you’re now going to get a buddy XE "buddy:system"  who will act as your representative and your eyes and ears at the other roundtable.”

· If you have attendees who come from the same organization, say:

“First, if there are other people here from your organization, please stand, move over there [point to a place away from the classroom seating XE "classroom seating" ], and stand with your associates.”

· Pause while people move, and then address the people who moved.

“Put your hand up if there are just two of you from the same organization.” [Pause.] “You folks will be buddies XE "buddy:system" . One of you will be in Roundtable A, the other in Roundtable B. It doesn’t matter which one you choose. Please decide which roundtable XE "roundtable"  you’re in now.” [Pause.]

“Groups of three people from the same organization—please raise your hand.” [Pause.] “Two of you will be buddies XE "buddy:system" , one in Roundtable A, the other in Roundtable B. The third person should return to his or her seat. Please decide who goes where now.” [Pause.]

“Anyone left? If there’s an even number of you, divide yourselves into buddy pairs XE "buddy:system" , and decide who is in which roundtable XE "roundtable" . If there’s an odd number, one of you should return to your seat—the others divide up into pairs and decide on your roundtable.” [Pause]

· Turn back to the rest of the attendees who are still in the classroom seating XE "classroom seating" .

“OK, you’re now going to divide into two roundtable XE "roundtable"  groups by counting off along the rows of chairs: A, B, A, B. Each A-B defines a pair of buddies XE "buddy:system" . As you say your letter, look at who your buddy will be. I’ll point at you when it’s time to say your letter. Begin!”

· Point at the first person in the first row and move along the rows to the next person as each person says their letter.

· If there are an odd number of attendees, then the last person will have no buddy. Assign him or her to one of the other pairs. The resulting triplet will have two people going to roundtable XE "roundtable"  A, and one to B. The person going to B will need to be given a little more time to share his two buddies XE "buddy:system" ’ answers during the roundtable.

If you have movable seating, ask pairs to spread out around the room and give them time to do so.

“Now it’s time to share with your buddy. Your buddy, who will attend the other roundtable XE "roundtable" , will be your representative and your eyes and ears there. The buddy XE "buddy:system"  from Roundtable A should start; introduce yourself and share your answers to the three roundtable questions XE "roundtable:questions" . You’ll have three minutes to do this. Buddy B: your job is to make notes on what you hear—you can use the back of your card—and provide a brief summary of his or her answers after you’ve shared your own answers at your roundtable. We’ll let you know when three minutes are up. Then swap roles—Buddy B shares for three minutes and Buddy A takes notes. Any questions?”

If you have a triplet, tell them to take two minutes per person to share their answers.

· Answer any questions, and then have everyone begin. Sound an alert after three minutes and ask pairs to swap roles. Wait until everyone has swapped over, and give the pairs another three minutes.

“Here’s what’s going to happen now. We’re going to hold our two separate roundtables in [provide locations]. After they’re over, we’ll come back here and get into the same buddy XE "buddy:system"  groups again. You’ll then have time to summarize what happened at your roundtable XE "roundtable" , with an emphasis on what was important for your buddy XE "buddy:system" .

Any questions?”

· Answer any questions, and then ask attendees to go to their respective roundtables. Once they’re settled, it’s time to run your roundtables!

On timekeeping XE "timekeeping" …

“We have [period of time remaining] for our roundtable XE "roundtable" . So that everyone gets an equal opportunity, each of you will have up to [time period for each attendee] to share. You’ll get a 30-second warning alert that sounds like this [timekeeper XE "timekeeper"  sounds the warning alert] and when your time is up you’ll hear [timekeeper sounds the ‘time’s-up’ alert]. You don’t have to finish mid-sentence, but we ask that you keep to this time limit as much as possible.”

Final instructions

If roundtable XE "roundtable"  sharing will last more than 90 minutes, announce that there will be a brief mid-session bathroom break.

Remind attendees to add to their answers a brief summary of their buddy’s XE "buddy:system"  answers to the three questions XE "roundtable:questions" , starting the summary with their buddy’s name. Suggest that they start this when they hear the 30-second warning. Also remind them to take notes on topics and experience that their buddy is interested in hearing about.

You have several options for beginning sharing.

· Start with a prearranged volunteer, perhaps one of the conference organizers, who can provide a good model for the attendees who follow.

· Ask the circle “Who wants to start?”

· If you have provided a draft face book XE "face book:draft"  sorted by name, start with the first person listed and proceed in alphabetical order.

With the first two options, once the first person is done sharing, continue around the circle, with each person taking their turn. You can ask the first sharer to choose the direction to continue.

An advantage of using the third option, face book XE "face book"  order, is that people don’t have to flip through the book to find each person’s entry for note taking. However, there can be awkward silences when the next person in the book is absent. To minimize these pauses, announce the next sharer’s name when each attendee finishes speaking.

Watch the elapsed time XE "timekeeper" . You want people to take an average amount of time equal to or slightly less than the time you’ve announced. Don’t allow anyone to continue long after the second alert. Interrupt them politely but firmly and ask them to end. If there is a significant trend of people overrunning their time, point this out and ask attendees to be more concise. If people are finishing too quickly, encourage them to extend their answers, by explaining the answers you feel they could amplify.

The two roundtable scribes XE "roundtable:scribes"  take turns writing down the themes that attendees bring up. Tell the scribes that if a topic is described too quickly to be written down, they should ask the person to repeat it. And if a scribe is unclear as to how a topic can be captured in a few words, he should ask the attendee how to summarize what she said.

Check that everyone has shared (late attendees may arrive, or people may be missing from the face book XE "face book" ) before wrapping up each roundtable XE "roundtable" .

· Once all attendees have shared, ask them to return to the buddy seating they were in before the roundtable XE "roundtable"  started. If the other roundtable is still in progress, tell the facilitator that you’ve finished. Once both roundtables are complete it’s time to start a post-roundtable buddy briefing XE "buddy:system" .

“The purpose of this post-roundtable XE "roundtable"  briefing is to share with your buddy the people, topics, and experience you heard about at your roundtable. Buddy XE "buddy:system"  A, start by summarizing your overall impressions. Then, tell your buddy about the people who came for similar reasons, the topics related to your buddy’s interests, people with experience your buddy might want to talk to, if there’s interest in hearing what your buddy has to say, and anything else that struck you as worth passing on. You’ll have about four minutes to share, and then it’s buddy B’s turn. Any questions?”

Switch the sharing to buddy B after four minutes. After another four minutes you may allow a little extra time for general sharing. Then sound another alert. If the buddy pairs are scattered around the room, ask attendees for their attention so you can wrap up the roundtable XE "roundtable" .

“The roundtable XE "roundtable"  session is now complete XE "roundtable:wrap-up" . [If relevant, say ‘We will photograph the flip chart sheets containing the topics mentioned and post them on the conference wiki XE "wiki" .’] But before we break, I want to summarize how we are going to turn the interests, themes, and experiences we’ve heard about into conference sessions. During peer session sign-up XE "peer session:sign-up"  you’ll have an opportunity to propose any sessions you’d like to see happen. Once everyone’s session ideas are displayed for all to see, you’ll then get to sign up for the sessions you’d like to be part of. Finally we’ll choose the popular sessions from the information given and schedule sessions that reflect your wishes. Any questions?”

Answer attendee questions and provide appropriate directions XE "directions"  for the next conference event. Congratulations, your roundtable XE "roundtable"  session is complete!
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