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[bookmark: _bh82t72se1as]#1 (2021-XX-XX) Time: XX:XX
	0:00
	15
	Check in 	Comment by Ted Rau: Give everyone a chance to share how they are feeling. "How are you doing entering the meeting?" is a good prompt. 
Invite people to give a very brief overview of who they are. (Full self-introductions come later.)

	0:15
	5
	Attendance: name1, name2, name3, name4, name5  (roles/members here?) 	Comment by Ted Rau: - Notice who is present/missing/late. 
- Make sure someone is taking notes.
- Ask for permission to facilitate (or ask someone else to facilitate and get the group's permission)
Duration (how long is this meeting?)	Comment by Ted Rau: Mention how long you think this meeting will take. Give people a chance to say, for example, if they have to leave early.
Information (announcements?) 	Comment by Ted Rau: Ask if anyone has any information they want to share, like an announcement, an invite, or a celebration.

	0:20
	5
	Consent to agenda 	Comment by Ted Rau: (1) Describe the agenda and make sure people can ask questions for understanding. 
(2) Ask whether something needs to be changed or if the agenda is good enough to get started.
	report
explore
decide

	0:25
	10
	Commitment to consent   	 			Comment by Ted Rau: (1) Read the proposal and make sure people can ask questions for understanding. 
(2) Quick reactions: do one round where people can share their thoughts and opinions. 
(3) Ask whether there are objections to the proposal.

If there are no objections, the decision is made. 
If there are objections, try to integrate the wisdom they bring.
· Proposal: We commit to using consent as a decision-making method 
· Decision:
	
	D

	0:35
	10
	Commitment to rounds 	Comment by Ted Rau: (1) Read the proposal and make sure people can ask questions for understanding. 
(2) Quick reactions: do one round where people can share their thoughts and opinions.
(3) Ask whether there are objections to the proposal.

If there are no objections, the decision is made. 
If there are objections, try to integrate the wisdom they bring.
· Proposal: We commit to rounds as a default way of talking, in particular for check-ins and check-outs, most explorations, and for consent rounds. 
· Decision:

	D

	0:45
	20
	Decision about the aim 	Comment by Ted Rau: (1) Read the proposal and make sure people can ask questions for understanding. 
(2) Quick reactions: do one round where people can share their thoughts and opinions. 
(3) Ask whether there are objections to the proposal.

It's ok to make modifications to your proposed aim. 

If there are no objections, the decision is made. 
If there are objections, try to integrate the wisdom they bring.
Proposal: … (fill in your proposal, make modifications as needed)
Decision:

	D

	1:05
	10
	Experience with regard to the aim 	Comment by Ted Rau: Ask, “when you think about this project with the aim (...), what can you think of that you bring as a resource, like previous experiences, connections, contacts, and resources?"

Write down what people have to say.
· 
	E

	1:15
	15
	Getting to know each other	Comment by Ted Rau: Let people share who they are. A good prompt is: "What are you passionate about?" Or "What was your path to get here?"
· 
	R

	1:30
	10
	Defining the founding members 	Comment by Ted Rau: (1) Explain that all member of the group need to consent to be "in" on the aim and with each other. 
(2) Ask everyone to indicate whether they want to be part of the group. Look around.
(3) Ask for consent from everyone to everyone indicated they wanted to be part of the group.
(4) If there are no objections, you are now a circle with members!
Proposal: The members of our group are: ___

	D

	1:40
	5
	Next meeting: ___	Comment by Ted Rau: Decide when your next meeting will be; or decide how that meeting will be scheduled (and who will schedule it).
	D

	1:45
	5
	Update the backlog 	Comment by Ted Rau: If, during the meeting, you have come across open questions or topics that need more exploration, write them on the backlog/list on the top.

	1:50
	10
	Check out	Comment by Ted Rau: Meeting evaluation: 
Ask "I want to make sure our meetings are the best they can be. What did you enjoy in this meeting that we should do again? And what would improve your experience?" 
Take notes - if there are specific ideas or issues, add them to the backlog.


[bookmark: _bg88nnp5ksv]

[bookmark: _6j55xoix7c5f]#2 (2021-XX-XX) Time XX:XX
	time 
	min
	Topic

	0:00
	10
	Check in	Comment by Ted Rau: In a round, let everyone share how they are entering the meeting.

	0:10
	5
	Attendance: name1, name2, name3, name4, name5  (roles/members here?) 	Comment by Ted Rau: - Notice who is present/missing/late. 
- Make sure the secretary is taking notes. 
- The facilitator facilitates :)
Duration (how long is this meeting?)	Comment by Ted Rau: Mention how long you think this meeting will take. Give people a chance to say, for example, if they have to leave early.
Minutes (last times minutes - anything needing attention?)	Comment by Ted Rau: Have the minutes been distributed? Did everyone receive them? (For example, did any emails bounce, etc.?) Is there consent to the minutes?
Information (announcements?)	Comment by Ted Rau: Ask if anyone has any announcements they want to share.
Next meeting (confirm date or make a plan)	Comment by Ted Rau: Confirm your next meeting date/time or make a plan.

	0:15
	5
	Consent to agenda	Comment by Ted Rau: (1) Describe the agenda and make sure people can ask questions for understanding. 
(2) Ask whether something needs to be changed or if the agenda is good enough to get started.
	report
explore
decide

	0:20
	30
	Selecting roles
1. Review the role definitions	Comment by Ted Rau: Leader:
Making sure the circle runs and is operating.
• Checking in with people and tasks
• Serving as ‘catch-all’ that notices items that are falling through the cracks and either deals with them or brings them to the circle.

Facilitator: 
Making sure the circle meetings run.
• Planning the agenda (with input from the leader) and inviting members.
• Holding circle meetings.

Secretary: 
Making sure the circle’s documents are in order.
• Taking notes during circle meetings.
• Making sure minutes and other related documents are accurate and up to date.
2. Gather qualifications  	Comment by Ted Rau: In rounds, compile a list of qualifications and qualities for each of the roles that a person filling that role should have.
	Role
	Qualifications

	Leader
	...

	Facilitator
	...

	Secretary
	...



3. Get consent on the qualifications	Comment by Ted Rau: “Is this list good enough to base our decision on and go on to the next step?”
4. Note down nominations 	Comment by Ted Rau: Ask every circle member to silently note down who they would like to nominate. Tell everyone that they can nominate themselves!
5. Nomination round: share your nominations (see table)	Comment by Ted Rau: Ask everyone in a round to share who they nominate for which role and why. Ideally, reasons for nominations refer back to the qualifications. 
Ask people to refrain from mentioning who they *don't* nominate because it's typically not useful to do that.
6. Change round: note people’s updated nominations	Comment by Ted Rau: Do another round where people can change their nominations. (If they change their nomination, they may want to share new insights.)

	
	Leader
	Facilitator
	Secretary

	(name)
(name)
...
	(nomination)
(nomination)
	(nomination)
(nomination)
	(nomination)
(nomination)




Proposal: 
... leader (term: ...)
... facilitator (term: ...)
... secretary (term: ...)	Comment by Ted Rau: Propose a role and a term for each role. Ask for consent. 

If there are objections, try whether shorter terms might help get consent.

	D

	0:50
	10
	Infrastructure and communication	Comment by Ted Rau: (1) Read the proposal and make sure people can ask questions for understanding. 
(2) Quick reactions: do one round where people can share their thoughts and opinions. 
(3) Ask whether there are objections to the proposal.

If there are no objections, the decision is made. 
If there are objections, try to integrate the wisdom they bring.
Proposal (template):
This circle will communicate using ___.  All circle documents (lists, minutes, and reference documents) will be in ___
… At the top of that document will be the backlog (= the list of future agenda items) of the circle.

	D

	1:00
	15
	Gather items for the backlog 	Comment by Ted Rau: What are topics you will have to talk about, issues you might have to solve? 

In rounds, let people collect future agenda items. You can prompt them by asking "How might we...?"
· ...
	 E

	1:15
	15
	Prioritize the backlog	Comment by Ted Rau: (1) First, ask everyone if they’d like to include something on the backlog. Maybe there was a new idea or opportunity. 
(2) Let everyone identify 3 items they find important 
(3) Everyone shares in a round what items they picked and why. 
(4) After that first round, ask people if they’d like to change their minds on some of their nominations. (Change round)
(5) Make a proposal (or ask someone else to make one). Make a good faith effort to represent the energy of the circle. Find consent on that proposal.
	D

	1:30
	5
	Add new members (y/n)	Comment by Ted Rau: Do you want to add members? 

To test, propose to add additional members. 

If someone objects and there is no obvious way to integrate it, move on. 

If everyone consents, go to the next item
Proposal: Let’s select up to x additional people to add to the group.
	D

	1:35
	10
	(select new members)	Comment by Ted Rau: (1) Ask everyone to decide silently who they will nominate. 

(2) Now ask everyone to share in a round who they picked and why. 

(3) After that first round, ask people if they’d like to change their minds on some of their nominations. 

(4) The facilitator now makes a proposal (or asks someone else to make one). Find consent.
	Name
	nominates...

	...
	...



	D

	1:45
	5
	Update the backlog	Comment by Ted Rau: If new, future topics came up during the meeting, be sure to write them on the backlog/list on the top.

	1:50
	10
	Check out	Comment by Ted Rau: "What did you enjoy in this meeting that we should do again? And what would improve your experience?" 

Take notes - if there are specific ideas or issues, add them to the backlog
· 


[bookmark: _ar9cf72gwxtb]



[bookmark: _7djaxm10lpvb]
[bookmark: _r7seezte3r33]#3 (2021-XX-XX) Time XX:XX
	time 
	min
	Topic

	0:00
	10
	Check in 	Comment by Ted Rau: In a round, let everyone share how they are entering the meeting.

	0:10
	3
	Attendance: name1, name2, name3, name4, name5  (roles/members here?) 	Comment by Ted Rau: - Notice who is present/missing/late. 
- Make sure the secretary is taking notes. 
- The facilitator facilitates :)
Duration (how long is this meeting?)	Comment by Ted Rau: Mention how long you think this meeting will take. Give people a chance to say, for example, if they have to leave early.
Minutes (last times minutes - anything needing attention?)	Comment by Ted Rau: Have the minutes been distributed? Did everyone receive them? (For example, did any emails bounce, etc.?) Is there consent to the minutes?
Information (announcements?)	Comment by Ted Rau: Ask if anyone has any announcements they want to share.
Next meeting (confirm date or make a plan)	Comment by Ted Rau: Confirm your next meeting date/time or make a plan.

	0:13
	2
	Consent to agenda	Comment by Ted Rau: (1) Describe the agenda and make sure people can ask questions for understanding. 
(2) Ask whether something needs to be changed or if the agenda is good enough to get started.
	report
explore
decide

	0:15
	5
	Integrate new members  	Comment by Ted Rau: If you invited new members to this meeting, do a round where the current members give the new members a short version of who they are. 

Ask for consent to welcoming that person into the circle. By consenting, the incoming member consents to their own membership the circle’s aim, and the chosen process.
	D

	0:20
	15
	Sub-circles, or roles? 	Comment by Ted Rau: In rounds, see whether there might sub-circles or roles you could establish in the near future.

(Potentially define those sub-circles or roles, and consent to them. If there is not enough time, put the topics that you've identified onto the backlog.)
	E

	0:35
	20
	Operationalize priority item #1 	Comment by Ted Rau: (1) Try to understand your priority item more deeply by identifying the need.

(2) Create a proposal by 
(2a) identifying the dimensions
(2b) gathering proposal ideas
(2c) synthesizing the proposal ideas into a proposal. 

(3) Find consent to your proposal. 

You will likely only complete some of the steps. Make some progress, then write the next step onto your backlog.
	D

	0:55
	20
	Operationalize priority item #2  	Comment by Ted Rau: (1) Understand
Try to understand your priority item more deeply by identifying the need.

(2) Create a proposal by...
(2a) identifying the dimensions 
(2b) gathering proposal ideas
(2c) synthesizing the proposal ideas into a proposal. 

(3) Find consent to your proposal. 
You will likely only complete some of the steps. Make some progress, then write the next step onto your backlog.
	D

	1:15
	20
	Operationalize priority items #3  	Comment by Ted Rau: (1) Understand
Try to understand your priority item more deeply by identifying the need.

(2) Create a proposal by...
(2a) identifying the dimensions 
(2b) gathering proposal ideas
(2c) synthesizing the proposal ideas into a proposal. 

(3) Find consent to your proposal. You will likely only complete some of the steps. Make some progress, then write the next step onto your backlog.
	D

	1:35
	10
	Review processes so far  	Comment by Ted Rau: Do one round where people can take the big-picture view. How is this working? 
For example, with regard to:
• Meeting format and facilitation
• Time management
• Sense of connection with each other
• (any other topic)
	E

	1:45
	5
	Update the backlog	Comment by Ted Rau: If new, future topics came up during the meeting, be sure to write them on the backlog/list on the top.

	1:50
	10
	Check out	Comment by Ted Rau: "What did you enjoy in this meeting that we should do again? And what would improve your experience?" 

Take notes - if there are specific ideas or issues, add them to the backlog



[bookmark: _xm7hsudl1b1l]



Note: this is the template for ongoing meetings. Copy it to prepare meeting #4 onwards. 

[bookmark: _e6gcm4lbzpdt]#template (2021-XX-XX) time: XX:XX
	time 
	min
	Topic

	0:00
	10
	Check in

	0:10
	3
	Attendance: name1, name2, name3, name4, name5  (roles/members here?)
Duration (how long is this meeting?)
Minutes (last times minutes - anything needing attention?)
Information (announcements?)
Next meeting (confirm date or make a plan) 

	0:13
	3
	Consent to agenda
	report
explore
decide

	1:00
	20
	Topic #1
	RED

	1:20
	20
	Topic #2
	RED

	1:30
	20
	Topic #3
	RED

	1:50
	5
	Update the backlog

	1:55
	10
	Check out
· 


[bookmark: _3iligrtql97y]

