Meeting Facilitation Tips


The Facilitator

Responsibilities:

· To remain content neutral by not contributing, judging or evaluating ideas generated by the group

· To listen actively to all group members

· To seek agreement and understanding among group members by speaking effectively

· To navigate the way by guiding the process toward desired outcomes

· To seek involvement and participation from everyone

· To help ensure group agreements and time specifications

Introduction:

“I am here to help you reach the goals you set out to reach at this meeting and to help you get through your agenda.  I will remain content neutral and not contribute any ideas without your permission to step out of my role.  I will make process suggestions and be as helpful as I can.  Please feel free to give me feedback if you would like.  I am here for you.” 

The Recorder

Responsibilities:

· To remain content neutral and not participate in the meeting

· To create a visible, written record of the meeting

· To write down the group’s ideas by using direct quotes and not paraphrasing without permission

· To ask the group to slow down if he or she needs more time

Introduction:

“I am here to record what will be taking place at this meeting.  I will not contribute my own ideas without first asking permission to step out of my role.  Please let me know if I miss something you said or incorrectly write something.  This is your meeting.  I am here to help you.”

Having a skilled recorder document the meeting is very important to the success of the meeting and the success of the work of the group.  The following are some tips for recorders to assist them in making posters and charts that are easily read and understood.

Recording Tips:

· Title your posters

· Alternate earth tones (green, blue, purple, brown, black)

· Highlight with light colors (red, pink, yellow, orange)

· Use bullets instead of numbering (*, )

· Use abbreviations (like ppl, grps, ldrshp)

· Use symbols for words like money ($), up (up arrow), down (down arrow)

· Use spacing (white space between items)

The Group Member

Responsibilities:

· To contribute ideas

· To be open and honest with concerns

· To actively listen to others

· To commit to following the process and working by the agreements
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