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FACILITATION SKItLS

Sample Two-Day nda

Overview ‘The times Listed below are approximate and should be used only as a basic guideline. It's mare

—_ e amporas o low theporicipagts o spend e i e varies ha el e e ot Yo
Facilitation Skills provides you with the essential information and skills needed for you to can easily these mes. Try not to et the clock run your workshop. Observe the pardici-
excel as a facilitator. pants and make your time decisions accordinzly.

T proga will iy i stimnliog snd iding dicusions by g ey Sl Opening the Warksbop 20 mimures 830~ £50
behaviors. Ywml.llemmﬁumsnnt.hesummn( sous e co S eite B Eomcs P U

Clisnt conmacts, agendas, asz, , 5 5
and results. Facilirato oo s e
mmjn;mpfmpm S nesded 0 dg,l(:n;lwmm i “m tokesp Managing Structure. Not Content 20 mimates 0:35- 955
the process moving in a pesitive direction.
Client Contmacts 15 mimatas

Facilitation Skills is dasigned for you to actively participate with your pesrs in the tminin
workshop. This training program Enmm;ﬁvmﬁnmp’wmjmukm'lede!md)lﬂ]ahl
inmezrating your work-relared sinuatiens into the workshop.

Four Key Crieria to Client Conmacts 15 minures 10:25- 1040

Co Objectives Developing a Sample Conmact 30 mimuras 10:40 - 11:10

Ous g5 ol s pronal il o o v Sty o it 5 . 0115
Qus goal s o o gl e o Strucrure and Process For Your Mesting 15 minre: 11:10-1125

Bresk 15 mimtes

— « Foviiaimg Behaviors Develoing Your Azenda 15 minures 11:25- 1140
» Managing Structure, Not Content . 01155
& Munaging Stucturs, Not Co How to Use the Flip Chaxt 15 mamtes 11:40- 1155
& Deveoging the Sructurs ané Process for Four Meating " .
. Ciarifving the Facilitaior’s Level af Empowerment a n L 0 mamtes
ing Parii Through 0 Listening Skills s
) G e Facilitsor Empowerment 0 mamtes
¥ Doat s Negae e o B Eresk 15 e
» Undersianding and . WW Client Fotion- i Acties
- ® )
i Skill Practice ) mimtes 10- 310
Personal Objectives 1/ ,
Encowaging Partcipation Through Quesions 15 mirmtes 310- 325
In s sechion of youx workbook. Witz oul one ar fwo parsanal objechves you would ke
0 accomplish by e end of Faciliarion Skills. Use these abjectives 25 your measwring Bresk 10 mimures 325- 335
100l 10 help you determine where 1 Socus your energies durn the worksbap. Try to Linit
o el et 0ot 10 o 13 weds s maye e o o et 4510 5 Types of Questions to Ak 45 mimres 335- 420
he exescises and tak to ofler participants, you can modify your oljecives.
Listening Acknowledgments 15 mamtes 420- 435

o201

FACILITATION SKILLS.

Managing Structure, Not Content Q}/ Managing Structure, Not Content
mmurmnmﬁummm il g ) . . _
i g o o i e 1) State the following and direct participant: to page

ufnmnhrymuslbennd.mmdmdmm(zdbﬂteﬁ[ﬂmm if the group's potental s to
be fully reached  The facilitator who persemally moves into heavy m&mrmmmfﬂm!rmql
comtent issues runs the risk of reducing sroup irvolvement, tust, and opennes:

Now we're zoing to discuss one of the most important disfinctions in faciitation. Vour role
as a facilifator is fo manage the meefing structure while remaining neutral regarding the
mesting content. The meeting content i the responsibility of the zroup. The position of
neutrality must be undersiood and practiced by the facltator if the groug’s potential is to
be fully reached. The facilitator who personally moves info heavy involvement of the
‘Eroup’s content issues runs the risk of reducing group involvement, irust, and openness.

Structure - Fulfills the “how” questions. How the mesting’s issues and subjacts are deait
with; Bow the mesting procesds in terms of agenda and team tools; bow discussions ke
place; how decision tools ars used: how formats, flip chars, and ivolvement ke place;
bow the meeting s physical environment will be armnged.

Stroctur ol the “how questions. How the neling's eaes sod subjects are deslt
with; how the meeting procesds in terms of azenda and feam tools; how discussions take

place; how decision tools ar!ls!d, how formats, flip charts, and involvement take place;
how the meefing’s physical environment will be arrang

Content - Answrs the “what” questions. What are the mesting's subjects, issues, problems,
analysis, recommendations, and supporting data? What issuss will be dealt with and m what
sequenca?

Content answers the “what” questions. What are the mesting’s subjects, issnes, problems,
amalysis, recommendations, and supporting data® What issues will be dealt with and in
what sequence?

Exercize

In your small group, talk our-loud and daternine whether the acriviry thatis described

below is part of coment or sruche. Provids reasons for your selsction. Tn your small group, falk ont-loud and determine whether the activity that is described

Content  Structure T
1. Deselopment and diseriburion of t2am mesting azena onpage T part of content or structure. Make sure you provide reasons for vour selection.
and preparatian of the room. Does anyone have any questions?

2. Statement of mesting objectives. PR

;m; 1=to subgTOUps fo discuss possible improvement 1) State the following to debrief the exercize.

4. Discussion iavelving clarification of group objective. Let's go around the room and see how you answered each one.

5. A hrainsrorming session to develop improvemen ideas Are Gain responses for each one. Talk about any confusion or difference in opinions,

6. Cost information on purchase of equipment and suppliss. ‘The odd numbers are srcrare. The even mumbers are content

7. A free-flowing discussion resulting from the facilimtor's Any questions before we move on”
e I — Answer any quastions

[
3 Prograss report an a group project - Add any personal insight.
8. Summanzeg and claniying 2 goup decison. _ JE— 3) Draw concluzions.

10. A presentation of existing policies by a goup member.

| Microsoft WORD “
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Sample Workbook Pages

FACILITATION SIS

Overview

Facilitation Skills provides you with the essential information and skills needed for you to
excel as a facilitator.

Short-Term Meetings

3 ), L

This prozram will assist you in stimmlating and guiding discussions by using key facilitator
behaviors. You will learn to focus on the stracture of sessions and not on the content.
Client comtracts, agendas, and mesting stmacture and process, are all reviewed to achisve
maximum participation and results. Facilitator empowerment iz explored along with the
listening and questioning =kills needad to dzal with negative meeting behaviors and to keep
the process moving in a positive direction.

Facilitation Skills is desizned for you to actively participate with your peers in the trining o 15
workshop. This training program encourages you to improve your knowledge and skills by = = = - =
integating your work-related simations into the workshop.

Course Objectives

Skill Practice

Crur oal is to build greater personal skill and confidence in your ability to facilifate group
discussions or mestmes by focusing on the areas listed below.

n Tdentifying Desirably Faciliteting Behaviars

n Maonaging Strructure, Nor Consent

n Developimg Cliens Contracts

n Developimg the Sorucire and Process for Your Mesting

] ﬂmﬂm;!k!ﬂmr:kvdqf@mm

n Erconraging Particip Through (o and Liztening Skills
n Closing a Mesting Confidendly

n Dealimg With Negathee Meeting Bekaviors T —

Personal Objectives ?j

In this section of your warkbook. write ut ons or two personal objectives you would like
to accomplish by the end of Faciliation Skills. Use these objectives as your measuring
toals 1o help you determine whare to focus your enargies dunng the workshep. Try to limit
vour initial ebjective to about 10 to 15 woerds and maybe one or two bullets. As you get
min the exercizes and falk to other participants, you can modify your abjectives.

an Effective Leader Exercise

What Went Well?

What Could Use [mprovement?

& 201 Birainsoens Chymansics




R eransor
'd

Dynamics

Sample Workbook Pages

FACILITATION SKILIS

Managing Stoucture. Not Content 7{/
m&lasaﬁsuﬁfs'm] = The role of the facilitater is to manage the mesting stoctur: while remaining nentral regard-
g the meeting content. The meeting content is the responsibdity of the group. The pesition Short-Term Meetings

This will asist of neumality must be understood and practiced by the facilimter if the group’s potental is to
behmpquuu:?m'k]'louwﬂl]urﬁ be fully reached The facilifator wh personally mewes into heavy mvelvement of the group’s

Client conmmacts, agendas, content issues nms the misk of reducing group involvemsnt, trast, and openness.
]Jshmmgde eslmE = Stroctore - Folfills the “how™ questions. How the mesting's issues and subjacts are dealt
the proces: ni:ing;ﬂ with; how the meeting proceeds in terms of agenda and team tools; bow discussions take
place; how decizion tools are used; how formats, flip charts, and invelvement take place;
Facilization kil is desig] bow the meeting”s phyzical sovironment will be amangad
;?g;‘.tnl?g %m Content - Answears the “what™ questions. What are the meeting’s subjects, iszuas, problems, § § - - i
¥ analyzis, recommendations, and supporting data™ What izsues will be dealt with and in what
sequence’
E . Skill Practice
Xercise
Crur oal is to build greatd
discussions ar mestmes by In your small group, talk out-lood and determine whether the activity that is described
below is part of contens or strachure. Provide reasons for your selection
n Tdentjfvimg Dey Content Strocture
n Maonaging Sl 1. Development and distrition of team mesting agenda
n Developimg Ol and preparation of the room.
n Developimg the
n Clarjfiing the ] 1. Statement of mestmg objectives.
n Erconraging P
n Closimg a Meed 3. Moving into subgroups to disouss pessible improvement
® Dealing With ) solutions. — — Slll Practice Coaching
4. Discussion invelving clarification of roup oljective.
5. A brainstorming session to develop improverent ideas. —
In thiz section of your wai . ) . .
to accomplish by the end &. Cost information on purchase of equipment and supplies.
[m]smhelpmliaemm B . § N
vour 1 obj o al ;;E;ﬂmmg discussion resulting fom the faclimter’s
min the exercizes and talk ' e —
2. Progess report On a SToUp project |
9. Summarizins and clanfying a group decision
10. A presenmtion of existing policies by a group member.
What Could Use Improvement?

€201 Brainstans Dhynansics T
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Facilitation Skills provide)
excel as a facilitator.

This prozram will assist ¥
behaviors. You will learn
Client comtracts, agendas,
maximum participation aiy
listemingz and questioning
the process moving in a p

Facilitation Skills is desig]

workshop. This traiming g
negating your work-rels

Crur oal is to build greatd
discussions of mestmss b

u Tdemtifying Dey
S

In this section of your wa
to accomplish by the end
toals 1o help you determin
vour initial ebjective to ay
min the exercizes and talk

& 201 Birainsoens Chymansics

Structure - Fulfills the ]

Man|

The role of the faciliator
ing the mesting comtent.

of neumality must be undd
be fully reached The fad
content issues nms the

with; how the meeting pr
place; how decizion toals
bow the meeting”s physid

Content - Answears tha *q
a.u.alvsls recommendatiog
sequence?

In wour small group, talk
below is part of comtent of

1. Dievelopment and distr
and preparation of the rog

1. Statement of mesting o

3. Maoving into subgroup
sohitions.

4. Discussion invelving
5. A bramstorming sessiof
&. Cost information on py

7. A fres-flowing disouss
questons,

2. Progess report on a Z1f
9. Summarizins and clar
10, A presenmtion of exdy

FACILITATION SIS

Encouraging Participation Throug estions

Experienced facilitators will tell you that the preatest and most impartant toal in successful
facilitation is gaining involvement and participation from the group membears. The measure
of the group’s success largely derives from both the quantity and quality of the group’s in-
volvement.

Arcomplished facilitators never create unpleasant feelings in atfaming mvelvement Instead.
they at=mpt to cr=ate folfliment and satisfaction within the group as a result of participation.

Crutlined below and on the following page are sight general mlss for effectively asking non-
thrsatening questions to g2t participation.

1. Initially ask each question of the enfire group.

» For example azk a general question like, “Whar are the posiibie raarons for
increased probiems with . .. 7" Trynotto ask, "Bed, inyour areq. whar are the
passible rexzons for increased problems with. .. ™"

1. Pause and allow group member: time to consider the guestion.
= Some facilitatars become anxions if a question doesn't elicit an immediate re-
sponse. If this happens to you, relax. The group members are thinking, Silence is
powerfol when youn ars the person confrelling it Use it o your advantage.

3, If a group mewmber responds, acknowledge the remark, and explore the
response further if vou think it°s neceszary.

= An example & outlinad below.

Group member: “One of the reazons we have mmmm is berause the
Paperwork we receive it conflizing. "

Facilitater: “Whar's 5o confiusing abour the paperwark” ™

Gronp member: “Tall, _m-mm m,mm It paorly designed, caurimg us
NRTMCESIATY .

4. If no one responds to a question, consider rewording the question or
asking if the question need: clarification.

= For example, azk the question, "Hinve [ explaimed thiz o 7 rather than, "D
yau undgrsiand”

cill Practice

‘ractice Coachine
rEm— v Y

tice Coaching Checklist
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Facilitation Skills provide)
excel as a facilitator.

This prozram will assist ¥
behaviors. You will learn
Client comtracts, agendas,
maximum participation
listemingz and questioning
the process moving in a p
Facilitation Skilks is desig|

workshop. This traiming g
negating your work-rels

Crur oal is to build greatd
discussions or mestmes b

Tdentifying Des
Muanaging Sirul
Developimg Cli
Developing the,
Clarifving the J
Enconraging F|
Closing a Meed
Dealing With N
Undersaanding

In this section of your wa
to accomplish by the end
toals 1o help you determin
vour initial ebjective to ay
min the exercizes and talk

& 201 Birainsoens Chymansics

Strocture - Fulfills the Y

Man|

The role of the faciliator
ing the mesting comtent.

of neumality must be undd
be fully reached The fad
content issues nms the

with; how the meeting pr
place; how decizion toals
bow the meeting”s physid
Content - Answears tha *q

a.rnl\';ls recommendatiog
sequence?

In wour small group, talk
below is part of comtent of

1. Dievelopment and distr
and preparation of the rog

1. Statement of mesting o

3. Maoving into subgroup

4. Discussion invelving
5. A bramstorming sessiof
&. Cost information on py

7. A fres-flowing disouss
questons,

2. Progess report on a Z1f
9. Summarizins and clar
10, A presenmtion of exdy

Encouragiy

Experienced facilitators o
facilitation iz gaining invy
of the group’s success lar|
volvement.

Arcomplished facilitatory
they at=mpt to crzate folf

Crutlined below and on thy
thrsatening questians 1o g

FACILITATION SIS

Tvpes of Questions to Ask -’]‘./

Ther= are five catzporiss of questdons that skilled facilitaters uss to Zain greatsr participation
and imvolverment by their sroup members. Thess types of questions inchide:

L. Open-Ended

L. Greater Eesponze

3. Redirection

4. Feedback or Clarification
£. Close-Ended

1. Initially ask each 4

= For example. az}

imcraazed probi

passible rexzons,
1. Pause and allow

= Some facilit

sponse. If this

powarfol when y

3, If a group memnb
response further if

= An exampls i of
Group member:

Facilitator: T
Group member:

4. If no one responds
asking if the quesq

= For example. az}
yau undarsiandT|

Type: of Questions to Ask Fxercize

I wour small group, talk out-loud and disosss each type of question. Using the examples
provided as your guide, create several new questions that you can use as a facilitator. Write
VOUr new questions in the spaces provided.

1. Open-Ended Cuestions

An open-endad question is one that cannot be answered with a singls waord er phrase such
az “ye:” or “no.” Open-ended questions are powerful because they stinmilate thinking, en-
courage discussion and interaction, and dizcourage group members from premamurely taking
definitive positions on issues not yet thoroughly discussed. They fypically begin with
words such as “how,” “what” and “why ™ Listed below are a few examples of open-ended
questons.

= "How do the resr af you feel abour this?"

= "Haw will thit salution impact you® ™

= "Haw do you want fo evaiuae your ideas ™™

=~ "TWhat are your thoughes abond this” "

= "What can be done to minimize the porential wr_par::?"

= "Whar hagpens i we don 't salve r.&w_nrabm

~ "TWhy are these problems recurTing

= "Why are we hnmg_nmbum ke thoze ln'rm‘arr the fiip charr?”
= "Wy do you believe this one ides i o critical”
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Sample Two-Dav Agenda
The times listed below are approximate and should be used only as a basic guidsline. s mare
impartant to allow the participants to spend time in the exercizes that benefit them the mest. You
can easily modify these tmes. Try pot w0 let the clock ron vour workshop. Observe the partici- Short-Term Meetings
pants and make your time decisions accordingly.
Opening the Warkshap 20 mirates 8:30- 8:50
Desirable Behaviors Exercise 45 minates B:50- 2:33
Managing Stractare. Mot Content 20 minutes B:35- 253
Client Comtracts 15 minutes 0:35 - 10:10 - - -
Break 15 minutes 10:10 - 10:25
Four Key Criteria to Client Confracts 15 minutes 10:25 - 10:40 Skill Practice
Developing a Sample Coniract 30 minutes 10:40 - 11:10
Struchure and Process For Your Meeting 15 minutes 11:10- 11:25
Developing Your Agenda 15 minutes 11:25-11:40
How to Use the Flip Chant 15 minntes 11:40 - 11:5%
] Lunch 6 minutes 11:35-12:55
Facilitater Empowerment ) minutes 12:35- 1:55 11l Practice Conchine
Break 15 minutes 1:35- 210 o I S
5kill Practice () minutes 210- 310 =
Skill Practice Coaching Checklist b,/f)
Encouraging Participation Through Questions 15 mimares 300- 3325
Break 10 minutes 3:15- 333
Type: of Questions 1o Ask 45 minates 3:35- £20
Listening Acknowledgments 15 mizres *:0- 238 kills of an Effective Leader Exercise _,f) What Went Well?
Wihat Could Use [mprovement?
]
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Managing Structure. Not Content
dq
A 1) State the following and direct participant: to page 7.
The fimes listed below arg . . . . R . .
fmpartant to allow the pag hmwﬂ'emhmsmuﬂt_tmtmpmm_umﬁcﬁhhm. ‘Fonrﬂe
can easily modisy thess asai_'arilﬂitunsle mgghzmeehngsmuﬂe_rmgnmmﬂu Short-Term Meetings
pants and make your time meefing content. The meeting content 1= the responsibility of the group. The position of
N neuirality must be understosd and practiced by the faclitator if the group™s potential is to

Opening the Warkshap be fully reached. The facilitator who personally moves into beavy involvement of the

group’s content issnes runs the risk of reducing growp imval ot, trust, and of
Desimble Behaviors Exen . S ,

Strocture folfilks the “how™ questions. How the meeting’s issnes and subjects are dealt
Managzing Stracrare, Wat with; bow the meeting proceeds in terms of agenda and team tools; how discussions take

place; how decision tools are nsed; how formats, flip charts, and mvolvement talke place;
Client Comtracts how the meeting’s physical environment will be arranged. -
Break Content answers the “what” questions. What are the meeting’s subjects, issnes, problems,

amalyss, recommendations, and supporting data? What Bsmes will be dealt with and in

. - - ¥
Four Fey Criteria fo Clieg what sequence? Skill Practice
Develop arple Im your small gronp, talk ont-lond and determime whether the activity that is described
inga 3 Cos on page 7 is part of content or structore. Male sure vou provide reasons for your selection.

Structare and Process Fog .

Dioes anvone have any questions?

ping You Ag Answer any questions.
How o Use the Flip Char . R .
1) State the following to debrief the exercize.

Luxnch

Let's go around the room and see how von answered each one.
Facilitator Empomwenment . i i . Coaching

Gain responses for each ane. Talk about amy cenfizsien or differsnce in opinions. s e aan s
Birzak

The edd mumbers are stmacture. The even oumbers are content.
5kill Practice

Any questions before we move an? Skill Practice Coaching Checklist
Ercomraging Pamncipatiey

Answer any questions.
Bireak

Add any personal insight
Type: of Cruestions o As]

3) Draw conclusions.
Listeninz Acknowledmmel
12 What Could Use Improvement?
T




DyRaies

grainstorm

Sample Leader’s Guide Pages

[

The times listed below arg
impartant to allow the pai
can easily modify thess o]
pants and make your time
Openinz the Warkshop
Desirable Behaviors Exen
Managing Stractare, Mt
Client Comtracts

Break

Four Key Criteria to Clieg
Developing a Sample Cog
Stuchare and Process Forl
Developing Your Agends)
How to Use the Flip Char
Lunch

Facilitator Empowerment
Break

5kill Practice

Encouraging Participation)

Type: of Cruestions o As]
Listeninz Acknowledmmel

Man

1) State the following and

Now we're going to diso|
as a facilitator is to man|
meefing content. The
nentrality must be nnd
be fully reached. The
group’s content issmes

Strocture folifilks the
with; hew the mesting p|
place; how decision
how the meeting’s physi
Content answers the
amalyss, recommendati
what sequence?

Im your small gronp, tall
on page 7 is part of cont

Dioes anvone have any q
Answer any questions.

1) State the following to de
Let's go around the rooy
Gain respanses far each of
The odd mumbers are s
Any questions before we
Answer any questions.
Add any personal insight

3) Draw conclusions.

Facilitator Empowerment

1) State the following and direct participants to page 17,

Facilitator Empowerment i our next main topic beginning on page 17. As you know,
empowerment is a process that most be nnderstood and performed on a regolar basis if
vou expect fo excel as a failitator. Too often, tis defined im such a way that
makes it difficalt to clearly understand what it means. We feel the best way to define the
process, esperially as it relates to facilitation, = to break it down into five different levels.
You can see the definitions suthned for each level. It begins with the facilitator not being
empowered at all at level one, and moves to level five, which is tetal facilitator empower-
ment.

Om pages 17 throngh 19 is an exercise for you to do in vour small group. Under each of the
five levels, identify work-related situations that fit within the description. The descriptions
are only a gmideline. If yon corrently are working with a client, you may want to wse them
to complede the exercise. Remember, this is a small gronp exercise, so discuss each level
before writing your responses in the spaces provided.

Dioes anvone have any questions?

Answer any questions.

Wak anound and assist as neaded

1) State the following to debrief the exercize.

I'd like to get from each gronp some of the work-related examples yon came up for each
level of empowerment. Malke sure you listen to the responses from the other groups. There
may be similar work-related sitnations yon identified that yoo put into a different level
We can discmss the reasons to see if we can agree on the appropriate level

Gain responses from each group. You may want to use the flip char.

3) State the following and direct the participants to pages 20 to 12,

I'm going to walk you through three pages of evercises that you will take each work-related
sitnation throngh This is stll a talk ont-lond exercize among your group.

The mext phase of this exercise is to take the work-related sifuation: yon wrote down under
the “five levels of empowerment” and determine the “Tange of acceptability.” The range
of acceptability is defined as the guidelines and limits that are established for the facilita-
tor. Sometimes the range is well established. Other times, if's mot.

Meetings

[

Skill Practice

Hll Practice Coaching
rr— Bedideean ©

actice Coaching Checklist
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]
]
Man,
k 1) State the following and Handling Difficult Team Members
e the following and 4 ,
—_— 1) State the following and ) i .
The times hﬂTJiwbE:: T3 Now we're soine f dis] 1) Seate the following and direct participant: to page 44.
fmpartant to allow the pag : il Facilitator Empow.
can easily modify these :': lf_*“fﬂ"’““ ',;,h';“ mp,,,mtl;:u, This is the tough part of faciBtation, dealing with megative bebaviors. A participant is
pants and make your time Eitv must be und vou expect to eTcel as a designated a5 tronblesome when hiz or her behavior is directly and negatively impacting
) . be fully reached. The makes it difficalt to tlulea_.tl’sprodl:liril_f ymm:msmm of trust, openness,
Openinz the Warkshop gnmp’-:mnmtismu process, especially as it commitment, and participation.
. ) You can see the defini
Desirable Behaviors Exex 5 re fulfill: the empowered at all at level Muost facilitators become alarmed too early about a team member's conduct and label some
) with: Bew th : ment. of them nnnecessarily as troublesome or difficuli. Generally, a faciitator should not be toa
Managing Stracrare, ot place: ::wde p_elelllllgp concerned abont an individuals conduct within the first four to sz menths of team forma-
. i S . On pages 17 throungh 19 tion, especially if the nndesirable behaviors sccar anly occasionally. This imitial period
Client Contracts how the meefing’s phy five leveks, identify worl] may be quite different from later meetings, given the considerable amount of transition
Content answers the are only A guideline. If y that may be taking place.
Hreak amalyss, recommendati to complete the exercise - - N ) .
o . hat - before wriing your resp If the behavior does not subside in an appropriate tme period, or is of a severe mature, the
Four Eey Criteria to Clieg vibal sequence- facilitator or team leader should take action o address the troublesome member's conduct.
. Dioes amvone have any
Developing a Sample Cog T.".-‘m ?'l;ﬂﬂu?;nl:]l] ) th In working with this individual, your goal is to rednce, alter, or eliminate the team mem-
page ! Answer any questions. ber's undesirable bebaviors without burting his or her sef-worth or capability fo contrib-
Struchure and Process Fog ha nte. Thus, you should never verbally scold or embarrass the person in front of the group,
L Does anyone have any q Walk around and assist a3 even thongh vou might want to. To help yon handle these sifuations, consider the four
Dieveloping Your Azenda Anewer any questions. suggestions on page 44.
. 1) State the following to del
How to Use the Flip Chan " he followi el ) Your first opportunity o correct troublesome behavior should be made during the meet-
1) State the following to F°d like fo get from each] img. If an indrvidual is dominating the discussion, try saving, “Bed, you have made several
Lunch Let's 2p arouad the rood level of empowerment. conibutions. I'd like to hear how other team members see this sue.” The key is to be
. e 2 may be similar work-re] direct, but tactful
Facilitator Empowermen Gain nzes for each o We can discuss the reasy L . . o
respa A second option is to talk with the person candidly abouat the behavior m private. For
Break Gain responses fram sach| example, if a person is rarely coniributing to the discussion, you might approach the team
s . The odd numbers are st member befare the meeting and say, “Bob, the team really meeds your mput on this issue.
Practic i conrvib )
# Any questions before we 3) State the following and 4 Wiy Raven't you been wig?
Encouraging Participation . 'm maine to walk von i A third eption is to use the team’s informal leaders - those members most respected for
Sresk ADSWE a0y questions. mgl:::gﬂ.r “This their knowledge and experience. These “leaders™ can help if you ask them to tactfully
ough. infervene.
Add any personal insight i
Types of restions 1o Ax] . L“:;:F"‘*“r’m = Finally, vou may wish periodically to ask the team to sel.analyze their development and
N o 3) Draw conclusions. o{a::eyl: ‘.dsl. ujs?m'ﬁ ta bring megative behaviors to the sarface for discussion.
N tor. Sometimes the rang A3d any personal insight
1) Draw concluzions.
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