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NDNU Leadership Training

“Skills for a Facilitative Leader”
Working Together for Success: Facilitation Skills

Tuesday, February 14, 2012

2:00 – 5:50 PM

AGENDA

This training will equip participants with skills on managing group dynamics and interactions in a variety of settings including staff meetings, community meetings, or work situations. Highlights of this workshop: 
· Tips on how to make meetings more effective
· Skills for managing group member interactions
· Using communications skills in group settings
· Opportunities to practice facilitation skills

Welcome/Introductions of PCRC 


 Review Purpose – set this training in the context of Leadership Training

Agenda Review and Group Agreement  
· Logistics (bathroom breaks)

· Parking lot tool

Introductions:
Name, what you hope to get out of the class, type of meeting you usually attend

Go-Round  
· One word that describes a meeting you’ve attended recently that was ineffective.  
Facilitator's Job Description  
· Characteristics of Effective Meetings    

· Responsibilities of a Facilitator    

· Role of the recorder / note-taker  

· Facilitative group member role

Facilitator Tools (Prevention) 

· Using an Agenda   

· Group Agreements   
    Activity:

Individually plan an agenda for a meeting that you have next week.  Then, get into pairs and share your agenda and ask for feedback on:  

1. Is the agenda clear?  

2. Is it realistic?  

3. Is the purpose of the meeting clear?

Brainstorming 

Managing Processes  

· Open-narrow-close: “shape of a meeting”  

· Practice Session: Break into 2 groups and do a mock meeting 

· Switch Facilitators and Recorders throughout exercise 

Using a consensus decision-making process

· Remember: using questions to uncover interests, using listening skills and non-blaming language

· Ask: Which problems could be addressed?

· How could these problems be addressed? 
Managing Interaction (Intervention) 


Stacking, Tracking, Intervening 
Managing Disruptive Behavior 
Closing a meeting   

Debriefing/Follow-up Exercise
· summarize points covered in this training 

· Plus/Delta Evaluation

· Next Steps (homework assignment)  

· plan agenda, group agreements and facilitate a meeting

Final questions? 

Training evaluation

Thanks & Close  
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MEETING PURPOSE / OBJECTIVES:  

clear, agreed to by attendees

AGENDA: 

specifies topics, timeframes, process and is agreed to by attendees

TYPE OF MEETING IS DEFINED:

in accordance with objectives ( information gathering or sharing, discussion, decision-making )

CLEAR ROLES: 

attendees are aware of contributions expected of them

PREPARATION: 

leaders, attendees, presenters are well prepared

ENVIRONMENT: 

facilities and room arrangement support the process

DECISION MAKING:  

process and procedures are clarified in advance and a win-win approach is utilized

LEADERSHIP:  

fair and unbiased

AUTHENTICITY: 

real issues are addressed; personal attacks are prevented; hidden agendas are surfaced and resolved

INVOLVEMENT: 

all attendees are encouraged to contribute

TECHNIQUES: 

a variety of tools are used to help the group accomplish its objectives

RESPONSIBILITY:  

all participants share responsibility for success

EVALUATION:  

outcomes of meeting summarized at conclusion and productivity and process evaluated by participants

ACTION PLAN: 
clear understanding of responsibilities for follow-up activities and commitment on part of those responsible to do them
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Convener

The convener is the person who calls the meeting.  This person may be the leader of a group or manager of a project, or may have no real authority. Generally the convener works with the facilitator to set the agenda.  The convener opens the meeting and then turns it over to the facilitator to lead so that he/she can participate in the discussion. 

Facilitator

The facilitator is the neutral servant of a group.  His/her purpose is to assist the group to 

(1) focus energy to achieve agreed upon group goals, (2) encourage participation by all members, (3) promote respect for individuals and their ideas, (4) prepare the agenda (with the convener) and make suggestions about process approaches.

Recorder

The recorder is also the neutral servant of the group.  His/her role is to utilize the group memory to (1) capture the basic ideas of speakers, using the speaker's words and (2) to work with the group and the facilitator to support the group process. 

Group Member

All other participants in a group are members.  At times, the convener may become a group member following the opening of the meeting.  Group members share responsibility with the other roles for the success of the meeting.

Facilitative Group Member

A facilitative group member is one who is able to help the group move through an inclusive and thorough process and accomplish its goals.  Typically, this person clearly understands roles and responsibilities and he/she is able to use active listening and problem-solving skills to assist individuals and the group as a whole.

Other Possibilities:

· Resource Person / Content Expert

This person is available to the group to provide background and specialized information as it is needed for the group to proceed.  

· Timekeeper

This is a member of the group who is appointed to help the facilitator keep track of the time allowed for specific parts of the agenda.  Sometimes the recorder will take this responsibility.

· Process Observer

This is a member of the group who volunteers to refrain from active participation in the meeting and monitor the interaction of the group and the effectiveness of the processes that are used.  The observer gives a report at the end of the meeting.  This role can be very helpful as a group is trying to make its process more effective.
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1.
Distrust or bias

In situations where distrust or bias is apparent or suspected, groups should make use of an outside facilitator.

2.
Intimidation

The presence of an outside facilitator can foster participation of individuals who might otherwise feel intimidated.

3.
Rivalry

Rivalries between individuals and organizations can be managed by the presence of a neutral, outside facilitator.

4.
Problem definition


If the problem situation is poorly defined or defined differently by group members, a 
neutral can help to construct a complete, shared understanding of the problem.

5.
Human limits

A facilitator can help when the double burden of thinking about the substance of an issue and appropriate process is too much for the group to manage effectively.

6.
Complexity or novelty

In complex or novel situations the group can use process assistance so that group members can do a better job of working together intellectually to solve problems.

7.
Timeliness


An outside facilitator can help the group speed its work when time is an issue.

8.
Cost

An outside facilitator can help the group reduce the cost of collaborative decision-making meetings.
* based on an article by Sandor P. Schuman, University of Albany.  This article appeared in the National Association for Mediation in Education Newsletter, Vol. 58, 1995
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	Pre-meeting
	· Assist with agenda development 

· Make sure participants are notified

· Assemble facilitation materials

· Decide on appropriate room arrangement

	Beginning of Meeting
	· Promote participation

· Establish a positive, comfortable climate

· Make contract with group - define roles

· Establish group agreements

· Define meeting purpose /objectives

· Get agreement on time available

· Set context for discussion (e.g., “roadmap”)

· Discuss processes to be used for: 
information gathering - decision making - conflict resolution

	During Meeting
	· Minimize your own talking

· Avoid acting as expert

· Help the group stay on task

· Promote participation

· Model facilitative behavior

· Encourage and compliment

· Enforce group agreements as needed

· Suggest process steps as needed

· Use criticism constructively – avoid becoming defensive

· Work with recorder to develop "group memory"

	At end of Meeting
	· Summarize outcomes

· Establish next steps and who is responsible

· Congratulate group on work accomplished

· Set next meeting (if needed) and define preliminary agenda

· Roll and label any flipcharts created

· Close meeting and straighten room

	Post-meeting

	· Prepare notes, highlighting action items

· Distribute notes as needed

· Plan next meeting
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The recorder, like the facilitator, is a neutral servant of the group.  His/her role is to develop and maintain the “group memory” (the flip chart pages where meeting notes are recorded).  The recorder should:

	1. Capture basic ideas using the speaker's words.


2. Work with the group and the facilitator to support the group process.


3. Write quickly but legibly - abbreviations are OK.


4. If necessary, clarify a point being made by asking the speaker for help.


5. Use an outline format when possible.


6. Number and date all pages. 


7. Use blue, black, brown, purple, or green mostly.


8. Use red, yellow, orange and pink to highlight.


9. Alternate colors to increase visibility.


10. Ensure the flip chart pages are neatly rolled, labeled, and delivered to the appropriate person.
	
	Tip:


Write

Big

and don't try to write everything


Advantages of using a group memory

· Acknowledges and legitimizes all ideas.

· Helps the group to focus.

· Provides an instant record and promotes accuracy.

· Relieves individuals from note taking.

· Depersonalizes ideas.

· Reduces status differences. 

· Allows participants to listen to others – because they see their own ideas captured. 

· Improves accountability when decisions & action steps are noted.

· Provides linkage between sessions

· Provides a consistent "reporting out" instrument.

Caution:
Ideas that are written down are not necessarily approved or adopted.  A consistent process for reviewing the group memory and bringing closure to items must be utilized.  The recorder must have assistance from the group to make sure that the notes are accurate.
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Before the meeting begins, the facilitator or the convener will prepare an agenda for the meeting.  The Agenda serves as a roadmap for the participants, letting them know how long the meeting will run, what the topics of discussion are, and what the desired outcomes of the session are.  The agenda provides context throughout the meeting, by reminding participants where they are in the discussion, and frames the discussion, allowing the facilitator to help the group if the discussion begins to veer off topic.  As a facilitator, you may work with an agenda in the following ways.

Prepare the Agenda This should be done before the meeting.  You should consider the topics that need to be discussed, how much time should be allotted for each item, and what process you will use to achieve the desired outcome of the item.  In addition, you should have the purpose of the meeting clearly stated in your mind (or on a big piece of flip chart paper) so that you can prepare to remind the group of why they are meeting.

	          Time

What is the sequence of topics?  How much time can you allot to each?
	         Topic

What items need to be discussed?
	        Process

How will these items be discussed?  Who will be involved?
	 Desired Outcome

What is the goal of having this on the agenda?
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AGENDA


                  6:00 - 8:00 PM

  6:00 PM 
Welcome and Introductions



Agenda Review


Topic 1

  7:00
Topic 2


Topic 3


Summary & Review of Next Steps



Process Evaluation

  8:00
Thanks and Close

Review the Agenda with the group at the beginning of the meeting.  Use this as an opportunity to check in with the group to confirm that this is what they expected to be doing during the meeting, and ask for any additions or modifications.

Use the Agenda During the meeting you can use the agenda to help keep the group focused about where they are and what they'll be doing next.  You can also use the agenda to help bring the group back on track, by checking in with them about the time, or by asking if what they are currently discussing relates to the agenda.  Agendas are also great tools to help people feel like they are accomplishing what they set out to do.


Also known as “ground rules,” group agreements:  

· Set minimal standards of behavior in a meeting… or articulate goals for improved behavior.

· Should ALWAYS be used in some form… the one time you skip them, they will be absolutely necessary

· Should be introduced as early as possible on the agenda, since disrespectful behavior can start anytime.

· Should be discussed if they are new to the group.  For example, if the ground rule is “speak respectfully,” encourage discussion and buy-in by asking “What does ‘respectful’ look like for you?”

· Should be written out and posted in a visible location.

· Should be thought out when the agenda is being designed… but must be approved by the group at the beginning of the meeting.  Make eye contact with each group member and ask for nods.

· Can be modified by the facilitator or a group member during the course of the meeting if necessary but changes must be approved by the group.

· Should be enforced carefully.  General statements are often enough to get a group back on track.  Examples include:

1. “Let’s remember the group agreements”

2. “We all agreed not to be disrespectful”


3. “We’re having trouble with interruptions”

4. or simply a gesture to the posted group agreements
PCRC frequently uses some or all of the following Group Agreement:

· Speak respectfully

· Speak from your own experience

· Speak one at a time

· Listen for new information

· Take responsibility for your own participation

· Allow the facilitator to guide the process

· Technology off please


Who Is a Stakeholder?

Stakeholders are those affected by an outcome or decision, whether negatively or positively, as well as those who can affect the outcome of a proposed decision.   Determining the relevant stakeholders for any given concern depends on the situation and type of activity.  Generally the issue being addressed identifies the stakeholders. Getting all the relevant stakeholders becomes essential to producing effective results. For every concern being addressed, a broad spectrum of stakeholders exists ranging from directly affected parties to individuals or institutions with indirect interests.

A good way to identify appropriate stakeholders is to start by asking questions. These questions are not an exhaustive list but rather a preliminary road map to help guide the process. 

· What “sides” of the issue need to be represented?

· Who are the representatives of those likely to be affected?

· Who are the "voiceless" for whom special efforts may have to be made?

· Who is responsible for what is intended?

· Who is likely to mobilize for or against what is intended?

· Who can make what is intended more effective through their participation or less effective by their nonparticipation or outright opposition?

· Who can contribute financial and technical resources?

· Whose behavior may have to change for the effort to succeed?

Attracting Stakeholders (how to encourage participation)

· Who is familiar with the stakeholders and has credibility with them?

· What strategies have worked successfully in the past?

· What barriers might keep stakeholders from participating?

· What is the most effective way for reaching the stakeholders?

· Word of mouth

· Press releases to local and special interest publications

· Emails

· Bi-lingual flyers and notices

· Partnership organizations, institutions, groups

Cultural Humility
Definition:

An attitude of respect when approaching people of different cultures. A commitment to active engagement in a lifelong process of self-reflection and self-critique requiring the ability to move beyond one’s own biases. Does not require mastery of lists of "different" or peculiar beliefs and behaviors supposedly pertaining to certain groups. A process that requires humility in how we bring into check the power imbalances that exist in the dynamics of communication. (Tervalon & Murray-Garcia 1998).

Cultural humility recognizes:

· The most serious barrier to culturally appropriate communication is not a lack of knowledge of the details of any given cultural orientation, but the failure to develop self-awareness and a respectful attitude toward diverse points of view.
· It’s okay to have discomfort.

· It’s okay to not know.

· It’s good to ask.

· No one person is ever an expert in any cultures.

· Each person is an expert in his/her own experience.

· Complete cultural competence is not achievable but a life-long commitment to learning cultural competence is.

· Inter-cultural communication necessitates a re-distribution of power.

· Culture provides unstated sets of rules by which we operate, reward and punish.

· We are often unaware of how our culture/s inform our perception, cognition, emotions and actions and we can strive to learn as in an on-going manner how it does.  

· We do not assume a hierarchy of skills and competencies; however, we have the capacity to change in response to humility.

Guidelines for Facilitating Diverse Groups

It is best to know your audience when possible and learn as much as you can about literacy levels, learning styles, cultural norms, cultural communication styles and cultural concepts of time and status.  When you are unable to be prepared here are a few guidelines to help you.  After you learn as much as you can remember that cultural norms do NOT apply to everyone in a cultural group.  Cultural humility will get you far in any situation among people whose cultures or experiences are different from yours. 

· Know your own identity and how culture plays into your life.  Your default should always be what is polite in your own culture.  We all assess situations through our individual perspectives.  The more you know about your own perspective the more you can address your own assumptions and suspend judgment.

· Introduce yourself.  Know your own limitation regarding your personal story and how it might differ from those in front of you.  

· DON’T ASSUME, ASK:  If you don’t know ask, but make sure and give people an out.  It’s unfair to always expect people of a non-dominant culture to be educators.  

· If you notice cultural clashes within the group, name them.  

· Be aware of different communication styles. 

· Be aware of different values.  What seems like rambling to one person might be setting a context of respect for someone else.

· Be aware of different body language customs.  Body language is often thought to be the most important non-verbal tell, but be careful what you think that body language is telling you because your assessment is likely based on your own cultural expectations.  

· Set up of the room.  Be aware that different cultures have different understanding of personal space.  Ho we arrange the room could alienate some people.  

· Be aware of literacy levels.  20% of adults read at or below a 5th grade reading level in this country.  Many people have learned to “pass as literate”.  

· Be aware of power dynamics in the room.  Who is making decisions, who are those decision having an impact on?  
Games and Ice-Breakers

Growing up, most of our learning happened through games and activities.  Unfortunately, when we went to work in the real world the fun and games stopped.  Things like toys, balls, candy and stuffed animals can be used to break the monotony of a meeting or lighten things up after a serious discussion.


Why Ice-Breakers?
Ice-Breakers can be used to:

1. Encourage all participants in breaking down and discarding status, prestige, authority, structured attitudes, and behavior habitually employed in day-to-day activities.  “Ice” here is a slang term for “rigid formality”.

2. Encourage all participants to relax and enjoy themselves and each other, regardless of roles or status, and to be more open and open-minded towards the substantive meeting to follow.

3. Encourage participants to interact with each other and get to know each other in unorthodox ways.

4. Soften up participants before they face the core material of the meeting.

5. Set a positive climate for full participation.
We’ve divided them up into three categories:

	Getting to Know You

The purpose is pretty simple.  These are games that help people start talking and introducing themselves.  They can be used for groups who have never met before or with groups who meet frequently but never take the time to get to know each other.  Not matter how they are used, they help to create an atmosphere of comfort and trust. (People Bingo! Or Two Truths and a Lie)

	Energizers

These are quick and often disconnected from the task of the meeting, but they help get people moving after a long time of sitting and hearing information. They can be used before or after a break.  They are also useful after lunch breaks!  Use sparingly; too many within a short period of time can detract for the seriousness of the information being presented. (Simon Says)

	How It Applies

These activities are used to teach a lesson or to make a specific point related to the actual content of the meeting.  Here you are able to create your own activities based on the topic of the meeting. (Group Juggle)



A facilitator must know how to…

STACK people that want to talk

6. ask “who wants to say something about this?”

7. count off people or jot down the names of people who join the queue

8. remind people of the speaking order in between speakers

9. stick to the order, but give SLIGHT preference to those people who haven’t spoken much or seem hesitant 
TRACK ideas that are being generated 

10. use active listening, especially rephrasing and summarizing

11. describe the conversation periodically, e.g., “we seem to have two major threads of discussion on this topic, x and y.”

12. use the group memory liberally since it helps you and the group

13. if too many things are being talked about at once, list them for the group then ask what order they should be discussed.
INTERVENE when momentum is lost or the group has reached a rough spot. Intervention techniques include:

	· Boomerang - make the group answer its own question.
	· Encourage - group members and group as a whole; note progress that they have made.

	· Play dumb - ask group to explain a behavior to you (use sparingly.)
	· Legitimize - model respect for all ideas.

	· Describe what is going on - identify and describe behavior, for example note that discussion has lost focus or moved away from topic at hand.
	· Use criticism constructively, don't be defensive - apologize as appropriate.

	· Check for agreement -never assume that group agrees with your statements or suggestions. Ask them. "Is that right?"

	· Use body language effectively - sit down if things are going well; legitimize by nodding;  use hand gesture to halt interruption.

	· Avoid procedural disputes - ask for group approval of process; if other suggestions are made, ask group to decide
	· Use group memory - point to agenda, write idea or comment on group memory, underline or star an idea already expressed.

	· Enforce process agreements - stay with agreements obtained at beginning of meeting.
	







A facilitator should be knowledgeable of a spectrum of interventions.  When a group member disrupts the first time, the facilitator should use a “low-level” intervention, for example making eye contact with the person.  With repetition or increased impact on the group, you can try more direct approaches.

THE LATECOMER:   

Do not confront; acknowledge presence; suggest he/she refer to group memory to get up to speed.
THE EARLY LEAVER:  

Do not confront;  find out why;  at outset, check to see if all can stay.
THE BROKEN RECORD:  

Use the group memory; suggest that the group hear out the problem.  If relevant, do a time check with the whole group.

THE DOUBTER:  

Have the group agree on a moratorium on evaluating ideas.  

THE HEADSHAKER:  

(Expressing non-verbal disagreement)  ignore, focus on speaker; acknowledge the behavior-invite verbal sharing; discuss during a break; last resort- point out the disruption, request a halt. 

THE DROPOUT:  

(yawners, silent ones)  if several, it may be the meeting;  try eye contact;  try walking up close;  do not embarrass; discuss at break.
THE WHISPERER(S):  

Slowly walk up close; use eye contact; if there is a lot of it going on, describe the behavior and announce the need to get back on track.

THE LOUDMOUTH: 

May be senior person or decision maker; first step is move closer when he/she talking-maintain eye contact;  hand gestures showing acknowledgement;  when it stops, shift focus, call on someone else;  talk it out during a break;  confront in meeting as last resort.

THE ATTACKER: 

Get physically between attacker and target;  have them talk to you rather than each other;  use group memory-focus on ideas, not people;  if you are being attacked, don't be defensive-use boomerang to get positive comments from the group. 
THE GOSSIPER:  

(Introduces hearsay into meeting)- check for credibility of information.

THE INTERPRETER:  

If interrupting, ask to hold off until the speaker finishes;  if interpretation occurs after speaker has finished, check with speaker about its validity.

THE BACKSEAT DRIVER:  

Tells you how to facilitate; when criticism starts, ask for a process suggestion and check with group if they agree; if they do, adopt immediately;  if not, his/her argument is with the group.

THE BUSYBODY: 

(In and out of meeting) tough to deal with; if senior member or manager, you may suggest a break or reschedule the meeting;  try to prevent by arranging meeting to avoid conflicts.

THE INTERRUPTER:  

Deal with immediately - it's your job to protect everyone's rights; suggest they write down ideas; handle chronic interrupter outside meeting.
TEACHER'S PET:  

Don't get sucked in - move away, break eye contact; don't answer an evaluation type question-send it back to the group.


In a meeting, participants will open up a topic of discussion, narrow or focus on that topic, and then close the discussion.  During the process, you may be required to do one or all of these tasks.  You might spend a whole meeting focusing on one task or you might complete all of the tasks for each of several agenda items.  PCRC facilitators are expected to have the skills and tools to support each of these tasks.  These tasks can also be understood as either opening (divergent) or narrowing and closing (convergent) processes.  A facilitator should know what kind of process s/he is leading and how that process serves the meeting purpose.

Three Stages of a Discussion




1. Opening: People offer ideas, information or perspectives

2. Narrowing: The information is organized for better understanding and may be evaluated

3. Closing: Proposals are made and explained, and then selected. 










​


Principles:


· separate idea / option generation from option selection

· develop the largest, most creative list of possible options and then use a systematic process (critique and evaluate) to select best options to incorporate into an agreement or solution

· a group working together develops synergy that will assist with option generation

· all group members have an opportunity to contribute ideas

Rules: 


1.
as many ideas, as quickly as possible


2.
no evaluation or criticism of ideas during brainstorming


3.
group members have the right to "pass"


4.
participants have the right to clarify ideas

Participants' Bill of Rights in Brainstorming

· the right to "pass"
· the right to be put "on hold"
· the right to clarify


Sample Questions to Open or Broaden a Discussion

· What do people think about ________?

· Does anyone have different ideas?

· Are there other ways of think about ________?

· Do other people feel similarly or are there different perspectives?

· Does anyone disagree?

· Who else would like to speak about this topic?

· Who has something to add?

· What’s missing from this list?

· What/who are we forgetting in this discussion?

· What would happen if ________?



Methods of narrowing options & prioritizing:
1. apply agreed upon criteria about what a successful solution would look like

2. idea advocacy - group members speaking to the value of the idea

3. grouping or categorizing (placing similar ideas under broad headings)

4. voting:

· with voice

· with hands or fingers

· with dots (preferences)

5. negative voting to eliminate options

After narrowing to a few options, you can use voting, authority, or consensus as the method for determining a final decision.

Sample Questions to Narrow a Discussion ( and lead to a decision)
· Are there any duplicates on our list? Any ideas that can be combined? (after a brainstorm)

· Are there any ideas that can be eliminated? (after a brainstorm)

· Where do we agree? Where do we disagree?

· What do you think are the top priorities? 

· What is most important?

· Where are we?  What do we need to do next?

· What progress have we made?

· What are the key themes of our discussion?

· How can we narrow our options?

· Are there barriers that prevent implementation of any proposal made?

The purpose of making a decision:

· Select a final solution to include in an agreement

· Get group commitment to a direction to move in next

· Finalize agreement; making it clear, specific and include timelines
How do Groups Usually Make Decisions?




Features of Each Approach
Authority:

· The individual or subgroup with formal authority makes a decision

· There may be an opportunity for input by the larger group

· Expedient; time efficient

· May be used to avoid conflict among the group

· The group may or may not be satisfied with the decision
Voting:

· Generally involves discussion of options first, then majority rules

· Different rules are used re what percentage of “yes” votes are required to move forward  

 (e.g. 51%, 75%)

· Expedient; time efficient

· The majority is satisfied with the decision

· A portion of the group will not be satisfied (sometimes as much as 49%)

· Often perceived as being fair, but not always
Consensus:

· The whole group participates in making the final decision

· The decision is one that everyone in the group can live with

· Can be time consuming

· High level of buy-in 

· Sometimes used with voting or authority as a back-up if consensus can not be reached.
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+ Summarize what has been accomplished.
+ Clarify next steps (who does what, when).

* Ifthere is a next meeting, confirm the date, time, and place.

+ Congratulate the group on accomplishments.

+ Thank the group for allowing you to faciltate and close meeting.

+ Remind group members to take offtheir nametags ©

Types of Closings

* Next Steps
‘The group develops an action plan based
on the information of the current meeing
Action plans should mention who, what,
where, when, and how the plan will be
‘accomplished.

* Commitments
Related to Next Steps. Specifically
mentions who will do what and the group
is in agreement.

+ Announcements
Whats going on that may or may not be
related to the mesting.

* Review
What has been learned throughout the
meeting.

- Take Away
Asking the group what they will walk away
with after the meting.

Ask the group to mention things that they.
‘appreciate about each other.

* Tying it all together
Conveying to the graup how the meeting
or activity applies to a certain issue or
theme.

« Last Thoughts
Group members share opinions, ideas.
‘and last thoughts of the meting.

+ Evaluation
Group provides information regarding

f the meeting. Steps to bring
g to a close

Plus +/ Delta & Evaluation

PCRC frequantly uses a plusidelia process
analyss to quicdy gather thoughis about
the effactiveness of the maeting andlor
facitalion. Using a two-column grid on
fip char,the facilator asks two questions:

1) What went wellduring the meeting?
(Plus column) +

2) What neads to be changed next time?
(Delta column) &

Al comments are racorded without
‘comment o discussion from the facitator.
“The facitator should simply thank the
group fo thir thoughifuness and debrief
any learnings with thei aciltaton team
andior the group convener.
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A Key to Being a Facilitative Leader is…


  						


Learning the keys to managing effective meetings





Characteristics of Effective Meetings








Roles in a Meeting








When it is helpful to use 


an outside facilitator*





Responsibilities of a Facilitator





sS





Role of the Recorder





sS





Using an Agenda





sS





Write up the Agenda before the meeting begins, so that everyone will be able to see it, and so that you'll have something to refer to.  It should include date and both start and end times, as well as the major topics to be discussed, and how much time the group will spend on any particular topic.  Post the agenda in a location visible to everyone.





About Group Agreements


s





Identifying and Including Stakeholders 





Managing Interaction





sS





Levels of Intervention





Attacking:  Intervene physically between attacker and target, ask to focus on you and explain their concern





Everyone is Silent: “I notice and I wonder”





�





When disruptive behavior is happening in a facilitation, you may feel unsure of yourself.





Remember your facilitator tools, such as group agreements and the agenda.





Knowing what level of intervention to use for disruptive behavior takes time and practice.





� EMBED Unknown  ���





� EMBED Unknown  ���





Interrupting:  Ask to hold idea until speaker is finished





Techniques for Dealing with Disruptive Behaviors








Key Tasks in Facilitation





CLOSE





NARROW





OPEN





Key Tasks of a Facilitator





Analyzing Issues


( Positions/Interests


( Questions/Concerns/Ideas


( Group Problem Solving





Narrowing Ideas & Options


( Criteria


(  Idea Advocacy


( Grouping/Categorizing 








Identifying Issues & Meeting Purpose


(  Agenda Review


(  Proposed Outcomes





Gathering Information


(  Using Group Memory 


(  Asking Questions


(  Managing Discussion





Generating Ideas & Options


(  Brainstorming


(  Structured Go-around


(  Individual Writing





OPEN										








CLOSE





NARROW





Making Decisions


( Voting


( Consensus


( Authority & Weighted Voting 





Planning Next Steps


( Timeline


( Who, What, When





Summarizing Accomplishments & Evaluating Process


( Una Palabra


( Plus/Delta





Brainstorming and Encouraging Ideas





Rules for Brainstorming





Generate as many ideas as possible


No evaluation, no criticism


Participant may “pass”


Facilitator may put someone “on hold” to allow others to generate ideas





Approaches to Narrowing





Approaches to Decision Making





� EMBED Unknown  ���





� EMBED Unknown  ���





� EMBED Unknown  ���





CONSENSUS





AUTHORITY





VOTING








2009 Peninsula Conflict Resolution Center (PCRC)


21
2012 Peninsula Conflict Resolution Center (PCRC)
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