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Handout C1.1
Getting started: five steps to setting up a Community Café
1. Place – find somewhere for the Café to meet

You do not necessarily need to meet in an actual café, although these are often pleasant and welcoming spaces for small group meetings. However, if you are going to require special equipment or have a large group you may need to look at other types of venue such as a school or community centre.
What is needed?

· People will need to be seated comfortably, perhaps around a table so that they can talk to each other and share materials e.g. books, newspapers etc.

· A regular time and day to meet you will need to negotiate those with the venue 

· A location that is easy to get to (if parking is an issue then check this as well)

· A quiet place that would still allow you to be able to talk

· A sympathetic ‘host’ e.g. librarian, school head teacher
2. Pace – how often and when will the Community Café meet?

Regular meetings are the best way to sustain the café but the frequency of meetings should be agreed with regular participants in respect of the most reasonable time commitment that can be expected. 
What is needed?

· A time and day that suits the venue and the teachers (evenings or weekends may be the best times for you)

· Frequency of meetings – the time and frequency of the café should be fixed (but will need to be discussed with the venue and café goers). Monthly or fortnightly is probably best with the meeting lasting one to two hours.

· Regularity – people need to know that the Community Café will be where they expect it to be when they expect it to be!

3. People – the café-goers 

They can be teachers or speakers of community languages who are interested in becoming teachers and they may be from a single language group or a mixed group

What is needed to be a good Community Café participant?

· Open-mindedness

· An interest in people

· The ability to listen as well as speak

· A willingness to take responsibility for making the Community Café a success

· An interest in teaching community languages and willingness to share ideas and resources

4. Publicity – how are you going to let other people know about the café?

You don’t need to use expensive advertising but you will need some kind of publicity to attract new users and interest potential sponsors in your group.

What is needed?

· A notice/poster advertising the details of the Community Café in the café venue and in other places where potential participants will see them: local libraries, community centres, religious centres, cultural centres, schools, shops

Templates for these are downloadable from the LanguageBox
· Access to community bulletins etc. which can provide free advertising or the local press

· If you have access to a website or have a blog, facebook or twitter account use this to raise awareness of the Café 

5. Price – how will you cover any costs that might be incurred?

Community Cafés don’t really need to cost anything to run but there may be a few costs to consider such as paying for refreshments, paying for a facilitator or guest speaker, buying resources.
What is needed?

· The venue: you should only use a venue that is free but there may be conditions attached (key deposit, named person to be responsible for locking up etc.).

· If you are looking for someone to facilitate the Café, such as an experienced trainer or guest speakers there may be cost which may have to come from contributions from the café-goers or from a sponsor 

· Some minor expenses for materials, e.g. photocopies and sample teaching resources
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