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From the 16 Oct 2024 Diverse Voices/CityMakers event on Social Value & Placeshaping.
Thanks to sponsors Hatch and Muse and hosts Trowers & Hamlins.

For help, to join the Diverse Voices network or find out about future events, contact
info@futureofgreatermanchester.com

In general:

Panels are often peers or people you could work with; audience is usually peers.

Roundtables may be peers but also potential employers. It’s a more intimate space, often more
senior, always a rounder discussion.

“Chatham House Rule” = To make sure people feel free to speak, participants agree not to
name people/organisations/specifics in any posts; talk around a topic instead.

Chatham House rules or not, think before being very vocal on live issues.

Roundtable participants:

First, be confident in the knowledge that you’ve been invited because the organisers think
you have a valuable perspective. If you do feel you’re just a diversity tick-box, ask the
organiser how they came to invite you / what perspective they hope you’ll bring.

Read any materials sent to you, ask If nothing has come a week prior, and ask questions
beforehand if anything is unclear.

Prep 2 or 3 points to make or questions to ask. Often you just get one shot, and while
roundtables are about learning and sharing, the career benefit is getting noticed with a useful
contribution.

Take notes! Bring a biro and pad just in case but these are usually provided.

Drink the water — keeps you ready to speak when your turn comes.

Note people’s names and points so you can follow up on the day or via LinkedIn/ email if you
want to pursue the conversation. Keep the guest list!

Roundtable chair & organising team:

Ideal number is 15-18 participants for 1.5hrs; fewer people with less time. 20+ is too many but
some hosts will ask for it to get the names in the room.

Share a brief with all participants; include 2-3 questions they can respond to on the day.
Gather and have handy a few lines on each person, from LinkedIn or company bio, so you know
who to go to if there’s a lull.

Have a scribe to take notes; the chair can’t do this and listen/think ahead at the same time.
Make a seating chart to distribute views, organisations and backgrounds, and have that handy
as a map. Can also be good to have a name list with space to make notes on.

Send a few reminders. People rarely drop out of a roundtable but if they do, watch who they
send as proxy; easy route is often not diverse.

Make sure the space is comfortable and ready, with water at each place.

Protocols to share at the start:

o Allshould be able to speak (tell the group this will happen; reduces anxiety)

o Askpeople toraise their hands and to respect each other’s views — esp. with community or
‘non-professional’ groups. Chair note next-in-turn speakers for fairness and avoid going
back to the same people too often. It’s unfair and discourages less confident people from
speaking. If necessary, politely stop any ‘oxygen-eaters’.
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Intros: After host welcome, chair should go first so the group knows how much info to give, esp.
if on a tight schedule. As a participant, follow their lead, e.g. just name and organisation or
experience with the topic etc.

Watch body language, e.g. ‘tiny hand-raise’, nodding, people about to speak. Be sure you’ve
made eye contact at least briefly with everyone so they know you ‘recognise’ them

Don’t pressure any individual, e.g. “we haven’t heard from you”. This can be generally
uncomfortable and that the person’s points have all been raised! Let them make the call and
perhaps get their impressions after the session.

Watch your team throughout for signals and debrief after.

Panel chair and organising team:

Your fellow speaker and chair are there to support you (this group can be like a temporary family
sometimes!) and the audience wants you to succeed because they’ll learn and be less anxious.

Similar prep as above: conceive and share a brief with speakers; consider what each can
contribute; send reminders to them and to audience, make sure the space is set up well and
that all panellists can see each other and the chair!

Do a Teams call with all speakers to share speaking points and avoid duplication, outline your
style of chairing, reinforce available time and take questions. Have some fun with it too!

Keep an eye on time and wear a watch! Helps keep an eye on time without checking your phone
constantly. Have someone in your team time from the audience if it’s a big event.

Warn the audience you’re coming out for questions; try to mix it up with who you call on.

Panellists:

Read the brief, and prepare - if you’re doing a prepared talk, rehearse for time. Avoid a set
script; ideally you should be able to speak without notes, except perhaps to refer to stats.

If you’re not sure about anything, ask! Audience size & expertise? Slides/format? Microphone?
Chairs? If you feel event organisers aren’t giving you enough info, ask your chair for help.

Don’t worry too much if there’s a tough question. If it’s a tricky topic, prepare a few ‘what if’s
beforehand, but do your best and the chair will help here too.

Both:

Watch body language from fellow panellists for better discussion flow
Listen actively! Have pen and paper to note panellist points you want to come back to for Q&A.
Have fun — panels are a chance to share ideas with peers and new contacts!



