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Facilitation Tools
When choosing a tool it is important to be aware that every group is different. Some tools may not be appropriate in a specific situation. Be flexible when using tools in a group. Don't let the process dominate the spirit of the group. Never force a tool on a group or an individual. Fully explain a tool and its purpose before asking the group to use it. This means that people will feel in control of what they are doing. 
Energisers and Games

When people stop concentrating or become irritable in a meeting, this could simply be because they have been sitting and listening for too long. A stretch, a game, two minutes chatting to your neighbour can re-energise people and enable them to tackle difficult issues or tedious tasks. 
Be sensitive to the group and individual members - the idea is to relax people, not to make them feel embarrassed or isolated. Never coerce people into playing games - respect limits and boundaries. Always stress that it is a voluntary activity. Sometimes a simple break or a stretch works just as well.

Facilitation tools

[image: image1.wmf] 


Go-round: Everyone takes a turn to speak without interruption or comment from other people. This tool can be used in many situations - for initial gathering of opinions and ideas, for uncovering people's feelings, for slowing down the discussion and improving listening. Go-rounds benefit from being facilitated, so that everyone gets a chance to speak. It helps to clearly establish what the purpose/question of the go-round is - write it on a flipchart for everyone to see. You can either set a time limit for everyone speaking or you can let people speak as long as they want.

The use of post-it notes: Using  post-it notes or similar to get everyones contribution is a good idea. Give people their own thinking time and make sure they all contribute.

Brainwriting: On the worksheets start on the top row and in concise statements (6-10words) write down 3 ideas for solving the problem. At the end of 5mins or when everyone has finished writing pass the worksheet on to the person on your right. Add 3 more ideas; continue with this process until worksheet is completed. You can read the ideas that are already on the sheet to trigger your thinking or to develop these ideas further…. or you can simply add your own new ideas…… or you can also use random words or random pictures to generate new connections to the problem for sometimes radically different ideas. Please note that the number of ideas , number of people and time limits are all variable for this exercise.
PMI - Plus-Minus-Interesting: PMI is a process that permits opposing views to be expressed without too much conflict. This tool can be used in the whole group, in small groups or individually. Choose a topic and write it across the top of a sheet of paper. Draw a plus sign, a minus sign and an I (which stands for Interesting). Starting with the plus ask people to list anything that they personally felt to be positive about the meeting and write these without comment around the plus sign. When everyone has had their say move on to the minus sign and list everything that was felt to be more negative. Around the I sign list everything that people found interesting, ideas that could be explored further. Then move back to the plus sign and start a second round. The first round finds out whats happening with the group. The second round builds upon it. One particular issue can come up in every section as people might have different opinions. Also an issue might have both a positive and a negative side to it

Splitting into smaller groups: Sometimes a large group can become dominated by a few people or ideas, stifling creativity and the contributions of others. It can be very difficult to discuss emotionally charged issues in a large group. Many topics could be discussed more effectively in a smaller focus group - for example the details of layouting the newsletter or organising the benefit gig. Smaller groups allow time for everyone to speak and to feel involved. They are a lot less intimidating too. Think about the sort of group you need - a random split  or specific interest groups? Explain clearly what you want groups to do. Write specific questions/topics on a flipchart beforehand and give them to each group. If you are going to have feedback at the end, you need to say clearly what they need to feedback. 

Talking sticks: You can use a stick, soft ball or almost any other distinctive object. People may speak only when they hold the talking stick. When finished the speaker passes the stick to next person who wants to speak. This tool makes people conscious of when they interrupt others and helps them to break the habit. It also allows people to consider and take their time in voicing their views as they don't have to be afraid that some one else might jump in. 

Matchstick Discussion: This can be used to place limits on dominant or over-eager speakers. It also encourages shy speakers to contribute. Each person is given the same number of matches (one to five matches depending on time available.) Every time someone speaks s/he throws a match into the centre of the group. When someone has used all their matches they may not speak again until everyone else's matches are gone too. Decide beforehand whether people may give their matches to other members of the group. 

Cross exercise: Draw a cross in the middle of the room with some chalk. This cross symbolises the centre of the group. Everyone positions themselves in the room - depending on how strongly they identify with the group closer to or further away from the cross. This exercise can also be used to find out how strongly people agree with a group decision. 

Human Grid: Like the above taking the subject and factors that you want opinions on and asking people to give marks out of ten and stand where they feel.
 Think and listen: - Pairs: This tool creates a space where we can be confident that we will be heard. It enables participants to explore and formulate their own thoughts/feelings on an issue without interruption but with the knowledge that they are being listened to. It also encourages active listening. It is very useful in uncovering and resolving conflict. It also allows people to gather and consolidate their thoughts before a group discussion.

Split into pairs, one person is the listener, the other the thinker. The thinker speaks about her thoughts/feelings on the issue. She/he may also be quiet or laugh. Encourage the thinker to speak first thoughts - that is to speak as thoughts enter his/her mind without analysing or holding back. This may seem difficult at first - think of it as holding an internal monologue, but loudly. The role of the listener is to give her/his full attention to the thinker without interrupting, questioning or commenting. The listener should provide an attentive supportive atmosphere through eye contact, body language, encouraging noises, smiles and nods. If the thinker gets stuck the listener may ask neutral questions such as How does that make you feel? Why do you think that? After a set time (5 minutes is usually plenty of time) thinker and listener swap roles.

This exercise can be followed by a go-round in the full group, with every participant summarising her/his thoughts or summarising those of their partner. Alternatively only those who want to could share their views. 

Sharing withholds / resentment sharing: 'Withholds' are thoughts that we keep to ourselves. They usually have to do wjudgementsents about ourselves, others, or what is happening in the group. There needs to be a climate of generous listening, before sharing withholds is possible. Set up an unstructured round asking people to make statements beginning with: If I could change one thing in the group it would be..., What upsets me about this group is ... Do not allow anyone to respond to the withholds or start a discussion. Make sure that everyone has a say - it is highly unlikely that someone is completely happy with a group. At the end of the round, see if any themes have emerged and if anyone wants their issue discussed. 

Small group to large group consensus: Use when you have an issue in a group  - begin with the whole group discussing the issue, highlighting problem/s and then drawing up a list of possible proposals. Then people split into small groups and discuss the proposals (each group exploring all the proposals, or each group taking away just one proposal and examining it in more depth). The small groups return to the main forum and report back, highlighting possible obstacles to each proposal. If full group discussion cannot resolve the obstacles, the small groups go away to try and find ways of solving the problem. They report back, and this process continues until the obstacles are overcome, and a decision is made. This tool can easily be combined with a spokes council (see below).

The Spokes council: is one of the most common tools for making consensus decisions in large

groups. In a spokes council, smaller groups come together to make shared decisions. Each group is represented by their 'spoke' – they communicate to the meeting through him or her, allowing

hundreds of people to be represented by fewer voices. What the spoke is empowered to do is up to

their affinity group. Spokes may need to consult with their group before discussing or agreeing on

certain subjects.

Here is an outline process for a spokes council that uses the small to large group technique above:

(Note: step 1 and 2 can also take place in advance within the individual small groups)

1. Whole group – Introduce the issue and give all the necessary information.

2. Explain both the consensus and the spokes council process.

3. Form into small groups – these could be a random selection of people at the meeting, existing

affinity groups, or groups based on where people live or based on a shared language.

4. The small groups discuss the issue, gather ideas and discuss pros and cons coming up with one or more proposals.

5. Each small groups selects a spoke – a person from their group that will represent the group's view at the spokes council. Small groups decide whether the spoke is a messenger for the group – e.g. relays information between the small group and the spokes council ­ or whether the spoke can

make decisions on the group's behalf at the spokes council.

6. Spokes from all groups come together in the spokes council. They in turn present the view of their group. The spokes then have a discussion to try and incorporate the various proposals into one workable idea. During this process the spokes may need to call time out to refer with their groups for clarification or to see whether a modified proposal would be acceptable to them. It is

important for the spoke to speak on the behalf of the group and not to present their own personal

point of view.

7. Once the spokes council has come up with one or more possible proposals the spokes meet with

their groups and check for agreement and objections. Groups can also suggest further modifications of the proposals.

8. Spokes meet back at the spokes council and check whether the groups agree. If not all groups

agree, the discussion continues.

To make the spokes council more accountable and reduce the need for repeating information, the

spokes council can take place in the fish bowl format (see below), with the groups sitting in an outer circle around the spokes. Each group can sit directly behind their spoke, which makes it easier for the spoke to quickly check back with their group.

Fish bowl: A few people sit in an inner circle and discuss the subject at hand. They are observed by the rest of the group, who form a circle around them. Only the people in the fish bowl are allowed to speak. The make up of the inner circle can vary but should probably be a representative sample of the opinions in the group. The fish bowl regulates the number of people with access to the discussion, and allows everyone else to observe easily. Once the fish bowl arrives at a proposal, this is then put to the whole group for agreement.

There are several variations to a fish bowl. In one those in the middle can only participate in the

discussion for a limited amount of time, or for the duration of one discussion item. In another new people can join the inner group by the invitation of that group and must leave again when the original group ask them to. Another variation has one more chair in the inner circle than there are people. Anyone can go and sit in the empty seat, but when they do so someone else must leave the circle so that one chair remains empty at all times. Spokes council meetings are often held in a fish bowl format.

2, 4, 8 consensus: is an excellent tool for prioritising in large groups. This exercise will take time, however it will help a group reach a decision that everyone can live with! It’s usually best to impose tight time limits at every stage of this discussion. Draw up a list of proposals in the whole group. Form pairs. Each pair discusses the list of possible proposals and is asked to agree their top 3 priorities. Each pair then comes together with another, to form a group of 4. The 2 pairs compare their lists of top 3 priorities and, after discussion, agree on a joint top 3. Each group of 4 comes together with another to form a group of 8. Again, each group takes its 2 lists of priorities and reduces it to one list of 3. Repeat until the whole group has come back together and has a shared list of just 3 priorities.

The double go-round: allows everyone to contribute to the discussion and to hear everyone else's opinion. The meeting listens to everyone express their opinion in turn. Each person has the same amount of time to speak. Unlike a normal goround, the exercise doesn't finish once everyone has spoken. Instead the goround continues allowing people to respond to what they have heard. The meeting keeps going round until consensus is reached. This tool is great for making sure everyone's voice is heard. It does however take time, that you need to plan for. For example if you have thirty people and allow everyone to speak for 2 minutes each you need one hour per round.

Evaluating

Evaluating with the group is just plain good practice! Build at least 5 minutes evaluation time into each workshop agenda. Don’t just evaluate the contents. Ask questions about the quality of your facilitation, whether you met expectations, the length of the workshop, the pace etc. Here are  common evaluations:

The Evaluation Form: prepare a form that has room for comments and maybe room to score different aspects of the session. The evaluation form takes a bit longer to fill in, but can glean you more information than other methods. Remember to phrase the questions neutrally. 

Go-Round:  simply go round the group asking everyone to say one thing that worked well, one that didn’t (or equivalent positive/negative questions). This shouldn’t feel compulsory for participants, and you shouldn’t get defensive if the workshop comes in for criticism. Accept the comments and move on to the next person.

The Pie Chart : draw a large circle and divide into slices. Each slice can then be marked to represent different exercises, expectations, quality of facilitation or anything else you want evaluating. Everyone grabs a marker pen and puts a small cross in each slice. The nearer the centre of the pie they place their cross, the higher they score that section. This is quick and easy, and very visual – trends become apparent from a quick glance.

High and Lows:  Ask everyone to list two or three high and low points of the meeting or workshop. You can either go around the room and get this information verbally from individuals or ask them to write it on post-it notes and stick at front on a flipchart having a column for positives and one for the negatives. You can also ask people to identify the improvement opportunites and suggest what could be done to improve the next session. 

Setting expectations: At the start of a workshop or meeting ask everyone present to list the expectations that they have as an individual or the objectives/goals they have capture these and display them. Talk about how the purpose of the meeting will meet these. After the meeting or the workshop ask to what extent were they satisfied or changed as the event progressed? Do the same with goals. 

Take away:  Ask what are you taking away from this session? This rapid review can help people notice what they have learned. 

Graph review: Use a graph on a large piece of paper representing the entire meeting/event. Each participant, using a different coloured crayon or chalk, draws a line from one end to the other, drawing it above or below a central line depending on how much s/he has enjoyed/gained from the session. The phrasing of the question is important.  You can give numbers 1-10 for people to indicate a score. 

Jelly baby review
You can use the Jelly baby review to:

· review how people feel at the start of a meeting

· review how people feel at the end of a meeting

· review how people feel during a meeting

· review how people feel at any stage of a  project

· get people to tell you how they feel at a 1:1 session.

1. Ask the people/person to look at the jelly baby sheet, give them coloured pens or pencils and ask them to select a jelly baby which best describes how they are feeling. Ask them to colour the jelly baby the colour they are feeling.

2. When everyone has completed ask them in turn to explain which they selected and why.

3. Ask people to look at the sheet again and select the jelly baby they would like to be and again colour this in.

4. When everyone has completed go around in turn and ask them to say which they have coloured and why.

5. Then either as a group, in pairs or individually (preference is pairs) ask them to write down what actions they can take to get from the first jelly baby to the second one.

If appropriate and time allows share the actions and discuss as a group what can be done to help everyone achieve the actions they have listed.
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