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What to do BEFORE the Conversation
Welcome to National Conversations about the Teaching Profession. Here are some suggestions about what you can to before the meeting to prepare for holding a conversation in your area. This information will help you to plan and set up your conversation.

2-4 Weeks Before the Conversation:  

• Invite teachers who are interested in discussing the teaching profession and willing to read to prepare for the discussion. Invite 10% more people than desired, expecting that some individuals will inevitably be unable to attend on short notice. If this is your first time organizing such a conversation, start small with 10-12 people so that the group is manageable but large enough to have a robust discussion. Here is a sample invite that you can customize to meet the needs of your local context.
• Secure a place for your conversation that is centrally located and will provide a comfortable atmosphere for teachers to interact.  It is best to choose a location where teachers will be uninterrupted and will feel relaxed and able to speak freely.
• Find 1-2 volunteers who can help you run the event.  These may be teachers who will be involved in the discussion but who can help with matters such as preparing the room and coordinating details.  One volunteer should take extensive notes during the discussion that can be used later to provide feedback to the Department.
• Notify the Department of Education that your conversation will be taking place by sending an email message to TeachTalk@ed.gov.  Be sure to include the location, date, and time of your conversation.  
1-2 Weeks Before the Conversation:  

• 
Once participants have accepted your invitation, send a confirmation.  This confirmation should include the event address, date and time; the Discussion Document; and your name and contact information (phone number and e-mail address).  
· You may choose to use the Confirmation Template. 
•  
Secure a television or a computer and equipment to show the Video DVD of Secretary Duncan (if you are planning to use it).
1-2 Days Before the Conversation:  

· Contact Teach.talk@ed.gov to let ED know that your conversation is going on.
· Participants will automatically get a reminder about the event, including location, time, date, and links to the readings.  
· If you are registering participants manually, you will want to send out a reminder and include links to the Discussion Document, reminding them to please do the reading before coming and to bring the Discussion Document with them.
The Day of the Conversation:

· Arrange seats so that everyone is in a circle or seated around a table so that participants can all be seen and heard.
· Provide name tags for participants.
· Set up a television or computer that participants can see well from their seats (to play the Video DVD of Secretary Duncan).  The DVD can also be accessed at:  http://www.youtube.com/watch?v=E9J-wa5ufh8
· Download materials available in the Toolkit:

· copies of the Discussion Document (enough for participants who may not have brought one)

· 1 copy of the Directions for Leading A National Conversation about Teaching
· 1 group Sign-in Sheet
· 1 short Video DVD 
· 1 Group Feedback Form
Note:  If you run into problems or need help organizing your conversation, you may email a question to TeachTalk@ed.gov.
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