Communication Guidelines DIEM25 Berlin
1. When to use the communication guidelines?
-

The guidelines apply to every Berlin-wide meeting

-

The guidelines are recommended for all other meetings (e.g., task force
meetings), when 6+ people are present

2. General guidelines
a. “Take a step forward, take a step back”
o This is an approach to meetings, where people who usually hold back with
talking (e.g., because they are at the meeting for the first time) are
encouraged to contribute. Those who feel comfortable to speak are asked
to hold back and let others talk first.

b. Language
o At the very beginning of each meeting, the group is asked whether the
preferred language is English or German and whether everyone is
comfortable with speaking in the chosen language.
o Whispered translation is provided if necessary.
o Everyone is welcome to speak in the language they are most comfortable
in at beginning of the meeting.

c. General Mindset
o Be aware of the time you speak
o Give others the chance to talk
o Do not interrupt other speakers
o Respect each other
o Respect other opinions
o Avoid 2-on-2 Discussions
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d. Time Limit
o Each meeting should have a time limit.
o The time limit should be announced before the meeting.

e. Guideline for speaking
o A request to speak is signaled via raised finger, which is then noted by the
time keeper.

f. Moderator, Speakers List Person, Time Keeper
o The roles of moderator, speaker list person and time keeper are assigned
before or at the very beginning of each meeting.
o Different people are encouraged to take over roles of moderator, speaker
list person and time keeper, so that everyone gets a chance to develop the
skills.

3. Tasks of the Moderator
a. He/she introduces the general guidelines (see point 2) and hand signs (see
point 6) at the beginning of the meeting.
b. He/she keeps an eye on the agenda and updates it according to suggestions.
c. He/she leads the discussion, proposes if discussions should continue/be
wrapped up and how the discussions should be wrapped up (e.g., vote,
gather more information etc.).
d. He/she makes sure that tasks are assigned to a person who feels responsible
to do the task.
e. He/she discourages two-by-two discussions.
f. He/she is aware about requesting directly foreign/ academic terms and
abbreviations (supported by everybody).

4. Tasks of the time keeper
a. Together with moderator, he/she has an overview of the agenda.
b. He/she keeps an eye on the time limit for the meeting.
c. He/she keeps an eye on the duration of each agenda point, so that no agenda
points have to be dropped due to time issues.
d. He/she announces when agenda point should be wrapped up.
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5. Tasks of the speakers list person
a. He/she keeps a list of everyone who wants to speak to a certain topic, which
is signaled via raised finger.
b. He/she gives the word to speakers chronologically.
c. He/she can actively motivate people to participate.
d. If this person has to choose between two people to talk, he/she should give
the voice to the younger and female one.

6. Explanation of Hand signs (see below for graphics)

a. Raise and shake both hands:
I agree with the speaker right now.

b. Raise one finger:
I want to speak next.

c. Raise two fingers:
o

I can provide important or necessary information on the issue raised.

o Someone uses foreign/ academic terms or abbreviations and I don’t know
the meaning/ I know the meaning, but others might not.

d. Sign for repetition (hands circling around each other):
o

Too many details- please make your point!

o

You repeat yourself/ the discussion- add another opinion/ information or
pass on (for agreeing 6.a has to be used).

e. Sign for proposal (Form a P with your two hands):
I want to make a concrete proposal on how to resolve the issue.

f. In case of vote:
o Raise and shake hands in support of vote.
o Lower and shake hands if you vote against.
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a. Raise and shake both hands

b. Raise one finger

c. Raise two fingers

d. Sign for repetition

e. Sign for proposal
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Additional hand signs:

Version 1, 22nd of February 2017

5

