
MEETING IN A BOX

Preparing Rochester for the impacts of climate 
change is critical to the city’s continued 
economic prosperity, and will ensure that 
Rochester remains a safe, inclusive, and 
vibrant place to live and visit.

CITY OF ROCHESTER 

Climate Change 
Resilience Plan
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WHAT IS A  
MEETING IN A BOX?

The Meeting in a Box “kit” contains everything needed to hold 
your own discussion including instruction sheets for the host/
facilitator, discussion questions, worksheets for participant 
responses, and directions for recording and returning responses.

HOST GUIDE 1. INVITE 
Identify 5-10 participants to invite to your meeting. This is the 
best size for a small group discussion, but if you are comfortable, 
you can invite more people. If you have a larger group, simply 
split the participants into smaller groups when they arrive. Send 
meeting invitations via e-mail, or mail or call invitees. 
2. REMIND 
Call and/or e-mail the people you invited one to 
two days before the scheduled meeting. 
3. SET UP 
Select a location where all participants can comfortably sit together. Sort 
copies of meeting materials into sets for participants. Have enough pens/
pencils available. Feel free to take photos and provide refreshments.
4. FACILITATE (Meeting format)
Lead a small group discussion, making sure the meeting stays on topic 
and all questions included for discussion are answered. You are also 
a participant and can share your opinions as an equal member of the 
discussion, but make sure everyone has a chance to express his/her 
opinion. If you have a group larger than 5-10 people, simply split the 
participants into smaller groups and have each group select a leader.

Make sure all participants sign in on the attached 
sign in sheet (to be returned)

Start your meeting with brief introductions, and review the ground rules:

 • Everyone should have an equal opportunity to speak

 • Focus on your group’s discussion

 • Avoid making things too personal

 • Be willing to listen to other people’s views and have an open mind

 • Be honest, but avoid criticizing others’ viewpoints

 • Be concise

 • Avoid interrupting the facilitators or other group members
5. FACILITATE (Pop-Up Format)
If you are using these materials for a Pop-Up station at a larger event, 
you will need one or two facilitators, depending on how busy the 
event is. Generally a pop up event should last no longer than two 
hours. Greet each participant, walk them through the exercises, 
then thank them for participating. Be sure to collect contact info 



Introductions (5 minutes) 
Presentation (5 minutes) 
Exercise A (10 minutes) 
Exercise B (30 minutes)

EXAMPLE  
MEETING AGENDA

PRESENTATION The is presentation has four slides,  
 • one with background information about climate change generally 
 • one with background information about impacts in Rochester 
 • one with information about the resilience concept 
 • and one with background on the project itself. 
If your meeting venue is equipped with projection or a screen, 
you can use these four slides to do a short presentation. If 
it is not, printing the four sheets as an informational packet 
and handing them around will do just as well. 

If you are using the materials for a pop-up station, you can 
print the four pages as a packet, a single informational board 
with four sections, or four informational boards. 

in the sign in sheet from those who are willing to share it!
6. RETURN 
Collect all materials, including the individual responses. Scan and 
return materials by email to: andre@highland-planning.com
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EXERCISE A:  
PRIORITIZATION

EXERCISE A:  
FACILITATORS 

WORKSHEET

For this prioritization exercise, you will be marking the goals you like 
best out of this list of 13. Each participant in the group gets 3 marks to 
distribute however they like. They could put all 3 on one idea, put one 
each on five different ideas, or anything in between. They can add their 
marks with a marker dot or sticker, whatever is provided. The goals that 
receive the most total marks will be discussed by the group in exercise B.

Pop-Up: If you are using the materials for a pop-up station, you can 
invite participants to mark their top 3 goals using either a marker 
dot or sticker, whatever is provided. Note which goals they mark, 
as they will suggest strategies for that goal in exercise B.

Please count how many marks were added to each goal and  write 
the totals on the blanks below, along with your group’s total. Your 
group’s total should be 3 times the number of meeting participants.

NATURAL RESOURCES
Goal 1:
Goal 2
Goal 3
Goal 4
INFRASTRUCTURE
Goal 1:
Goal 2
Goal 3
Goal 4
Goal 5
SOCIOECONOMIC 
RESOURCES
Goal 1:
Goal 2
Goal 3
Goal 4
Goal 5

TOTALS

TOTALS

TOTALS



EXERCISE A Goal 1: Ensure equitable distribution of 
recreational and environmental resources

Goal 2: Maintain and protect water resources

Goal 3: Increase amount and enhance 
connectivity of green spaces

Goal 4: Restore and strengthen the city’s natural systems 
that best protect from future climate conditions

Natural 
Resources



EXERCISE A Goal 1: Fortify and build flexibility into critical infrastructure/assets

Goal 2: Improve public-private communication and 
coordination for emergency management

Goal 3: Ensure land use regulations and building 
standards to prepare Rochester for the next century

Goal 4: Improve the long-term functioning of infrastructure 
through maintenance and adaptive reuse

Goal 5: Develop a sustainable transportation system to support 
future needs and functions under changing climate conditions

Infrastructure



EXERCISE A Goal 1: Enhance the ability of all populations to 
prepare for and respond to climate impacts

Goal 2: Emphasize public health protection and 
improvement in planning for the future

Goal 3: Engage and educate the community on climate 
change and its implications for the future of Rochester

Goal 4: Invest in workforce development and job creation 
aligned with future industry and economic conditions 

Goal 5: Ensure that infrastructure and services support 
access to basic needs across all neighborhoods 

Socioeconomic 
Resources



City of Rochester Climate Vulnerability Assessment – Highlights Report

12

EXERCISE B:  
BRAINSTORMING

For this brainstorming exercise, you will be telling us what 
specific actions you think should be taken to accomplish 
your groups top 3 goals as determined by exercise A. 

For instance, if a goal you selected was: “Restore and strengthen the 
city’s natural systems that best protect from future climate conditions” An 
example of a specific action would be: “Modify Rochester’s tree planting 
guide, and introduce new street trees that are more drought resistant”

Or, if a goal you selected was: “Engage and educate the community 
on climate change and its implications for the future of Rochester” An 
example of a specific action would be: “Introduce school programs to 
educate children about climate change impacts and preparedness”

You can write as many specific actions as you want.

Pop-Up: If you are using the materials for a pop-up station, 
you can invite participants to write strategies for their top three 
goals on three separate sheets, and give them to you.
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EXERCISE B: 
MEETING WORKSHEET

1. What is the first goal your team selected?

What strategies should be undertaken to accomplish this goal?

2. What is the second goal your team selected?

What strategies should be undertaken to accomplish this goal?

3. What is the third goal your team selected?

What strategies should be undertaken to accomplish this goal?
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EXERCISE B: 
POP-UP WORKSHEET

What is the goal you selected?

What strategies should be undertaken to accomplish this goal?

What is the goal you selected?

What strategies should be undertaken to accomplish this goal?

EXERCISE B: 
POP-UP WORKSHEET



PLEASE 
SIGN IN!

Name Organization Phone or email
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