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Workshop in a Box
WiM Chapter Leaders’ Guide
· Increase Guest & Member Participation
· Create Instant Connections
· Add Value to Every Chapter Event


Chapter Leaders - Workshop in a Box

Hello WiM Leaders!

We’ve designed this document to offer you step-by-step instructions so that you, or any member of your Chapter Leadership Committee, can use these exercises to engage members and guests in more meaningful ways. This will create a WiM experience that’s distinct, compared to other “garden variety” groups they may attend. 

For each of these exercises, you have two main approaches you can take:
1. Stand-Alone Networking Activity: Run any exercise as a simple networking activity, in a planned or a spontaneous manner, for less than 20 minutes. Your objective is to have the attendees connect, meet one another, break the ice, and have a jumping off point for next and future conversations. 
2. Networking Mini-Workshop: Build a “Networking Mini-Workshop” by tailoring the topical questions in the exercises to be about networking and relationship-building. Follow with conversations about what was helpful for them and ask them how they’ll apply to building their personal and professional community. These mini events support attendees in feeling like they’re learning how to get good at networking (an important career development skill). Folks who feel less comfortable, competent, or confident about “this networking thing” will appreciate that your chapter is making a special event to teach them how. When you run the exercises as a “mini workshop on networking,” the participants will benefit from having a flipchart and markers available, to capture wisdom and ideas from the group.

Important Note: These instructions are for YOU as the FACILITATOR! We have provided notes for you that are labeled “say” and “do” so that you have step-by-step instructions and know what to say. This scripting is for you and your co-facilitators. These instructions are not for printing and use by attendees, they are for your use only.

Try these on at work, too! The structures provided here are perfect for use on the job in meetings, for building teams, problem-solving – you name it, you can do it. 

Please make this document your own! Drop a copy into the folder where your WiM Chapter Committee keeps documents and add notes to it. Build your own Chapter library of support activities and structures, to help Chapter members and guests engage with one another more effectively and to make them want to join your leadership group!

Here’s a quick key:
☺		Individual
☺☺		Pair
☺☺☺		Small group
☺☺☺☺	Large/all group

Please note that some of these instructions may seem redundant or obvious. We’ve written them to offer as much detail as possible, to support all Chapter leaders in building these skills. We also recognize that not everyone is experienced or comfortable leading groups, so showing support for each other is key!
Some general pointers for facilitating:
· Relax and have fun! Nobody expects you to be perfect and you can model fun for them so they will be more relaxed.
· Print the instructions so you can refer to them – be honest with the group and tell them, “Hey let’s do this experiment together.” People appreciate being part of discovering something as a group.
· Do it as a team! Engage your team to co-lead with you.
· Count down from 10 out loud when you have people form pairs or four – people always get a laugh out of it, and it creates a sense of urgency! Also, encourage them to pair up with people that they DON’T know, to increase connections. 


Two-Four-All

Step 1. 
Pick your topic. You can use this frame for any topic, just keep it simple and clear. Feel free to use your own
Here are examples:
· Tell me something you like about you
· What are you learning about right now in your life or work?
· What do you do for fun?
· What resources are you looking for right now in your life or career?
· What are you excited about this year?

Step 2. ☺☺
Say: Take one minute to pair up with someone you don’t know 
Do: Give them a minute to introduce themselves and then draw their attention back to you
Say: You are going to engage in a structured conversation. When I give you the topic, one of you will answer it fully while the other practices excellent listening, fully attending to what their partner is saying. You are not going to engage in a discussion. The first person will have about 2 minutes to share their thoughts and answers to the topic, then you will switch roles. I will keep time for you and let you know when to switch and when your shared time is up.
Your topic is______.
Do: Set your timer for four minutes. At the four-minute mark, call out to the group to switch roles.

Step 3. ☺☺☺☺
Say: Excellent job, take one minute to find another pair and go to them to make a group of four. 
Do: Give them a minute and draw their attention back to you
Say: In your group of four, each of you is going to share, one at a time, what you heard your partner say, especially something that grabbed your attention or resonated with you. 
As with the first round, one person should have the floor at a time. While each individual is sharing about what they heard their partner say, the others should be making mental (or written) notes about what is similar or different in the experiences and perspectives that are being shared. You will have about eight shared minutes in your group for this conversation. I suggest you choose someone to keep you all on time so everyone has a chance to speak. 
Do: Set your timer for 8 minutes and call out when they are halfway through their time.

Step 4. 
Say: Let’s now do a “rotating report out” from around the room to share wisdom and discoveries from the conversations you just had. Let’s hear from a representative of this group…(select one at random) 
Example questions for reporting out:
· What themes emerged in your group?
· What surprises did you discover?
· What was valuable about that conversation?
Do: Call on 3-4 groups to report out, this should only take about 5 minutes altogether. 
Say: Thank you for your enthusiastic participation! We have many insights from you and invite you to keep this conversation going, in the room tonight and beyond. Use it as a jumping off point to meet others in the room.” This concludes and closes the exercise, no further debrief is needed and you can direct them towards the rest of the event.

Riffs & Variations:
You can use this structure for any topic. Applications could include posing a question aimed at solving a problem or generating ideas. Examples of this might be:
· What events should our local chapter do over the coming year?
· Tell me about what your company is doing to help recruit top talent
· What was a successful approach you took to solving ___ problem/challenge?

(continued)

Another application is to summarize learning on a flip chart, especially if you’ve had a speaker in to address a topic. Have people answer a question about the topic, share through the exercise, and record the findings in the Report Out stage.

For problem-solving or ideation, you can ask the groups to report out about their findings and you record it on a flip chart. This is a great way to get ideas and information from your chapter membership about what kinds of meeting locations, activities, and topics they want in the future!

Tips & Traps:
The idea of your Report Out phase is to help attendees have an experience of connection or insight through hearing multiple perspectives. You can leave it off if you’re pressed for time – just tell people that you hope the discussion was lively and connective for them and invite them to the next phase of the event.

Share Space & Time: There’s no predicting when one person in a group will dominate the conversation. At the top of the Report Out, ask everyone to be self-aware in terms of how long they’re talking. You can support this by timing the responses and calling time for them, and/or having a timer in the group. This helps to ensure everyone gets a chance to speak.

Remember, the goal of these conversations is connection. It’s perfectly okay to not draw any conclusions about any topic. 

Close the exercise by inviting your chapter members to continue going deeper with one another in these kinds of conversations, rather than simply swapping business cards and titles. 

To run as a Networking Mini-Workshop, make the initial question about networking, such as:
· What are your favorite ways to follow up with someone after you’ve met them at an event
· What are you learning about building your professional network
· What don’t you like about networking, but you’re figuring it out
· What’s your go-to conversation starter
· What was a time you overcame being nervous at a networking event and how did you do that? What was the impact?


Three (Not Obvious) Things in Common

Step 1. ☺☺
Say: Take one minute to pair up with someone you don’t know
Do: Give them a minute and then draw their attention back to you
Say: You will now have a few minutes to chat and discover 3 NOT OBVIOUS things in common
Do: Give them three minutes and draw their attention back to you
Say: You will now have a few minutes to discover 3 more NOT OBVIOUS things in common, but this time you may not use any words!
Do: Give them three minutes and draw their attention back to you
Say: You will now have a few minutes to discover______ (this third round is where you, as the facilitator, get to put in any topic you want - see below for ideas)
Do: Give them three minutes and draw their attention back to you

Step 2. ☺☺☺☺
Debrief the group and help them recognize the value and qualitative difference between that conversation and other kinds of “networking” conversations. The following flow of questions works well. Simply ask the question, get a few responses, and ask the next question. 
Say: Let’s hear from some folks about that conversation! 
Ask: What was the quality of the conversation compared to "here's my name and job title"
Ask: What did you enjoy about the connection you just made
Ask: What does this offer us about building connections and relationships in our lives and careers

Riffs & Variations:
For the third round of conversation where you fill in the topic, fill in any question you want. Some suggestions:
Questions about the meeting location or plant tour – what was your favorite thing about our tour of Acme Widget’s Anvil Center?
Questions about what people do for fun, what lights them up, what they’re presently learning or curious about 
Questions such as: What do you hope to get out of this meeting? What’s one thing you recently succeeded at? What’s one thing that would surprise you to know about me?

Tips & Traps:
Because your attendees are being asked to do something a tiny bit silly by not using words, it’s important to model the pure FUN of the exercise. If you can do a brief demonstration with a partner from your team, that will encourage them to let loose. It’s FINE to practice with another leader in advance, to model the exercise.

To run as a Networking Mini-Workshop, modify the third question slightly so it is about networking, and follow the exercise with a debrief of the group. 
First two questions unchanged
Third question samples:
· 3 things I've enjoyed about WiM
· 3 things I've done to build my professional network
· 3 networking tips that have worked for me
· 3 reasons to build a professional network of other women working in manufacturing

Facilitate a debrief by capturing comments and wisdom from the room - use a "what did you learn from your partner?" question and have people raise their hands. Charting or capturing these and sending them out to people the next day with the thank you for coming note will reiterate the learning and they can use it next time. 
Conclude by thanking people for sharing their wisdom and insights, invite them to try on something that they heard someone say. 

Risk-Gain-Contribute

Step 1. ☺☺
Say: Take one minute to pair up with someone you don’t know, pick an A & B
Do: Give them a minute and then draw their attention back to you
Say: You will now have a few minutes to chat on three questions, and A will go first. The questions are:
· What is a risk you took that worked out okay for you?
· What would you like to gain from this WiM meeting today?
· What would you like to contribute to this WiM meeting today?
Do: Give them a few minutes and draw their attention back to you

Step 2. ☺☺☺☺
Debrief the group and help them recognize the value and qualitative differences between that conversation and other kinds of “networking” conversations. The following flow of questions works well. Simply ask the question, get a few responses, and ask the next question. 
Say: Let’s hear from some folks about that conversation! 
Ask: What was the quality of the conversation compared to "here's my name and job title"
Ask: What did you enjoy about the connection you just made
Ask: What does this offer us about building connections and relationships in our lives and careers

Step 3. 
Close the exercise by thanking them, encouraging them to have more conversations like this, and direct them to the next part of their evening. 
Riffs & Variations:
You can follow this up by sharing a few pointers from the Networking Tip Sheet sheet, such as 
· The value of taking a risk by sharing something different and more personal than you might otherwise normally.
· How supporting one another by identifying what we can give and receive creates community

You can skip the step 2 debrief and simply encourage them to have more conversations like this together, where they talk about meaningful things instead of job titles. 

Tips & Traps
Avoid amplifying language, such as “best,” “most” etc. The questions are not easy, so keeping them simpler will help attendees access answers more easily and feel safer.

To run as a Networking Mini-Workshop, modify the first question slightly so it is about networking, and follow the exercise with a debrief of the group. 
First question samples:
· What was a time you went to a networking event and laughed a lot? Why/who were you with?
· What was a group you used to belong to and don't anymore because it wasn't a good fit for you?
· What kind of groups have you belonged to that you enjoyed?
Second and third questions remain the same.
Facilitate a debrief by capturing comments and wisdom from the room - use a "what did you learn from your partner?" question and have people raise their hands. Chart or capture these, and considering sending them out to people shortly after the event, with a thank you for coming note that reiterates the learning and encourages them to use it next time. This approach reinforces the value/learning & invites them to return! 

Conclude by thanking people for sharing their wisdom and insights and invite them to try on something that they heard someone say. 

Hey JAMIE

Step 1. 
Decide your topic. This conversation structure requires you to make a choice from our JAMIE model. Craft your “tell me about” question (see step 2) from one of these areas. The question should have the attendee reflect on something from the recent past, and in a positive way. 
Joy - happiness, something felt good, brought you joy or confidence
Ability - strength, skill, something came to you naturally
Meaning - something that was meaningful, nourishing to the spirit
Inquiry – something you learned, what question or curiosity did you get answered
Elasticity - something you overcame, a challenge or problem solved

Step 2. ☺☺
Say: Take one minute to pair up with someone 
Do: Give them a minute and then draw their attention back to you
Say: You will now have a few minutes to talk with your partner and learn a little bit more about one another. Each person should share as much as they are comfortable sharing. The first person will be the “asker” and will begin with the first question. Follow the script from beginning to end with all four prompts, then switch roles from asker to sharer.  
1. Tell me about something that __________ this past month/recently.
2. What did you do to make that happen?
3. What was the positive impact on you?
4. What was the positive impact on someone else?
Do: Give them a few minutes and draw their attention back to you

Step 2. ☺☺☺☺
Debrief the group and help them recognize the value and qualitative difference between that conversation and other kinds of “networking” conversations. The following flow of questions works well. Simply ask the question, get a few responses, and ask the next question. 
Say: Let’s hear from some folks about that conversation! 
Ask: What was the quality of the conversation compared to "here's my name and job title"
Ask: What did you enjoy about the connection you just made
Ask: What does this offer us about building connections and relationships in our lives and careers

Riffs & Variations:
You can follow this up by sharing a few pointers from the Networking Tips sheet, such as 
The value of taking a risk by sharing something different and more personal than you might otherwise normally. 
How supporting one another by identifying what we can give and receive creates community

To run as a Networking Mini-Workshop, modify the topic slightly so it is still drawn from the JAMIE model, but is about networking, and follow the exercise with a debrief of the group. 
Joy - happiness, something felt good, brought you joy or confidence in a networking situation
Ability - strength, skill, something came to you naturally when you were a member of a group
Meaning - something that was meaningful, nourishing to the spirit that you experienced in a connection/conversation with someone at a group
Inquiry – something you learned, what question or curiosity did you get answered when you were out of your head and really interested in the other person at an event
Elasticity - something you overcame, a challenge or problem solve - when you overcame a moment of discomfort at a group
(continued)
Facilitate a debrief by capturing comments and wisdom from the room - use a "what did you learn from your partner?" question and have people raise their hands. Charting or capturing these and sending them out to people the next day with the thank you for coming note will reiterate the learning and they can use it next time. 

Conclude by thanking people for sharing their wisdom and insights, and then invite them to try on something that they heard someone say. 



Contact Bolder Company

Got Questions? Give us a call or send an email if you have questions or need help!
Jenny Drescher, jenny@theboldercompany.com
Ellen Feldman Ornato, ellen@theboldercompany.com 

The Bolder Company
(860) 899-1772

** Thanks to Liberating Structures for the use of the formats in the Two-Four-All and Risk, Gain, Contribute exercises.
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