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Overview: 
Campus Climate Conversations are campus-wide gatherings that bring together students, faculty, staff, and key campus leaders to deliberate together about climate action strategies. Lasting 2.5-3 hours in length, they can be a powerful vehicle for education and engagement as well as a seedbed for new climate actions going forward. They create space for respectful dialogue, where new ideas and synergies can inspire the learning and innovation necessary for addressing the complex challenge of climate change.  
The following document offers guidelines for how to convene a campus climate conversation. The guidelines are based on experience organizing four such events at the University of Montana-Missoula and two in the City of Missoula. They draw from guidelines developed at Carnegie Mellon University’s Program for Deliberative Democracy [hss.cmu.edu/pdd], and specifically Dr. Robert Cavalier and Tim Dawson’s efforts to convene campus conversations on climate change in the fall of 2012. 
Goals: 
The big idea with these Campus Climate Conversations is that they can educate and engage participants by providing hope and inspiration for climate action. The events can also generate new ideas and strategies for campus climate action. 

Each Campus Climate Conversation event, broadly seeks to: 
1) Educate and inspire attendees (students, faculty, staff) about climate action strategies across various sectors of campus;
2) Allow participants to gain experience in civic engagement, dialogue, and collaborative problem-solving;
3) Generate ideas and strategies for furthering climate action;
4) Build momentum and synergy across campus by inviting participation and developing expanded networks; and,
5) Make recommendations about priorities for new policies and practices.

Planning:
· Develop a core working group (3-5 people)
· Determine focus, goals, and guiding questions on a campus specific climate change related issue of concern
· Logistics: reserve room, determine catering, secure funds
· Generate invitation list and recruit participants, panelists, moderators 
· Prepare a 10-12 page Resource Guide
· Develop pre- and post-survey
· Prepare materials: an agenda, conversation guidelines
· Train moderators for small group discussions
· Convene the conversation: recruit additional help for check-in and notetaking
· Assess data, debrief, write and share final report

Core Working Group: 
Draw together a core working group, who together will plan and conduct your campus conversation. The focus can be as broad as how to move forward with a campus climate action plan, or more specifically focused on one aspect of climate action, such as expanding climate change education, developing guidelines for a carbon offsets policy, or better integrating sustainable food or transportation systems into education and operations. For the core working group, consider involving a mix of faculty, staff, and students who have relevant knowledge and connections on campus, as well as event planning experience. The team will be responsible for determining the purpose and guiding questions for the campus conversation, crafting an invitation list to cultivate awareness and influence, preparing materials (resource guide, surveys), and planning and convening the event. 

Logistics: 
Location: Reserve a room that can facilitate ten or more round tables, with 8-10 chairs around each table, plus a long table with chairs at the front for panelists, and two tables at the entry door for registration. Make sure to reserve any necessary equipment: laptop, projector, mics. We used a bicycle-powered amplifier once. 

Timing: A 2.5 to 3-hour time frame tends to work well. For campus events, hosting the conversation between 5:30 pm until 8:00 pm mid-week tends to work well (see possible agenda below). Many participants will feel that this is insufficient time (when in the midst of the discussion), and yet asking for more time makes it difficult to get commitment and participant.

Catering: Consider supplying simple appetizers, refreshments, or boxed sandwiches that participants can take to their tables. Providing dinner is generous, but it is both expensive and also takes time for everyone to be served (even if a buffet self-serving table by table). 

Budget: The room, AV equipment, and catering will make up the bulk of the expenses. Additional costs will come from printing (surveys, discussion guidelines) and supplies (nametags, signs). A budget of $1500 should be sufficient for covering most expenses. 

Invitations:
The quality of the event will depend on the engagement of the individuals in attendance. Be deliberative and thoughtful in considering the goal(s) and whom to invite, both as participants, and also as panelists and moderators. Below are some things to consider. 

Participants: A Campus Climate Conversation will have more impact in terms of raising awareness, facilitating engagement, and influencing decision-making if faculty, staff and administrators are invited alongside students. In addition, the quality of the conversation will be enhanced if there are a diversity of perspectives and experiences engaging on the topic. The work and views from a wide range of departments and offices across campus can be relevant to the discussion. To encourage student involvement, consider inviting those who lead relevant clubs or student government committees. Another approach is to have faculty members recommend a student who would contribute valuably. Students often feel honored to attend if through the invitation of their respected faculty. Invitations can be strategic in this way, or more open-ended by inviting entire classes for extra credit. The quality of the deliberations will be best if participants are open minded and willing to listen and think constructively together, rather than attend with an expectation of pushing their own agenda. It is important to craft an invitation that makes the goals of the event clear. They are not designed for advocacy or debate, but rather to generate ideas and strategies for furthering climate action. Once invitations are out and you get confirmation from key campus members, this can help to encourage others to confirm. 

Target: 75-100 total participants. Below is a list for considering who to invite:
· Students and faculty from various academic departments (environmental studies, political science, communications, geography, ethics, business, marketing, biology, sociology, psychology, theatre)
· Staff and administrators from various administrative departments (sustainability, facilities, finance, president and provost, dining, transportation, residence life, academic advising, athletics, foundation, marketing, civic engagement)
· Student and faculty government

Panelists: Consider inviting three to five panelists to provide short presentations at the start of the Campus Climate Conversation in order to educate and set the tone for the event. While you may provide participants with a resource guide in advance, it is helpful to highlight the main points for consideration and provide important background and context at the very start. Panelists should have expert knowledge on the topic and be able to discuss specific programs, initiatives, and concerns. In addition to experts, consider inviting the President of the University to help build the legitimacy of the event and also receptivity for implementing ideas that emerge from the conversation.  

Moderators: Each small table conversation will require a moderator capable of guiding the discussion. Choose community or campus leaders who have capacity to facilitate small group discussions. They do not need to have expertise in the issues, although some familiarity will be helpful. Moderators should not be climate activists; they should be those who are effective in helping others to express themselves. Another consideration is if they are people of respect who can help to reinforce the legitimacy of the event to participants. If necessary, there are good resources available to train moderators, such as Sam Kaner’s book, Facilitator’s Guide to Participatory Decision-Making (2007). This book provides tools for facilitating sustainable agreements and understanding stages of group decision making. At the actual event, it can be helpful to provide explicit guidelines for the conversations, made available to each of the participants.

Sample Guiding Principles for Table Conversations:
· Open-minded: Listen to and respect all points of view
· Acceptance: Suspend judgment as best you can
· Curiosity: Seek to understand rather than to persuade
· Discovery: Question assumptions, look for new insights
· Sincerity: Speak from your personal perspective and experience
· Brevity: Go for honesty and depth—don’t go on and on

Notetakers: There is also a leadership role for students to attend as notetakers (one per table). Having detailed notes of the conversations is valuable for report writing. It can also provide a leadership role for students interested in observing and helping to evaluate and report on the process and outcomes. Experience as a notetaker at one event can be a stepping stone to a moderating role at a future event. 

Resource Guide:
A resource guide provides information that participants need to engage thoughtfully and constructively in the conversations. It can also serve as an ongoing resource to the campus community. See sample Resource Guide from the University of Montana and Resource Guide from Cascadia College. A resource guide should provide the following: 
· Overview of the purpose of the campus conversation, specific goals, deliberative process, and agenda for the evening
· Background on topics, existing programs and initiatives, possible alternative models 
· Any questions or proposals to consider

Distribution: The resource guide should be made available to participants, as well as panelists, moderators, and notetakers in advance of the campus conversation, ideally one to two weeks in advance. Then, at the event only one hard copy is needed per table as reference. If you make the resource guide available via a weblink, it can be shared with others not able to attend the event, and serve as an ongoing resource for the campus community and others.  

Pre- and Post-Survey:
Surveys can provide opportunity for participants to share what motivated their participation, to make and rank choices, note what policy or action ideas the group generates, and evaluate the quality of the deliberation. Be sure to contact your Institutional Review Board (IRB) to ensure you are complying with the necessary regulations for recruiting and collecting data from participants. Some elements might include:  

Pre-survey:
· Demographic information (age/year, gender, major/campus affiliation) 
· Motivation for participating
Post-survey:
· Feedback about the quality of the deliberation  
· Questions and/or comments that emerge from the discussion
· Ideas about individual preferences, e.g.: “what policy proposal do you most support? Please rank.”
· Ideas about collective preference: e.g., “share what key policy change or action your group recommends.”
Surveys developed by Carnegie Mellon University’s Program for Deliberative Democracy can be access here: Pre-Survey Sample, Post-Survey Sample.

You may also need to create an IRB Consent Form. If no identifying information is requested, it may be sufficient to explain the nature and intention of the research at the top of the pre-survey form, and make it clear that responses will remain anonymous. Provide a space for participants to include a non-identifying identification number so that you can pair pre and post responses.
Training Moderators and Notetakers:
Several days before the event, it is important to offer a training for moderators and notetakers to review the goals for the event, schedule, and discussion questions, in addition to the moderator role and strategies for facilitating constructive discussion. 

Guidelines for the moderators:
· Facilitate a positive and constructive group discussion (review conversation guidelines)
· Present and help to maintain a focus on the guiding questions (care was taken to develop these) 
· Balance time: keep the conversation moving through the agenda while also allowing for divergent thinking. Inform the group as to how much time is left  
· Encourage and draw out participants who are quiet, particularly if there are outspoken and dominant personalities at the table
· Helping to track, link, and summarize ideas, particularly between discussion questions
· Avoid sharing your own opinion or perspective, and don’t spend too much time trying to answer questions
· Maintain a positive tone and try to turn negativity into constructive problem-solving
· Create time towards the end to identify and summarize one or two big ideas for the report out 
· Ensure pre- and post-surveys are completed, and thank attendees for their participation

Guidelines for the notetakers:
· Explain your role and let participants know that you are a resource
· Listen carefully and document key ideas or statements made, new ideas that emerge, and any differences in perspective or opinion. It is not necessary to write everything down, but try to capture the major points and even some brief quotes that seem significant, interesting, or representative.   
· Avoid inserting your own opinion into the notes and avoid judgment of participant comments 
· Serve as a resource for participants, particularly when reviewing the discussion and preparing for the report out.
· Type up notes after the session to share with your moderator and the conveners
Convening the Conversation:
Set up: Recruit 4-5 people to help with set up and registration. These can be your notetakers and moderators. Carefully pre-assigned seating so that each discussion table has a mix of personalities and perspectives, with at least some individuals who you know will be able to add constructively to the conversation. Ensure there are enough seats for each participant, plus one moderator, and one notetaker. Make sure the AV equipment works and assign someone with computer technology skills to be the host helping the panelists to get set up. Prepare two tables at the entry for registration.

Supply each table with the following:
· A table tent indicating the table’s number or name
· Pre- and post-surveys in a manila envelope for the moderator to distribute
· Detailed agenda/schedule for each participant that includes discussion questions and conversation guidelines
· One resource guide for reference
· Name tags, pens
· Note paper for note taking

Registration: When participants arrive, have a system in place that will allow you to move people through quickly, to check them in and point them to their table. It works well to have two well-signed tables opposite each other (e.g., A-L on one side, M-Z on the other side), and best to have it be the notetakers to help with registration so that the moderators can be at each small table to welcome the participants. 

Schedule: Below is a sample agenda for a 2.5-3 hour event

5:20:  Registration—Participants arrive, register, go to assigned tables, and complete pre‐survey
5:30:  Opening Remarks—Welcome, then review goals, agenda, protocols, and introduce panelists
5:40:  Resource Panel Presentations (3-4 speakers)
6:10:  Small Group Discussions with moderators around (3) focused questions
7:00:  Break for refreshments by table and/or for Q&A with panelists, then continue with small group discussions and prepare for report out
7:35:  Report out from small groups—A representative from each table presents a synthesis of one or (at most) two big ideas that emerge from their table discussion 
7:50:  Closing Remarks and Next Steps. Participants Complete Post‐Survey 
8:00:  Departure

Final Report:
Ask the event, ask notetakers to type up submit their notes within one week. Then, schedule a debrief the following week that includes the core team, moderators, and notetakers. This is a good time for moderators to share about their experience, reflect on what went well, what could be improved, and next steps. The final report can include a summary of the event, key ideas that emerged, and anything relevant and interesting from the survey data. Make the report accessible to participants and others who may be interested.

Sample final reports:
· University of Montana (Fall 2014), focused on generating recommendations for new carbon offset policies and practices
· University of Montana (Spring 2013), focused on the integration of sustainability into academics and campus operations
· Qatar Report from the Carnegie Mellon’s Program for Deliberative Democracy 
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