FACILITATING

Collaborative
Meetings






A facilitator

e |s a neutral party

e Guides the
conversation

e Ensures equal
participation

e Takes notes (or asks
someone to take
notes)




Facilitation Techniques for

1. Generating ldeas

2. Evaluating Ideas

3. Making a Decision or
Recommendation



Generate
|deas

o Post-It
Brainstorm

e |dea
Category
Matrix




Generate
ldeas

o Post-It
Brainstorm

e Silent
Brainstorm




Evaluate

e Impact &
Effort Matrix
e Plus Delta

High ;M'M cr,
Low effort.

(ves!)
2

High ¢ffort,

O 0 DD‘/ high impacf.

(mnysc)(:)

Low im‘u cr

-

N a

AV

N =
I 0
/ EFFORT

Low impact,
Low eforrT. @
(mAy8e)

NG (wo:) &)

Image by dgray_xplane


http://www.flickr.com/people/davegray/

Evaluate

e Impact &
Effort Matrix
e Plus/Delta
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Decision
Making

e Dot Voting
e Forced
Ranking
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Decision
Making

e Dot Voting
e Forced
Ranking

CRITERIA

Most Impact Rank
|dea b | |=8
)’ ldea | 4 2 3°9
|dea 2 4 L= B
|dea | 3 b*0
|dea 3 b 4:(3
|dea 5 6 9+

individual mnks
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Plus/Delta

e What went well today?
e What could we change?






