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What is a facilitator?
Simply said, a facilitator is a person who helps groups fulfill their purpose.

The facilitator can be the leader of the group or a person from outside the group.  The benefit of having an outside facilitator is so that the leader can also act as an equal participant.  This might be particularly important if the meeting is expected to be emotional or if the leader wants his/her ideas to be considered on an equal footing with the ideas of the other participants.

Qualities and skills of a good facilitator
What a facilitator does before the group meets

Answers the following questions
1.  What is the purpose of the group ?

Information sharing

Problem solving

Decision making

Social interactions

2.  Who should be in the group to attain that purpose?

People who bring needed info

People with specific skills

People who need to know what is happening 

People who will implement the decisions

Political considerations (equal representation, representation from core constituencies, power brokers, etc.)

3.  What methods are best to use for that purpose and with those people?

Chooses techniques appropriate to the purpose, size, and composition of the group
Prepares the meeting room and the facilities
Invites the participants 

Sends an agenda and any accompanying documentation

What a facilitator does during the group meeting

Sequence for problem solving or decision making groups
1. Define problem clearly

2. Gather required data 

3. Analyze data
4. Propose solutions
5. Choose best solution
6. Action plan for implementation

All these steps can be done in the group setting, but sometimes they also require work to be done by individuals outside the meeting itself.
What a facilitator does after the meeting

1. Follow up to ensure that goal has been met

2. Evaluate the success of the group and learn from the experience
Techniques: Brainstorming

One of the easiest and most enjoyable ways to quickly generate a lot of ideas is to brainstorm.  A successful brainstorm helps:

· Encourage creativity

· Involve everyone

· Generate excitement and energy

· Separate people from the ideas they suggest.  What becomes important is the idea itself, not the person who suggests it.
Guidelines:

· Start by reviewing the topic; make sure everyone understands the issues.

· Give people a minute or two of silent thinking time.

· When ideas start to flow, let them come.  Freewheel-don't hold back.

· No discussion of the ideas during the brainstorm.  That will come later.

· No criticism of ideas - not even a groan or grimace!

· Hitchhike - build on ideas generated by others in the group.

· Write all ideas on a flipchart so everyone can see them.

Methods:

Two common methods for brainstorming are:

· Rounds.  Go around the group and have each person say one of their ideas per turn, until everyone is out of ideas.

· Popcorn.  Anyone calls out an idea, no order, until all ideas are out.

Techniques: Affinity Grouping
Step 1.

Write a sentence or question describing a situation and post it on a wall or flipchart where everyone can see it.

Step 2.

Brainstorm all the ideas or issues related to the situation or answering the question and write each idea on a sticky note.  Depending on the size of the group, this can be done as a full group, in small groups, or silently as individuals.  If the topic is sensitive, working individually provides anonymity and allows controversial or emotional things to come to light.

Step 3.

All group participants work simultaneously to sort the ideas into 5-10 clusters.  The sorting is done without speaking and it is only after it is finished that the logic of the group will emerge.  If the group is large, the original sort can be done in small groups and then merged into a large group.

Step 4.

A group consensus is used to create a label to summarize or give a title to each cluster.
Techniques: Multivoting

Step 1.

Brainstorm the list of issues, problems, or solutions to be prioritized and write the statements on a flipchart.

Step 2.

As a group, discuss the list to eliminate duplicate ideas and to clarify the meanings of any of the statements.

Step 3.

Rewrite the final list of statements on a flipchart, leaving room for votes.  For easy reference, you can label each idea with a number or letter.

Step 4.

As a group, decide what criteria to use in evaluating and rating the ideas.

Step 5. – Voting by one of various methods

· Each person silently ranks the ideas and writes the rankings on the flipchart.  The ideas with the highest totals are the ones to consider for implementation.

· Each person ranks only what he/she considers the 4-5 best ideas. 

· Use dot labels or stickers for voting.  Each person has a certain number of dots (3-5) to “spend” on ranking, and can disperse them on several ideas or use all on one great idea.

· Two colors of dots can be used.  Everyone gets 3-5 dots of one color and one “super dot” of another color which is worth more points.

Step 6.

Discuss the results as a group.

Techniques: Sample Action Plan
	TASK
	PERSON RESPONSIBLE
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Resources about group facilitation

Books

All are available from Luisa Paster in the Staff Development Office

· Anderson, Karen.  Making Meetings Work:  How to Plan and Conduct Effective Meetings.  West Des Moines, Iowa: American Media Publishing, 1994.

· Brassard, Michael and Diane Ritter. The Memory Jogger II:  A Pocket Guide of Tools for Continuous Improvement and Effective Planning.  1st ed. Salem, NH:  Goal/QPC, 1994.

· Kaner, Sam.  Facilitator’s Guide to Participatory Decision-Making.  Gabriola Island, British Columbia, Canada: New Society Publishers, 1996. 

· Laughlin, Sara, Denise Sisco Shockley, and Ray Wilson.  The Library’s Continuous Improvement Fieldbook:  29 Ready to Use Tools.  Chicago: ALA, 2003.

· Mosvick, Roger K. and Robert B. Nelson.  We’ve Got to Start Meeting Like This!: A Guide to Successful Meeting Management.  Rev. ed. Indianapolis:  Park Avenue Productions, 1996. 

· Scholtes, Peter R. , Brian L. Joiner and Barbara J. Streibel.  The Team Handbook. 2nd ed. Madison, WI: Joiner Associates, 1996.

· The Team Memory Jogger:  A Pocket Guide for Team Members.  1st ed. Salem, NH:  Goal/QPC and Oriel Inc., 1995.

Classes from the Ombuds Office
· Facilitation Skills

This course is relevant for employees throughout the University since it provides practical instruction on how to facilitate meetings and projects.  This is particularly valuable for group leaders and project managers. Course Length:  Two afternoon 3 hour sessions. Fee:  $30

· Mediation Skills
This course will provide participants with knowledge of  the mediation process and an opportunity to practice  basic mediation skills.  These skills are applicable to many situations and can help individuals effectively approach problem solving and improvement of interpersonal relationships. Course Length:  Two afternoon 3 hour sessions. Fee:  $30
Classes from University Human Resources

· Team Performance Fundamentals 
Learners explore and assess the predictable issues that a team must recognize and manage to become a high-performing team.  A self-assessment provides lenses through which learners can look into the workings of a team they lead and/or participate on. Course Length:  3½ hours. 









