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The California Mental Health and Spirituality Initiative developed a dialogue format for consumers, family and community members to convene and share their insight on the influence of spirituality on mental health intervention, wellness, recovery multiculturalism.  The dialogues are designed as “roundtables” which is a style for   engaging people to share their perspective in open ended discussions on specific topics and issues.  

The Dialogue roundtables are designed to accommodate up to 20-25 people and will occur within 1-2 hour blocks (depending on the group).  The lead folks for each session include a facilitator and a recorder. Co facilitators are encouraged depending on the size and needs of the group.   

NOTE: An orientation for facilitators and recorders will be provided.

The following is a guideline for coordinating the Dialogues.   

The Set -Up 

· Select a day that meets the needs of most participants. 

· Select a location and facility that is welcoming, familiar and accessible to the participants

· Consider the date and time preferences of the folks who will attend. 

· Consult a calendar for potential schedule conflicts. 

· Decide on a start and finish time that will best accommodate the group (Consider traffic patterns during busi​ness hours, work/school schedules, appointments   and family needs.) 

Room Set up: A Roundtable Dialogue requires a large meeting room with people seated comfortably at a table in a rectangle or square. You can also do a circle of chairs.  It is important that all participants can see each other.
Checklist for ideal sites:
· Adequate lighting (windows important) 

· Adequate restrooms 

· Wheelchair accessibility 

· Kitchen space (optional), table set for refreshments 

· Coffee makers available 

· Electric outlets 

· Parking 

· Easy access to public transportation. 

· Good acoustics, a room that holds sound well. 

· Comfortable chairs 

Materials: 

· Flip Charts (Posted flipchart paper around the room) colorful markers,
Agenda (This can be posted on the wall- provides meeting timeline, facilitators and    objectives.)

· Name tags

· Evaluations

· Sign-In Sheet

· Information table (for handouts, resources, books, etc.)

· “Give away,” thank you token for your participants (optional.)

Refreshments:

· Hospitality is important and can be offered by providing light refreshments during the meeting.  Please consider what works best for your budget, group, location and time of meeting.  

· A snack, finger food or full meal Consider a variety, including a fruit or veggies for those who may have diet restrictions.

· Water (hydration)

· Coffee, tea, soft drinks (what’s preferred in addition to water, or a combination)

· Mints, Candy, etc.

Participants

A Roundtable Dialogue should be composed of no more than 25 (preferably 20) people. Insure that the group is equally divided among con​sumers, family members, community members and providers (providers can be fewer in number.) 

You may choose to host ethnic/ cultural specific dialogue groups, or diverse groups. Here are a few other cultural considerations:
· Geographic representations 
· Gender 
· Sexual orientation 
· Age considerations 
· Physical abilities 
· Socio-economic backgrounds 
Facilitation of the Dialogue. Need to select the following:

· Facilitator 
· Co-Facilitator
· Recorder
NOTE: These roles can include staff, consumers or hire consultants.

Use Volunteers 

Recruit volunteers from the invited participants to perform a variety of tasks. This maximizes participation and helps to make participants feel like they are an important part of the planning process. Volunteers can help prepare food, design a brochure, set-up rooms, greet video or audiotape the conference, keep time, etc. 

NOTE:

Use consumers as volunteers whenever possible.  Try to pay stipends for performing a variety of tasks.  Be creative…….use volunteers as photographers, “taxi drivers,” ushers, etc.  We call stipend volunteers “paid volunteers.”
Getting the Word out: The Invitation 
An invitation should be sent well in advance of the dialogue. This can be in the form of a flyer, a personal invitation, e mail, etc.  Whatever works best for your group.  Include the following information:

· Who — The name of the sponsoring organization 

· What — The event (title of the dialogue) for example: a Discussion on Mental Health and Spirituality.
· Where — Location of the event, including, address, phone number, fax, and e-mail, if possible 

· When — Day, date, and time 

· Why — Objectives, specific goals for the meeting 

Make sure to mention if there are any costs involved (there should be no cost) and if food/refreshments will be served. Request that casual clothes be worn. 
** Important:  Ask if there are any special needs requiring accommodation.

After all the pertinent details of the event are given, an RSVP should be requested with an expected date of return. 
You may need to follow up invitation or announcement with phone calls or personal contacts to poll your attendance and to answer any questions.

Flip Charts 
· Write in bold capital letters 

· Use dark colored ink 

· Number each page for reference 

· Use colors for highlighting 

· Keep one idea heading per page 

· Post on walls for easy reference 

· Pre-cut masking tape and put tape on sides, not top, to remove it easily 
Name Tags and Profile Sheet

Provide a name tag for each participant at the beginning of the dialogue. Name tags can be purchased or made by hand with an artistic design. Name tents work well if using tables. 
The profile sheet can be handed out at the beginning of the session. A basket can be placed on a table for folks to return the profile sheet at their leisure.
Opening

Create and exercise for opening the meeting. This would be an ice breaker; a way for all of the participants to get acquainted and set the tone for the meeting.  Be sure that every one at a minimum introduces themselves.
Closing
End the Dialogue with a check in with each participant.  There are several ways to do this:
· Talking Stick 
Pass a talking stick around the circle.  The person holding the stick is talking, sharing a word for the day or a reflection.
· Round Robin
The facilitator moves around the circle with each person sharing

· Personal reflection
· Written Message in a basket
Some folks are more comfortable writing their thoughts than speaking.  Always have small note cards, post it’s available for folks to write their comments.  They don’t have to add their names.

It is important that each person has an opportunity to share both at the beginning of the meeting with introductions and at the end of the meeting with wrap up and reflections each person should be given the option to “pass”.  

Recording Process
Transcribe all information from the flipcharts to electronic document format.

Submit notes from session, copy sign-in sheet and evaluations to:

 Mental Health and Spirituality Initiative

Adapted from:

Participatory Dialogues A Guide to Organizing Interactive Discussions on Mental Health Issues among Consumers, Providers and Family Members. Gayle Bluebird; U.S. Department of Health and Human Services and SAMHSA; Consumer Information Series Volume 3;2000.
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