LEADING A GROUP MEETING IN A FACILITATION FORMAT

10 THINGS TO REMEMBER

1. VALUE EVERYONE  

be equally respectful, courteous and attentive

2. IT’S ABOUT THEM, NOT YOU  

be supportive & accepting, share control
3. INCLUDE EVERYONE 

ask questions of the group, look for interested individuals

4. QUESTIONS DESERVE REFLECTION 

develop them in advance, let them morph
5. LEVERAGE SILENCE 

observe reactions, look for opportunities to draw in

6. DEAL WITH DIFFERENCES 

summarize statements, seek conversation, land the plane

7. MANAGE SIDE CONVERSATIONS 

be aware, draw in outliers, incorporate into subject

8. GIVE IT SOME TIME 

 come back to topics that weren’t finished, ask for multiple perspectives

9. BE WILLING TO COME BACK 

move on if conversation bogs down, look for ways to return

10. REMEMBER THAT RELATIONSHIPS MATTER 

 Word centered, Conversation focused, Relationship driven
