………………………………….. Community Garden Meeting Tips.
With meetings there is a tendency for some to over participate and others to under participate. This may mean that the voice of the group isn’t heard. There is also a tendency to use only oral presentation, this isn’t always the best method for people. It may be better to use pictures, flow diagrams, mind maps etc. It is also good for all to be able to see that their points have been recorded and what has been agreed, what is to come etc. Try to allow for this possibility.
Some tips for encouraging all to be heard.
At the beginning of the meeting all should be made as comfortable and welcome as possible as there is often tension in the air. An opening circle can help here, this is where everyone says something that has recently made them happy about the garden or in their life or something they feel the others should know such as a problem that might affect their normal behaviour etc. A closing circle at the end can also help, perhaps just a sign from everyone such as thumbs up, sideways or down to indicate feelings or a few positive words from each person or better still tea and cake together.
Go rounds - can be used at any time to hear from each person in turn. Often defuses a situation where two sides are forming.
No one speaks twice until everyone who wants to has spoken once.
Talking trowel – the person holding the trowel does not get interrupted and has everyone’s full attention as they speak.
Beans – Everyone is given a certain number of beans and each time they speak they have to put one in the middle, when they run out they have to wait until everyone else has used theirs.
Hand signals – This is a good way of gauging how people feel about what is being said without interrupting the flow. The group can develop their own signals. Most often used ones are waving with hands up = agree, waving with hand down = disagree, Finger raised = want to speak, two fingers raised = want to raise a point that follows on directly from what is being said.
Some tips for decision making.
This often causes problems, conflicts arise, people can become possessive about an idea and it doesn’t get developed, conflicts arise and often things are left in limbo or decisions made and not actioned.

Contemplation time – This is where you share an idea but are not aiming for a decision you just want to plant the seed so people can contemplate and mull the idea over informally with others. This is often the best way to introduce an item for the next meeting. It is also the best way to leave a decision once it has been agreed as people tend to have adjustments that improve an idea after two nights sleep rather than during a meeting.
Hopes and concerns – Everyone is given time to express their hopes and concerns about topic. This can be followed by everyone specifically focussing on promoting the hopes and minimising the concerns.
Make pretend – You take each of the ideas in turn spending time pretending it is the final decision and thinking of how it will work what scenarios are likely to evolve etc. After every option has been pretended then people can discuss their feelings. It stops the decision process that may have been causing the problem and immerses people in the ideas.
Six hats – This promotes more thinking by individuals and less entrenchment over an idea. The aim is for everyone to examine the issue objectively rather than from a personal point of view. It makes everyone think in a parallel rather than opposing way for a certain time. It can be good for everyone to write a note on each colour and then have a go around after to share the outcome, or go around after each colour.
Red hat = emotions/feelings.
Black hat = faults and weaknesses. 
Yellow hat = positives and strengths.
White hat = facts and figures. 
Green hat = productive and creative.
[bookmark: _GoBack]Blue hat = overview but this role is held only by the facilitator throughout It can be useful to have pens paper a flip chart or whiteboard for this process.
