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Thank you for volunteering to facilitate Small Steps Meet-ups this year! The objective of the Small Steps Campaign is to encourage members of the community to take conscious action daily to help improve the inclusive environment in our workplaces.  

Facilitator’s Purpose
As the facilitator, you will plan, organize, and set the tone of the meetup sessions. Please feel free to invite one or two colleagues to co-facilitate as you manage the Small Steps Meetups during the year. To accomplish this rewarding and important part of the Small Steps Campaign, use the outline below in your organizing efforts and the accompanying agenda template to manage the meetups.

Organize the Meet-up
Begin planning 4 – 6 weeks prior to the date of the first meetup session, determining a date and time.

When and Where
Once you determine the date and time, identify meeting space that can accommodate the date and time, as well as the anticipated participant number. If your agency has multiple buildings, decide if the meetup should be scheduled in different locations during the year to accommodate everyone who would like to attend. Also, you may choose the “brown bag” model where people meet during lunchtime and bring their lunches.

Guest Speakers
Work with your agency’s EEO or Diversity and Inclusion office to identify the first few speakers, such as a senior executive who is implementing the Small Steps program, an agency leader, or someone from the EEO or Diversity and Inclusion staff.  

On an ongoing basis, speakers can be from your own agency or from another IC agency, or from outside the community. If the guest speaker is not available on the date you choose, consider changing the date or selecting another speaker. 

Speakers will discuss their experience with Small Steps.  What successes and challenges they have experienced, how the successes are celebrated, and how the challenges were overcome. The story should include:
· a description of the situation and what activity was involved in the step;
· the outcome of the activity and what was learned; and
· how the activity impacted their life.

Invitations  
Determine the best way(s) to invite participants to the Small Steps Meetup of – e-blast, e-mail, common area televisions, fliers, table tents, or a combination of some or all?  Work with your EEO office to determine when and where the invitations should be distributed, and to coordinate with other efforts in your agency.

Materials
Make sure you have modified the agenda template and prepared copies, as well as bringing along materials from the Small Steps Toolkit (e.g., Small Steps Recognition Pins, lanyards, buttons, pens, and tip sheets).



Small Steps Meetup Agenda

LOCATION
TIME

Welcome and Introductions (5-10 minutes)
· Welcome participants
· Overview of today’s topic
· Round-robin introductions – everyone shares name and division/directorate/office (15-30 second each)
· Administrative Notes (i.e., access to room, location of restrooms, food and beverage notes, etc.)
· Guest speaker introduction – who, division/directorate/office, presentation topic, time limits (i.e., 10 minutes for speech and 15 minutes for discussion, etc.)

Speaker and Discussion (20-25 minutes)
The guest speaker shares a Small Steps story, describing how they are implementing Small Steps in or outside of the office. The story should include:
· A description of the situation and what activity was involved in the step;
· The outcome of the activity and what was learned; and
· How the activity impacted them.

Open Discussion (15-20 minutes)
Participants share lessons learned since the last meetup or topics about which they want to learn more

Closing (10-15 minutes)
· Step Ups – Participants who have completed a step describe what activities were involved in their step and what they learned. After all who have completed a Small Step share their stories, recognize them with the accompanying pin for the step – Awareness, Exposure, Action, or Social Accountability.
· Remind participants to share their Small Steps successes and challenges with IC EEOD via the survey at: 
· Wrap-up
· Thank everyone who joined the meetup today for attending
· Ask the participants to complete the Small Steps Meetup Survey, which you will send to them via e-mail link
· Announce the next meetup session date, time and topic
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