CMTY ENGA 3A03 – The Art of Change | Dialogue Planning Tool 

This document is meant to help inform faculty, staff, students, and community partners in planning, implementing, and reflecting on community-campus dialogues using the principles of community engagement. It begins with an overview of the tool, before focusing on specific guidance for each phase of dialogue planning. When beginning to consider the details of a community-campus dialogue, three major phases should be considered: planning, implementing, and follow up. The chart below provides a high level overview of these considerations, while page 2 goes into more detail.

	
	Process
What is your process for each phase?
	Principles of Community Engagement
How will you consider the principles of community engagement in each phase?

	BEFORE
Planning Phase
	Planning Team, Goals, and Structure
Participants
Logistics and Materials
Identifying/Mitigating Potential Barriers
Recognition
	Relationships: We can’t have community without relationships—these are the connections that build community. Any successful partnership must be built on trusting and respectful relationships guided by integrity. We realize that relationships take time to develop and thus we commit to providing opportunities to connect people across communities, sectors, and disciplines.
Reciprocity: From design, to participation, to the outcomes of a project, we strive to work together for mutual benefit.
Equity: We are conscious of the historical and structural inequities that exist in society and strive to provide access and opportunities to all residents and members of our communities.
Continuity: Acknowledging that different communities work on different timelines and schedules, we strive to consider both the short and long-term implications of our work together.
Openness to Learning: Change takes time. We are committed to continually learn from and evaluate our work together, reflecting on and sharing both our successes and failures to grow as individuals, partnerships, and communities.
Commitment to Act: We aspire to make a positive difference in our community by sharing and acting on our knowledge to contribute to the greater social good. 

	DURING
Facilitation
Phase
	Roles
Room Setup 
Setting the Tone
Facilitation Tools 
Self-Awareness
	

	AFTER
Follow Up & Sustaining Momentum
Phase
	Debrief
Lessons Learned
Next Steps
Summary and Follow Up
	



	BEFORE Planning Phase


	· Planning Team, Goals, and Structure: Who is involved and what roles are there? Why are you hosting a dialogue? Based on goals, how will you structure your time? What will your agenda be?
· Participants: Who is your audience? What value is there for them in attending? How will you recruit participants? How will you send and track invitations? 
· Logistics and Materials: Do you have a time, location, food? How will you strive for accessibility at the event? Are there other logistical considerations (e.g. transportation)? Based on your proposed structure, what materials will be required? How will ideas be tracked and captured?
· Identifying/Mitigating Potential Barriers: Do you anticipate specific challenges? How will you react if a problem arises? 
· Recognition: Are you valuing the time that participants or invited guests are giving to the dialogue?


	DURING Facilitation Phase


	· Roles: Who is responsible for which aspect of the dialogue amongst your planning team? Do you have an outline of this to ensure everyone is on the same page?
· Room Setup: What is your room setup? Have you built in time for setup? Do you require AV or other technical setup? 
· Setting the Tone: How will you welcome guests? How will you create a positive and collaborative atmosphere?
· Facilitation Tools: What tools are you using? Do you have guides for notetakers and facilitators? 
· Self Awareness: How are you participating in the dialogue? How are others participating? What can you do to strive for inclusion in the conversation?


	AFTER Follow Up & Sustaining Momentum Phase


	· Debrief: What worked? What didn’t work? What would you do differently?
· Lessons Learned: Do you have a plan to capture what was learned, both in terms of content and process?
· Next Steps: What’s next? What immediate actions are you taking?
· Summary and Follow Up: How will you summarize the outcomes? When will you follow up to thank guests and share next steps?
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