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Introduction 
Programs designed to support foster youth on college campuses must establish a strong, 
institutional presence within both the campus and larger community in order to be 
sustainable. Indeed, programs that rely too heavily on a single funding source or the efforts 

of a single individual are at risk of dissolution if that funder or staff member exits the scene.  In order to 
build more sustainable campus-based support services for foster youth, program staff can benefit greatly 
from developing core leadership skills that can be used to expand their base of support. Leadership 
development is a lever to help create and achieve sustainability for both individual campus programs and 
multi-campus networks and includes such core components as:   

 Effective meeting planning,  

 Establishing meeting goals and creating agendas that lead to desired results,  

 Understanding team behavior and group dynamics,  

 Building fundamental facilitation skills, and  

 Using one’s role as facilitator to competently manage teams to achieve desired outcomes.  

This guide provides concrete strategies, techniques, and ready-to-use tools for advancing leadership 
development in a way that supports effective collaboration and cultivates strategic partnerships. It offers 
programs and their partners the information and resources necessary to create strong relationships and 
strengthen support for campus foster youth programs statewide. The guide complements a two-part 
webinar series hosted by the John Burton Foundation as part of the California College Pathways (CCP) 
project.  More information is available at: www.cacollegepathways.org/training-materials  

How to Use this Guide 
This guide is organized into the following sections: 

Getting the Most Out of Your Meetings 

               Building your Facilitation Skills 

Each section offers concrete techniques and strategies for advancing both areas. An appendix of ready-to-
use tools is also included to help put them into action. The topics in each section are structured to be 
standalone, though it may be most effective to use the guide in chronological order as each section builds 
on previous sections and introduces concepts in a logical fashion. 

http://www.cacollegepathways.org/training-materials
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Module 1. Getting the Most Out of Your Meetings 
Effective meetings are the building blocks of getting things done in organizations. When run well, 
meetings can foster an increased sense of collaboration, accomplishment, and teamwork, all of which are 
essential to maintaining sustainable programs and networks. From initial planning to follow-up, every 
phase of a meeting is important and impacts the quality of participation and involvement. An effective 
meeting that is well-planned, focused, and conducted efficiently allows groups to solve problems, build 
relationships, and create a sense of community.  

Establishing Meeting Goals 

Clear meeting goals give participants a shared understanding of what needs to be accomplished during 
their time together.  By crafting clear goals, you can avoid wasting valuable time with ambiguous 
discussions that result in little or no concrete outcomes. Engaging in a goal setting process prior to every 
meeting, big or small, will not only help you to hone your agenda but also determine whether or not the 
meeting is necessary. If a meeting is then determined to be the best avenue, the responses can be 
developed into defined statements to create your meeting goals and eventually your agenda.  
 

 Meeting Purpose: What is the purpose of the meeting (there may be more than one)? What are 
you hoping to achieve? 

 Content Goals: What do you think is important for people to know, be exposed to, and/or have 
discussed by the end of the meeting? What decisions have to be made by the end of the meeting? 
What should be accomplished? 

 Long-Term Goals: How do the meeting goals fit into the longer-term goals, mission, vision, etc., 
of the team? 

 Group Input: What input do you expect from attendees at the meeting? Will they be making a 
final decision, beginning a conversation to lead to a later decision, planning joint activities or 
serving an advisory role and providing feedback? Do you primarily need input in the form of 
advice or feedback or are you expecting participants to walk away with assignments and 
commitments to future action?  
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Developing an Agenda 

An effective agenda conveys the goals of the meeting and key topics to be addressed, and organizes that 
information in a way that is logical and productive. One of the most effective ways to develop an agenda is 
to categorize all topics as information items, discussion items, and/or decision items. Although these 
categories may overlap, creating this structure can help you clarify each item’s purpose.  

 

 

Once you have your items, arrange them in your agenda with respect to the logical flow of activities and 
the stage of the group’s development.  Key considerations include: 

Fl
ow

 

Is there a logical progression of 
activities? For example, do you move 
from general to specific, from specific 
to general, or back and forth? 

Are there smooth transitions from one 
agenda component to another? D

ev
el

op
m

en
t Are the activities consistent with the 

group’s process development? For 
example, activities that generate heavy 
conflict or personal vulnerability 
should probably not be the first items 
on the agenda. 

 

Then, allocate time for each agenda item. Given the timeframe of the meeting, determine the expected 
duration of each item (in minutes) and add this to the agenda. This helps keep the meeting on track and 
communicates the relative priority of each item. The sample agenda on the next page illustrates what this 
might look like, as well as other key details to include (e.g., logistics). 

 

 

 

 Information items: Information that you need to share with team members (e.g., results from 
a study or article, updates on activities) that do not require discussion or feedback. 

 Discussion items: Topics that are up for discussion, feedback, and/or development by team 
members.  

 Decision items: Items that require agreement among the team or decisions about how to 
move forward with collective goals (particularly once the team has been established and has 
been meeting regularly for some time).  

TIP:  Planning your next meeting? Check out the meeting planner checklist on page 
 20 in order to make sure you’ve got all the logistics covered.  
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Network & Data Review Meeting Agenda 

 
Wednesday, December 3, 2014  

2:30 – 4:30pm 
Location:  11 Cherry Poplar Ave, Rm. 3301 

 

Meeting Goals 
 

 Share key findings that emerge from the data report 

 Discuss and develop a draft of the network’s goals and objectives  

 Create a Network Plan to achieve goals and objectives 

 Determine next steps for implementation of the Network Plan 

Agenda Items 
 

1. Share Findings from Data Report (30 minutes) 
 

2. Discuss Draft Goals and Objectives (30 minutes) 
 

3. Create Network Plan (45 minutes) 
 

4. Next Steps (15 minutes)     
                    Agree on timeline including: 

 Finalizing Goals and Objectives Chart; 

 Pending items for network plan; 

 Scheduling an upcoming planning team meeting if needed 

 

ADJOURN 
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Phases of an Effective Meeting 

An effective meeting involves careful thought every step of the way.  Now that you have laid the 
groundwork for an effective meeting by establishing goals and an agenda, it is important to consider the 
tips and strategies below for careful planning before, during, and after a meeting.  

Be
fo

re
 th

e 
M

ee
ti

ng
 

 Determine the goals for the meeting 
 Create an agenda (see page 21 for a sample meeting agenda template) 
 Decide who needs to be there and gather all appropriate contact information 
 Confirm any necessary equipment (such as a slide projector or flip chart) is available 
 Ensure that proper room arrangements are made: meeting spaces should be convenient 

and comfortable for attendees, and should be the right size for your group. It may help 
to get there early to set-up the room according to what works best for the agenda and 
goals. Make sure equipment is working. 

 Send out the proposed agenda, logistical information (such as address and room 
number, parking instructions) at least 48 hours in advance 

 Collect RSVPs and follow up with those who have not responded  
 Prepare sign-in sheets (if necessary) 
 Prepare copies of the agenda and other handouts 

D
ur

in
g 

th
e 

M
ee

ti
ng

 

 Start the meeting on time. If a key participant is running late, it may be beneficial to wait 
until he or she arrives depending on what the group decides.  

 Review the agenda and goals of the meeting with attendees 
 Establish ground rules for the meeting if necessary and appropriate. (see the next page 

for more information on when and how to establish ground rules) 
 Make introductions 
 Designate a note-taker and take meeting minutes  
 Watch the time 
 Encourage participation 
 Distribute sign-in sheets (if necessary) 
 End the meeting on time, unless otherwise agreed upon by the group 
 Confirm key agreements and major decision points 

A
ft

er
 th

e 
M

ee
ti

ng
  Wrap-up the meeting minutes and recap major decision points and a timeline for next 

steps and action items (see page 22 for a sample meeting minutes template) 
 Distribute minutes to attendees 
 Collect evaluation feedback forms, if appropriate  
 Make follow-up calls, send out follow-up correspondence, and/or take follow-up actions 

in a timely manner. These activities will help keep momentum after the meeting and 
keep people connected.   
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TIP:  The Ins and Outs of Using Ground Rules for Meetings 

 

What Are Ground Rules?  

According to “Mission Critical Meetings” by Ava S. Butler, ground rules are standards of meeting 
behavior that help the group operate successfully. They support meeting productivity, 
creativity, and participation and help keep the meeting on track to accomplish its goals. 

When Should You Use Ground Rules? 

 When you expect conflict because of specific personalities or volatile issues 

 When the group has a lot to accomplish in a short period of time 

 When there is a history of unproductive behavior at previous meetings 

 When a group is working together for the first time 

How Do You Establish Ground Rules? 

1) At your meeting, introduce the idea and state the purpose of having ground rules. For 
example: “Ground rules are designed to act as an agreement outlining how we will 
conduct ourselves during the meeting. Once we have agreed on them, we will post our 
ground rules near the front of the room and refer to them as needed. Anyone can 
remind us of our ground rules when he or she sees that we are getting off track.” 

NOTE: If you want to establish ground rules with a pre-existing group, talk with the 
group, or at least a sampling of participants, about the idea before you put the issue on 
the agenda. For example: “It seems to me that we have established some unproductive 
norms, such as jumping from subject to subject, starting late, and so on. (Use your own 
meetings’ examples without pointing fingers.) I would like to take a few minutes at our 
next meeting to determine what standards we would like to establish for ourselves in 
the future. What do you think of this idea?” 

2) Using chart paper (or an alternative option), show the group draft ground rules. Sample 
ground rules can include:  turn off cell phones; expectations on starting and ending a 
meeting on time, taking into account the difference between habitual tardiness and 
reasonable emergencies that may arise; one person speaks at a time; and members may 
share details of the meeting unless it is explicitly agreed upon that they be kept 
confidential.  

3)  Ask the group members what ground rules they would like to use as their own. Chart 
(write down on chart paper) their ideas. 

4) When you and your group feel that the list of ground rules is complete, ask if there are 
any ground rules that anyone cannot live with or support. Change them as necessary. 
Be sure that everyone agrees to all the ground rules. 

5) Refer to the ground rules as needed and review them when new members join the 
group. Modify them as necessary. 
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Defining Key Roles 

Designated group members can fill key roles at meetings, or different members can fulfill these roles on a 
rotating basis.  Key roles in many kinds of meetings are: 

 Facilitator: Takes responsibility for guiding process of discussion and decision-making. This role 
is critical to shaping and guiding the process of working together so that the group meets their 
goals and objectives, ultimately accomplishing what they have set out to do. The facilitator 
concentrates on how to move through the meeting agenda and meet those goals effectively. This 
may entail watching the time, tracking all of the components of the agenda, and charting. He or 
she primarily draws out opinions and ideas of the group members, while maintaining a neutral 
role. 

 Timekeeper:  Let’s everyone know when time for a given agenda item is almost up and is actually 
up. Not needed for more informal meeting settings, unless otherwise specified. Facilitator or note 
taker can also fill in this role.  

 Note taker:  Records meeting minutes and/or may write on flip chart to create a visual record of 
points being made.  

 Participant: Shares responsibility for: 

 Keeping the conversation on track 

 Encouraging others to participate (e.g., “I would be interested in what others think who 
haven’t said anything yet.”) 

 Respecting time limits 

 Noting when ground rules are being violated (if applicable)  

 

 

 

 

 

 

TIP:  Pros and Cons of Rotating the Facilitator Role 
 
Pros  

 Allows group members to practice their facilitation skills 
 Draws out group members who are typically quiet 
 Builds team cohesion and collaboration 

 
Cons 

 Dilutes connection between one meeting to another 
 Requires additional planning around selecting and prepping the facilitator  
 Requires group members to adjust to different facilitator styles and comfort levels 
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Getting the Most Out of Your Conference Call Meetings 
Conference calls via phone or through the Internet have become the norm for many organizations. The 
tips and tricks below will help you decide when it would be most conducive to meet by conference call, as 
well as how to effectively run them.   

When Should You Have a Conference Call Meeting? 

 When participants are in different geographical areas and/or time zones 

 When the agenda consists primarily of information items that share updates rather than 
discussion and/or decision items which can be more interactive and conducive to in-person 
meetings (e.g., charting, developing a work plan) 

 When a language barrier does not exist 

 When it is most efficient for the participants due to travel time, weather, etc. 

Tips & Tricks on Having Effective Conference Call Meetings 

 Keep the call to two hours or less. It is difficult to maintain group participation and be productive 
with extended call times. 

 Ask for participants to respond in sequence (e.g., “Can I hear first from Ann, then from Jamie 
and Nina?”) instead of “Any comments?” This will help get input from everyone in an efficient 
manner. You can follow the same order each time, calling people by name.  

 Consider having participants do preliminary brainstorming and submit their ideas prior to the 
meeting. The ideas can be summarized into “brainstorm lists” and sent in advance to 
participants. This will allow more time to be spent grouping, prioritizing and assessing material. 

 If there are many people on the call (at least six), remember to identify yourself every time you 
speak and ask others to do the same, until people express that they recognize each other’s voices. 

 Use file sharing products such as Go To Meeting or WebEx to enable participants to view the 
same documents simultaneously or see live note taking, which is similar to using a flip chart at a 
meeting. 

 Create a back-up plan for potential technology failure, especially with unfamiliar interfaces. 

 Remind those calling from office phones not to put the call “on hold” as this may result in 
participants hearing background hold music. 
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Understanding Team Behavior: Divergent and Convergent Thinking 

Understanding the different stages of team behavior helps considerably when discussing issues and 
making decisions as a group. Awareness of each stage allows team leaders to recognize why members 
behave the way they do during that stage, and as a result, guide them to the behavior needed to create a 
shared and agreed upon solution or decision. It is important to note that these stages are not linear, and 
team behavior can move between stages at different times as new issues arise. Overall, however, the goal is 
to move the group from many different ideas to a place where members can narrow their options and/or 
make decisions.  

 

In the divergent stage, the group 
has an open discussion, sharing 
diverse viewpoints and generating 
alternatives to the problem at 
hand. The process is non-linear and 
often involves some “chaos,” but 
allows the group to generate 
innovative and creative ideas. The 
discussion is most successful when 
guided by the right questions and 
led by a clear purpose. It is also 
important to not end this stage too 
soon, as it allows the group to 
develop sufficient ideas. 

The emergent stage occurs 
between the divergent and 
convergent stages and is known as 
the “groan zone.” It is the stage 
where different ideas and needs 
are integrated. This stage is called 
the groan zone because it may feel 
messy, but it is also the stage where 
new solutions begin to emerge. 
 

The convergent stage is goal-
oriented, structured, and usually 
subject to time constraints. It is 
focused on getting results and may 
require quick decisions. During this 
stage, participants evaluate 
alternatives, summarize key points, 
sort ideas into categories, and 
arrive at general conclusions. 

 

D
iv

er
ge

nt
 

Generating alternatives 

Free-for-all open discussion 

Gathering diverse points of view 

Unpacking the logic of a problem Co
nv

er
ge

nt
 

Evaluating alternatives 

Summarizing key points 

Sorting ideas into categories 

Arriving at general conclusions  

 DIVERGENT 

create choices 

G
RO

A
N

 Z
O

N
E CONVERGENT 

make choices 

EMERGENT 
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Divergent and convergent thinking are both important aspects of understanding group process and team 
behavior. Outlined below are real-world examples of when group members applied divergent or 
convergent thinking. 

Divergent Thinking In Practice 

A multi-campus network wished to create a network plan in which they defined the specific 
outcomes they wanted to achieve together and activities that would lead to the desired outcomes. 
This began with an analysis of available data followed by a process of open discussion for projects 
that they could take on as a group (e.g., engaging with K-12 systems to support better transition, 
conducting campus visits to support community college to four-year transfers, developing a joint 
brochure, creating a resource guide, spearheading a regional collaborative body that would meet 
regularly, conducting joint activities with students from all network campuses) and how those 
activities could lead to desired changes. 

Convergent Thinking In Practice 

Once the network gathered a variety of options and shared diverse viewpoints on projects they could 
take on, it needed to evaluate the different options and decide on prioritizing which activities to 
implement moving forward. The network agreed on criteria (e.g., feasibility of implementation, level 
of potential impact, enthusiasm of the group for engaging in the activity, sustainability of activity) 
for selecting options and eliminated items that did not fit. Each activity was then identified with a 
number, and members voted by putting a sticker next to the options on the flipchart. The options 
with the most stickers were then prioritized for further discussion.  
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Module 2. Building Your Facilitation Skills 
An effective facilitator supports a group to do their best thinking. A facilitator is like a conductor of a 
symphony, managing the flow of the meeting and concerning him or herself with how decisions are made. 
As a facilitator, your job is to make the meeting run smoothly and help the group be more effective by 
improving its processes. A facilitator creates an environment where groups can be productive and 
effective in achieving their goals. This role is critical to shaping and guiding the process of working 
together so that the group meets its objectives, ultimately accomplishing what it has set out to do. Building 
strong facilitation skills is critical to leading successful meetings that engage participants, foster 
productive discussions, and generate effective decisions.  

Ro
le

 o
f a

 F
ac

ili
ta

to
r 

Draws out opinions and ideas 

Focuses on the how and what 

Helps the group stay on topic 

Supports full participation 

Summarizes discussions and conversations 

Brings closure to the meeting with an end result or action 

Maintains neutrality  

 

Facilitators remain aware of group dynamics and encourage reflection and open dialogue among group 
members. In most instances, they do not interject their own personal opinions or agenda. By expressing 
their opinions to the group, facilitators may risk discouraging others with differing opinions from 
speaking. Nevertheless, a situation may arise where the facilitator is an active member of the group and 
decision-making is taking place. In this case, the facilitator can assess the potential impact of his or her 
interjections into the group and determine if they will result in a misuse of power. The facilitator could 
also state that he or she wants to suspend his or her role as facilitator for the sake of making an opinion or 
perspective heard. 
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Active Listening Tips & Tricks 

Group discussions can typically leap from one unformed idea to the next before a clear decision or 
solution has emerged. The active listening techniques below will help facilitators to understand other 
group members, clarifying their own thoughts and checking assumptions. 

Techniques Purpose Approach Examples When should it be 
used? 

Encouraging 

To convey interest 

To keep the person 
talking 

Don’t agree or 
disagree with 
speaker 

Use non-
committal words 
with positive tone 
of voice 

“I see…” 

“Uh-huh…” 

“That’s interesting…” 

“Tell me more about…” 

“Go on…” 

When group 
members appear 
disengaged 

To draw out quiet 
group members 

Restating 

To show that you 
are listening and 
understanding 

To help the speaker 
grasp the facts 

Restate the 
speakers’ basic 
ideas 

Put in your own 
words 

“If I understand, your 
situation is…” 

“In other words, your 
decision is…” 

When group 
members appear 
confused  

To clarify decisions 
made by group 
members 

Reflecting 

To show you are 
listening and 
understanding 

To let the speaker 
know you 
understand how 
he/she feels 

Empathize with 
the speakers’ 
basic feelings 

Put in your own 
words 

 

“You feel that…” 

“You were pretty 
disturbed about that…” 

“You believe that…” 

When group 
members appear 
agitated or stressed 

To build rapport and 
empathize with group 
members 

Summarizing 

To pull important 
ideas, facts, etc. 
together 

To establish a basis 
for further 
discussion 

To review progress 

Restate, reflect, 
and summarize 
major ideas and 
feelings 

“These seem to be the 
key ideas you 
expressed…” 

“If I understand you, 
you feel this way about 
this situation…” 

When group 
members need to 
focus their discussion 

To help move along 
the decision-making 
process 
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Managing the Group 

Getting Ideas Out 

Brainstorming helps groups generate a variety of ideas in a short period of time. It helps group members 
expand their thinking creatively to address problems or create solutions. Best practices for facilitating 
brainstorming as a group include the following: 

Br
ai

ns
to

rm
in

g 
 

Be
st

 P
ra

ct
ic

es
 

Everyone should agree on the question or issue being brainstormed. 

Don’t spend too long brainstorming; 10-15 minutes work well. 

Never criticize ideas. 

Write every idea on a flip chart. Make sure the words are visible to everyone at the same 
time to avoid misunderstandings and remind others of new ideas. 

Leave explanations and clarifications until later. 

 

 

 

Keeping the Group on Track 
Making Decisions as a Group 

 

 

TIP: Brainstorming Strategies  

Round Robin gives group members time to develop ideas before sharing, thus  
encouraging quieter participants to speak and helping with discussion of sensitive issues. 
 

1) Allow participants 5-10 minutes to write down their ideas. 
2) Ask participants to share ideas one-by-one, moving in the order people are seated. 

Team Idea Map uses the method of association, and may improve collaboration and increase the 
quantity of ideas. It is designed so that all attendees participate and no ideas are rejected.  

1) Provide the group a well-defined topic to consider.  
2) Give participants 5-10 minutes to brainstorm ideas individually.  
3) Ask participants to share their ideas with the group in random order. As ideas are put 

forward, chart them to a large idea map.  
4) Allow participants to consider the map and think about new ideas that have emerged or 

associations between the ideas that were brought up. The group can then prioritize and/or 
take action on emerging ideas.  

Sticky Notes supports people who have ideas but are concerned about voicing them in a broader 
group. It also helps make all ideas are visible and can be easily examined to trigger new ideas.  

1) Allow participants time to write down their ideas on a sticky note.  
2) Then, have participants place their ideas in the middle of the table or on the wall.  
3) The team is then allowed to pull out one or more ideas for inspiration. With these notes, 

team members can create new ideas, variations, or piggyback on existing ideas. 
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Managing Conflict and Difficult People  

Interventions are techniques to use when facilitators are confronted with conflict or challenges with group 
members during meetings. They can be used separately, but are usually more effective when used in 
combination. Interventions attempt to be low on the confrontation scale but still are effective in getting 
challenging situations under control. These techniques will help facilitators manage conflict based on 
specific challenges, as outlined below.  

Challenge Techniques 

When the 
Conversation 
Goes Off Track  

Use the “Parking Lot”: 
 Post a chart labeled “Parking Lot” on the wall. 
 When the conversation sways off track, briefly stop the meeting. Write a 

quick synopsis of the issue on the “Parking Lot” chart. 
 As one of the last agenda items to your meeting, go back to your “Parking 

Lot” list.   
 Decide, as a group, how to address each item. 

When a Group 
Member 
Dominates the 
Conversation 

Use Ground Rules: 
 A simple ground rule is that “Everyone participates: share the floor”. This 

sets up an expectation that you want to balance participation. 
 Occasionally enforce this ground rule during the meeting if the need arises. 

When a Group 
Member is 
Confrontational 

Accept, Deal, or Defer: 
 Accept that what they are saying is true, don’t ignore it. 
 Deal with it right there by spending some time on it, or 
 Defer it to the group for a decision about what to do 

 
Take a Break and Discuss Outside the Meeting Room: 

 When less confrontational tactics haven’t worked, you can deal with this 
issue outside the room, at a naturally-occurring break in the action.  

When a Group 
Member Has 
Side 
Conversations 

Use Body Language (if possible): 
 Make eye contact, smile (or don’t smile), or change your seating position. 

 
Stop the Meeting: 

 Comment that it is difficult for you to hear the main discussion or 
concentrate on the topic at hand with side conversations occurring. 
Example: “I sense we are losing people’s attention and interest, can we do a 
check-in to see where people are on this topic?”  

When the Group 
is Not 
Participating 

Use Encouraging Questions and Language  
 Ask open-ended questions and language to engage group members and 

encourage follow-up discussion. Examples: “ Could you please tell us more 
about…?”, “That’s interesting, what do others think about…” and “Go on, 
we’d love to hear more…” 
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Setting Priorities and Making Decisions 

Setting priorities and making decisions are some of the most important functions of every group. This 
stage is critical to creating solutions and accomplishing the group’s meeting goals and objectives. These 
are two of the most common strategies that a facilitator can use to help groups make decisions: 

Pr
io

ri
ty

 S
et

ti
ng

 

Priority Setting can be used to narrow down and prioritize options in a decision-making 
process. For multiple-item priority setting, follow these steps: 

 Generate a list of options or ideas. 
 Have the group agree on criteria for selecting options, and eliminate items that do 

not fit.   
 Identify each option with a number and have members vote by writing down the 

number. Voting can also be done having participants put a sticker next to the 
options on a chart. 

 Members take turns calling out the numbers of options they selected (one number 
at a time). The options with the most votes (or stickers on a chart) are then 
prioritized for further discussion. When eliminating options, it is a good idea to 
check for any strong feelings in the group. 

D
ec

is
io

n 
M

ak
in

g 

Structured Discussion is most useful when options have been narrowed to five or fewer 
and when the group hopes to reach consensus before finalizing a decision. This approach 
encourages everyone to express opinions and focus on areas of agreement. These are the 
steps in structured discussion: 

 Help members agree on criteria for selecting options. 
 Have members take turns expressing their opinion without discussion. 
 Summarize the areas of agreement, and have the group discuss areas of 

disagreement. 
 Stop the group at various points to see how close they are to consensus (facilitator 

could use a 10-point scale, with a rating above seven indicating group support for a 
decision). When the group appears close to a decision, ask members to rate their 
level of agreement. Those with a rating lower than seven are given a chance to 
express their concerns. Continue the discussion until an acceptable decision is 
reached. 

  

TIP:  Decision-Making Authority  

Clarifying and keeping in mind a group’s level of decision-making authority is essential for this stage. This 
can be documented as part of the meeting minutes or noted on the agenda.  For example, a campus 
advisory committee might be able to make suggestions for program activities but it is up to the staff to 
determine their feasibility. The advisory committee, on the other hand, may have purview over a 
particular campus-wide policy change that relates to foster youth.  
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Pulling It All Together:  Connecting Back to Team Behavior 
Now that you have built your facilitation toolkit on managing a group, you can use each technique to 
successfully navigate the different stages of the divergent-convergent thinking model for team behavior 
(see page 10). Though applicable at every stage, these strategies and techniques will help you guide group 
members to an environment conducive to creating a shared and agreed upon solution or decision.  
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e Getting Ideas Out  

(page 14) 

 

Managing 
Conflict and 

Difficult People  

(page 15) 

 

Setting Priorities 
and Making 

Decisions  

(page 16) 


 

DIVERGENT 

create choices 
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CONVERGENT 

make choices 

EMERGENT 
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TIP: Facilitation Skills Checklist  
 
You fulfilled the basic responsibilities of facilitation: 

 You have brought out the opinions and ideas of group members 

 You have focused on how people participate in the process, not just on what gets achieved 

 You maintained a neutral role. If this was not possible, you stated that you wanted to 
suspend your role as facilitator for the sake of making an opinion or perspective heard 
when the situation occurred. 

 
You encouraged participation: 

 You have made sure everyone feels comfortable speaking 

 A structure that allows all ideas to be heard has been developed 

 Members feel good about their contributions 

 The ideas and decisions of the group are nominated, not leader dominated 

 You have not criticized anyone for what they've said 
 
You have decided what skills and conditions are necessary for successful facilitation: 

 Improved planning 

 Sustained member involvement 

 Aid in creating leadership opportunities 

 Increasing the skills of group members 

 Better communication 

 Conflict resolution 
 
As a facilitator, you: 

 Understand the goals of the meeting  

 Keep the group and the agenda moving forward 

 Involve everyone in the meeting 
 
In planning a good process, you have considered: 

 Climate and environment 

 Logistics and room arrangements 
 
You have an understanding of the basic parts of facilitation: 

 Skills and tips for guiding the process (e.g., brainstorming techniques, active listening) 

 Interventions for dealing with conflict or challenging group members 



Module 2. Building Your Facilitation Skills  

Prepared by Harder+Company Community Research for California College Pathways  19                

Closing the Meeting 
The close of the meeting provides an opportunity to identify next steps and help keep the momentum of 
the group moving forward, as well as reflect and evaluate the meeting and its results. The facilitator can 
guide this process by: 

 Reviewing the meeting results by looking back at the topics covered, the decisions reached, and 
the goals achieved.  

 Confirming any key agreements  

 Identifying next steps for the group; this includes reconfirming the responsibilities and timelines 
for each task and who is taking them on 

 Determining when a follow-up meeting will be held, setting a date, time and location (if possible); 
this includes roughly defining what the purpose of the meeting will be to set the stage for 
establishing its goals and objectives 

 Evaluating the meeting through a feedback form or asking participants to quickly identify (1) 
what they liked most about the meeting, (2) what they liked least about the meeting, and (3) what 
they would do to improve the meeting. If time is short you could ask each participant to share one 
word or one sentence that describes their experience of the meeting. 

 Congratulating the group for a job well done!  

 

 

 

 

  



 

Prepared by Harder+Company Community Research for California College Pathways  20                

Appendix A.  Ready-to-Use Tools  

Sample Meeting Planner Checklist 

               Activity Due Date 
  Select meeting date and time, and check for potential conflicts  
  Reserve meeting room (consider disability access needs)  
  Develop list of participants  
  Notify or send an electronic meeting request to all participants  
  Reserve type and quantity of equipment needed 

• Laptops 
• Flip charts & easels 
• Projection equipment – overhead or LCD 
• “Sticky wall” 
• Microphone/sound system 

 

  Arrange for a note taker; schedule time in note taker’s calendar to produce a summary of the 
meeting immediately following 

 

  Design meeting evaluation form  
  Determine handouts/information to send prior to the meeting  
  Arrange for food or beverages, as needed  
  Preview meeting room (if possible), check for: 

• Seating capacity 
• Room set-up 
• Wall space for hanging charts 
• Projection screen 
• Projector & laptop connections and internet connection 
• Flip chart easels and extra pads 
• White/black board 

 

  Make arrangements for parking  
  Copy handouts and assemble meeting materials packets  
  Send meeting reminder notice (include directions to meeting location)  
  Send pre-meeting homework assignment, if appropriate  
  Prepare name badges or table tents  
  Assemble facilitation supplies (markers, self-stick notes, large cards, markers, colored dots, 

masking tape, sticky wall, etc.) 
 

  Obtain room key or arrange for room to be unlocked  
  Set up meeting room and test projection equipment  
  Introduce speaker/facilitator  
  Distribute and collect evaluation forms (if necessary)  
  Type and distribute meeting notes  
  Review evaluations  
  Schedule follow-up “check-in” meeting with group  
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Sample Meeting Agenda Template 

Meeting Title 

Date:__________ 

Start/End Time:___________ 

Location:_________________ 

Meeting Goals 

•    

•    

•  

Agenda Items Who Amount of 
Time 

Describe agenda items in action terms (e.g., Review plans for XYZ) that focus the group’s work toward 
achieving desired outcomes. Assign a time limit and someone to lead discussion of each item (if necessary). 

 

1.) 

 

 

  

2.) 

 

 

  

3.) 
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Sample Meeting Minutes Template 

Meeting Title:  Minutes 
                                                       [Meeting Date]    [Meeting Time]   [Meeting Location]    
Type of Meeting  
Attendees  
Note Taker  
 
Agenda Items 
 
[Time allotted]                             [Agenda topic]                                                     [Presenter] 
 
Discussion:  
[Describe key points, decisions, actions & due dates] 
 
Conclusions:  
 
 
Action Items: Person Responsible: Deadline: 
   
   
   
[Time allotted]                             [Agenda topic]                                                      [Presenter] 
 
Discussion:  
[Describe key points, decisions, actions & due dates] 
 
Conclusions:  
 
 
Action Items: Person Responsible: Deadline: 
   
   
   
Special Notes  
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Appendix B.  References and Resources  
The information presented in this guide relied on the following publications and resources: 

Butler, Ava S. Mission Critical Meetings:  81 Practical Facilitation Techniques. Wheatmark, 2014 

Ianofano, Daniel. Meeting of the Minds: A Guide to Successful Meeting Facilitation. MIG 
Communications, 2001 

Justice, Thomas and David W. Jamieson . The Facilitator’s Fieldbook, American Management Association 
(AMA) Publications, 1999 

Kaner, Sam. Facilitator’s Guide to Participatory Decision-Making. New Society Publishers, 2005 

Schwarz, Roger., Davidson, Anne., Carlson, Peg., McKinney, Sue. and contributors. The Skilled Facilitator 
Fieldbook:  Tips, Tools, and Tested Methods for Consultants, Facilitators, Managers, Trainers, and Coaches. 
Jossey-Bass, 2005 

University of Kansas, Work Group for Community Health and Development. The Community Tool Box. 
Retrieved from http://ctb.ku.edu/en  

University of Wisconsin-Madison Office of Quality Improvement. Facilitator Tool Kit:  A Guide for 
Helping Groups Get Results. University of Wisconsin System Board of Regents, 2007 

Wilkinson, Michael.  The Secrets of Facilitation:  The S.M.A.R.T. Guide to Getting Results with Groups. 
Jossey-Bass, 2004 
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 Harder+Company Community Research is a 
comprehensive social research and planning firm with 
offices in San Francisco, Davis, San Diego, and Los 
Angeles, California. Harder+Company’s mission is to 
help our clients achieve social impact through quality 
research, strategy, and organizational development 
services. Since 1986, we have assisted foundations, 
government agencies, and nonprofits throughout 
California and the country in using good information to 
make good decisions for their future. Our success rests 
on providing services that contribute to positive social 
impact in the lives of vulnerable people and 
communities. 
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