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Town Hall Budget Dialogue: Instructions for Small Group Facilitators

XYZ School Board

Town Hall Budget Dialogue: Instructions for Small Group Facilitators

Thanks for being a small group facilitator at our town hall meeting. Your job is to lead a group of about eight people in a discussion about our school jurisdiction’s upcoming budget. The input your group provides - along with other participants – is important and will be seriously considered by school board trustees. 
As a facilitator, you will be provided with an envelope. In this envelope you will find: 


· Town hall meeting agenda

· Your name tag

· Pens and notepaper for participants
· Recording sheets
· Evaluation sheets

· Handouts:

· Principles that guide our school board’s budget decisions

· Backgrounder on our school board budget and the impact of the recent provincial budget.  

Process:

· Registration is at 6:30 p.m. with the session starting at 7:00 p.m. and running until 9:00 p.m. 

· The room will be arranged with several small tables for participants to sit at.

· Please arrive at 6:30 p.m. and sit at one of the small tables. It does not matter which one.

· Place the pens and notepaper in the centre of the table and a copy of the handouts at each chair. 

· People attending the session will be asked to sign in and given a name tag at the door. They will also be assigned a table to sit at. 
· When participants get to your table, please welcome them and introduce yourself. If they don’t have a nametag, please ensure they get one and sign in. As others arrive, please repeat this process.

· The meeting will start with our Board Chair giving a general welcome, introductions and opening remarks. Because of the anticipated turnout for the session, the introductions will be restricted to key people involved in the town hall. 
· A presentation to everyone will follow the chair’s remarks.

· The rest of the session will be spent in small group discussion.

· Please note: at the end of your small group discussion, you will be asked to share with the plenary what your small group said were priorities.

Steps to follow in the small groups:

1. Repeat the process to be followed in the small group and do a round of introductions. Ask if anyone has any questions. Ensure everyone has a copy of the handouts. Indicate the pens and notepaper are there for the group’s use. 
2. Point out that everyone has wisdom, there are no ‘bad’ ideas and that every idea or suggestion will be considered. However, encourage group members to provide input and generate ideas and suggestions that are as practical as possible.
3. Your job is to lead group members in this discussion. One of your primary tasks is to encourage the participation of all group members and to ensure that no single group member dominates the discussion. 
4. There are three core questions. Your group will have a total of 45 minutes to discuss them all. Within that time, you should prioritize ideas and suggestions. Any ideas and suggestions not directly related to the budget discussion should also be recorded on the sheet provided.
5. Before the time is up, your group should identify its “top 3” priorities (i.e. those priorities which are most important for action/implementation) in rank order from first to third.
6. As facilitator, you will be asked to share your group’s top three priorities with the large group. If, when it is your group’s turn to share, your #1 idea has already been taken, indicate this is case and share your #2 idea (or your #3 idea, if your first two have already been taken). If, by the time your group’s turn comes round, all three of your ideas have been taken by other groups, indicate this. We will then pass to the next group.
7. After each group has had an opportunity to share, your table group will have 10 minutes to discuss the list of priorities offered by all groups. This will provide an opportunity for your group to comment on the relative merits of suggestions made by other groups. Please note any feedback that leads your group to change its mind about its own list of priorities or, conversely, priorities that they do not agree with.

8. Please finish your small group work no later than 8:50 pm. This will allow for closing remarks and time for participants to fill out the evaluation sheets provided.

9. Place the evaluation sheets and your recorded notes in the envelope provided and leave the envelope at the registration desk. If you wish, you may take your notes home and provide them in typewritten form to the Superintendent within two days of the town hall session.

10. Thank your table participants for attending and remind them that they will receive a summary of the town hall discussion within two weeks.
Thanks again for your participation and leadership in being a small group facilitator! If you have any questions about this process or your role, please contact__________________________________.
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