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Adult learning depends on 
reflective practice (Schon).

So please consider… 

“WHY do YOU want/need 
to facilitate 
with YOUR 

team/org/network?”







Have you ever painted a 
bedroom in your home?





“How to be a great facilitator”

❑ The WHY of group/team facilitation in orgs/govt (purpose)

❑ Explain some fundamentals of the practice (e.g. agenda)

❑ Discuss participatory leadership (e.g. all voices)



“How to be a great facilitator”

❑ Summarize four key things a facilitator does

❑ Present 10 main tasks of a small group facilitator

Answer your questions/challenges

Share deeper/longer resources



Good Definitions





Why we focus on these kinds of 
skills and dynamics as org leaders
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Why we focus on these kinds of 
skills and dynamics as org leaders
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World’s Easiest



Outcomes of a well-facilitated meeting/event

Leadership &  
Teamwork

New ideas for 
your issue

Clear direction  
established

Agreement and  
Satisfaction

Increased 
Performance 
and Impact

Capacity and enthusiasm to work together grows too!



15

But it’s not just about having a 
great workshop format
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Tool / Format

Practices

Principles

Core Values

Going beyond having a
great workshop format…
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Tool / Format

Practices

Principles

Core ValuesMy strongest beliefs

Laws I follow to live up to 
my beliefs; principles flow 
up from core values

An area of skill that I perform
regularly, learning as I go

A meeting or discussion technique 
used in a meeting, event or online

The format is the tip of the 
pyramid…look at the other levels



Benefits of using Participatory 
Decision-Making (PDM)

Effective PDM is a core PRACTICE and
is based on these four core values



BENEFITS/OUTCOMES of Core 
Values for PDM (again, the WHY)



Source of this key material…
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FACILITATORS ARE “SERVANT LEADERS”

THE FACILITATOR WORKS WITH A GROUP TO HELP THEM HAVE A CONVERSATION, COME TO 
AGREEMENT, AND/OR PLAN FOR THE FUTURE. 

• Facilitator is trusted and neutral voice, 
making decisions about the process the 
group goes through, but allowing the group 
to focus on/control content of the discussion 
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FACILITATORS ARE “SERVANT LEADERS”

Facilitator is a gentle guide, making it easier for group
to have the discussion and help make the decision.
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FACILITATORS ARE “SERVANT LEADERS”

Having a clear, logical and focused agenda is 

essential to your task and to group success

Have purpose or challenge statement at top

Think through the info sharing, discussion, 
brainstorming, option formation, decision steps

-Take them through each of those agenda steps-

Close with action planning and scheduling
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FOUR KEY THINGS A “GROUP FACILITATOR” DOES

BRINGS PEOPLE TOGETHER ON AN ISSUE

SET THE FRAME
1. CREATES A “FRAME” FOR THE DISCUSSION
- A FRAME IS THE CONTAINER OF AND REASON FOR THE MEETING

EXAMPLE: 
• TONIGHT WE ARE HOLDING A DANCE AND NO ONE HAS SELECTED OR 

PREPARED THE MUSIC YET.

• ATHLETES FROM ALL OVER THE WORLD LIKE DIFFERENT KINDS OF MUSIC AND 
WE WANT TO HAVE FUN.
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FOUR KEY THINGS A “GROUP FACILITATOR” DOES

ENSURES A WELL-STRUCTURED DISCUSSION

. 
2. POSES A CLEAR QUESTION THAT NEEDS AN ANSWER
- A QUESTION IS ALWAYS AT THE CENTRE OF THE WHOLE THING
- YOU THEN “INVITE” OTHERS TO HELP ANSWER IT
- KEEP FOCUS AND MANAGE THE DISCUSSION 
- KEEP TIME AND HELP THEM GO THROUGH THE PROCESS

EXAMPLE OF GOOD QUESTIONS / INVITATION:
• WHAT MUSIC SHOULD WE PLAY TONIGHT?
• WHAT MIX WILL HELP ALL THE ATHLETES HAVE FUN? SHOULD WE HAVE MUSIC 

FROM AROUND THE WORLD?
• COME HELP US MAKE THIS DECISION!
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FOUR KEY THINGS A “GROUP FACILITATOR” DOES

ENCOURAGES INPUT AND EXPLORATION

. 

3. EXPLORE ALL THE OPTIONS WITH THEM 
- TAKE THE TIME TO DIVERGE (BRAINSTORM IDEAS / LISTEN TO ALL)
- YOU MANAGE THE DISCUSSION HERE AND LATER…
- HELP DRAW IN THE QUIET PEOPLE AND LIMIT THE ONES WHO TALK A LOT

EXAMPLE: 
• EACH PERSON CAN SUGGEST THEIR FAVOURITE MUSIC
• THERE IS NO WRONG ANSWER (BRAINSTORM)
• MAKE UP A LONG LIST OF POSSIBILITIES 
• GIVES THE GROUP OPTIONS AND “OPENS UP” THINKING
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FOUR KEY THINGS A “GROUP FACILITATOR” DOES

SUPPORT OPTIONS DEV, DECISION-MAKING, AND ACTION PLANNING

. 4. DECIDE AMONG OPTIONS OR PROPOSE A NEW SOLUTION
- HELPS THE GROUP CONVERGE ON A GOOD IDEA/PLAN

- CHECKS FOR AGREEMENT WHEN THE TIME IS RIGHT 
- FORMALIZES GROUP DECISIONS AND NEXT STEPS
- CONGRATULATES PEOPLE ON THEIR WORK, SUPPORTS REFLECTION ON THE EXPERIENCE

EXAMPLE: 
• FIND SOME IDEAS THAT AT LEAST 2 PEOPLE SUGGESTED
• LOOK FOR OTHER SIMILARITIES
• DISCUSS WHAT YOU WANT TO RECOMMEND (AND WHY)
• HELP THE GROUP FORM / PROPOSE A GOOD SOLUTION
• GET READY TO REPORT BACK AND EXPLAIN YOUR ANSWER
• ORGANIZE AN ACTION PLAN AS A RESULT OF DECISIONS TAKEN
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TOP 10 LIST – WHAT A FACILITATOR DOES

. 1. Calls the group together around an issue or question (or several)

2. Provides or helps the group decide on a suitable process/tools for the session

3. Ensures the group follows the agreed process/agenda and keeps on time

4. Keeps the focus on one item/activity until completed a

5. Manages flow of discussion - drawing out quiet people or those with the 
most relevant expertise, and limiting those who often talk a lot

6. Clarifies and summarizes key points as they emerge

7. Checks for agreement, testing for consensus 

8. Formalizes group decisions and confirms with the group

9. Helps group deal with conflicts (if any); supports reflection on the experience

10.Ensures that a written record is made of action points and decisions 



TOUCHING ON TOOLS
There are hundreds of formats/tools
- Stickie notes, voting dots, flipchart paper, markers, tape
- In-person, online, hybrid can all work – but think it through in advance
- Synchronous, asynchronous, accommodation efforts… 

Make it as interactive as you can and always have FUN!



Vince’s website has links to many good

Tools and Resources 

http://www.engagefor2030.org

Transformative Strategies for People & Planet

http://www.engagefor2030.org/


Questions
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