CONDUCTING A HARVARD MANAGEMENTOR CAFÉ
General Guidelines
Group Size

Facilitators can conduct HMM Cafés for as few as four participants or as many as 20. But a class size of 10-12 is ideal for encouraging lively interaction among participants. You’ll want people to discuss ideas, ask questions, and share their experiences and perspectives with their colleagues.  

Time Requirements

Cafés are usually limited to 60-90 minutes. This timeframe enables facilitators to provide a concise introduction to the Café topic, present some key concepts, engage participants in several activities, select a specific tool or technique to use on-the-job and facilitate discussions that illustrate the application of these concepts. The session could be held during lunch—with participants bringing “brown-bag” lunches or integrated into an existing curriculum.

Session Pre-work

It’s a good idea to assign pre-work before a Café session. It gives participants an opportunity to become familiar with the topic content, view one or more HMM modules and prepare for session participation. You will find pre-work in the facilitator guide and or as a separate document in the HMM Topic folder. The pre-work assignment will usually take no more than 30 minutes to complete and typically consists of one or more parts of an HMM module.  Try to send the pre-work out at least one week before the session. We’ve also supplied you with a generic session “Confirmation and Pre-work” email located in this section.
Physical Setting

Choose a medium-sized, comfortable room to deliver the Café. For a group with fewer than 12 participants, a square or round table is ideal. For larger groups, use a U-shaped seating arrangement. The key is to create an informal setting that promotes interaction and collaborative learning.

Session Format

A typical café will require users to complete pre-work of content in one or more HMM topics.  We recommend that you focus on a tool that can be filled out in advance of the Café and used post- session on-the-job activities. 

The Café session can include presentations by content experts, instructor-led activities, open-forum discussions, role-play exercises, short participant presentations as well as question and answer sessions. Each Café should offer a variety of exercises that meet participants’ diverse learning styles and keep them engaged. The activities might require both individual study and group interaction. Ideally, the activities should encourage participants to share experiences, knowledge, and emotions in a collaborative learning effort focused on the business challenge at hand. 
At one point during the Café, it is important to integrate a demonstration of HMM so that first-time users get and orientation while repeat users understand more about design and depth of the program.

Topics

Wherever possible, facilitators should relate each Café to a function (budgeting), event (setting annual goals), or initiative (a change effort) currently important to your organization. By making such connections, facilitators can align sessions behind corporate goals, establish credibility for the HMM Café, and generate even more interest from potential participants.

Facilitators

Facilitators play a critical role in HMM Cafés. Professional trainers and internal content experts alike can deliver sessions. Ideally, if resources are available, both a trainer and a content expert can co-facilitate a session together. Both have unique benefits: 

Professional trainers: Trainers have extensive experience with delivering learning programs. They know how to gain a solid understanding of participants’ needs and can easily modify their approach and format during the session if necessary.  

Internal content experts: Content experts—such as department heads, team leaders, and project directors—are well versed in the subject at hand. Equally important: Café facilitation by an internal expert promotes knowledge sharing and a sense of responsibility for collaborative learning. It also provides valuable exposure for facilitators, as well as helps them hone their leadership and presentation skills.

If you want to select an internal content expert, consider the candidates’ topical expertise, personality, credibility, and level of interest in the task:  

· Experience: Facilitators should be either functional experts or have demonstrated success with a project or process. For example, if your company is delivering the Budgeting Café, you might seek a facilitator from your finance department. Facilitators must also be well versed in the Café topic.

· Personality: A facilitator’s personality strongly influences his or her ability to lead a Café. Someone who’s a great presenter doesn’t necessarily make a skilled trainer. Look for individuals who are outgoing, flexible, engaging, understanding, and patient. They should also be active listeners and quick thinkers. 

· Credibility: Facilitators should think of themselves as representatives of your HMM Café initiative. Those who are well respected by their colleagues will likely make the most effective session leaders.  

· Interest: The facilitator’s interest level also affects the session’s success.  Identify candidates who are not just willing to facilitate but are eager to share their knowledge with others in your organization.

