
 

Local Community Discussion Facilitators Guide  

Choose the Space:  Look for a comfortable place with the appropriate amount of room. The 
ability to move the furniture is helpful. Ensure that the management of the establishment is fully 
aware that you plan to invite the public to an open discussion and it could get noisy.  

Set the Appropriate Coffee Party Tone:  Explain that all members of the Coffee Party take 
the Civility Pledge. Read the Civility Pledge out loud and ask that everyone who plans to 
participate in the meeting agree to conduct themselves in the manner described in our pledge. 
Civility Pledge: "As a member or supporter of the Coffee Party, I pledge to conduct 
myself in a way that is civil, honest, and respectful toward people with whom I disagree. 
I value people from different cultures, I value people with different ideas, and I value and 
cherish the democratic process."  

Set the Ground Rules*:  It’s important to establish the rules before the discussion begins. 
Suggestions: 1) No interrupting others, 2) Make sure everyone has the opportunity to voice 
their opinion. 

Set the Topics/Agenda before the discussion begins.   [If applicable] allow the attendees 
to decide on the topics. Make suggestions, but allow them to decide what’s important to the 
group at large. It would be very helpful to have a portable Whiteboard, Black Board or Flip 
Chart available to write down the topics for everyone to see.  

Dealing with Difficult People*:   If someone is constantly interrupting others, it is helpful to 
refer to the ground rules that were presented at the beginning of the meeting and remind them 
that everyone agreed to the rules. Use the power of the Group. If someone continually tries to 
hijack the agenda to discuss a topic they are particularly interested in, ask the group if they’d 
like to move on to the new topic or continue on with the existing topic.  

Bring Coffee Party Material: Be sure to consider using the Coffee Party USA brochure which 
explains the purpose of the party as well as the “Fostering Civil Dialogue” handout which offers 
tips on having a civil conversation. You may want to pass these out before the meeting starts 
for those unfamiliar with the Coffee Party. These items can be found under the resources on 
our website. 

 
*This information was taken from the online article by Jessica Bell “Seven Tips to Help You Facilitate a Successful 
Meeting”  

http://coffeepartyusa.nationbuilder.com/resources

