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}teettngs are occaslons whon
people come together to got sorafia
!h1.e done, wtreEher lt tg eharlng-
X.nformatlon or neklng decLsionso
they nay bo good, bad or lndtfferisnt. $ome of the tngredtents of
good meatings are;

- co&too[ly understood* [ clsar proceas for
these goaLso

goal"s o , "

roachlng

- An a?rareness that people com*
r{lth thelr personai pi.eocupr*
tLone and feellngs as well as
an lnterest ln the ouhJect at
hando* ll sense of tnvoLvemenb and
eri:por.'eriilent I people foellng
that f,he declslon$ are thelr
ceeislons I that they arilEETo
to do tihet needs d,oin6,

Whtle there 13 no foolprqof Uay
t',o inilure euccesfu3- rneetlngs, thgbe
+rB a. number of gutdeJ.lnes that {ll,I
Uo a long '*ray toilard, holptng groqps
f,o rieet both Joyfully arrd pioducSlvarrd produc$Ive1

how to facfllt,-ltost people can learn how to fac$:Ilt-
&te a good meeting, but l"t doee tialce
Sorrro tirne and atUenttono The.rnoi,te
lleople wlthin a group rcho are &ware
of iood group _oroc6ss sklll,s, th6ea;ler the task of the fac{lltator
hnd the more satiafactory tho m*ai*
ing.

A facllttator ls not quJ.te the
same as a leader or a chaliperoona hr,lt
rnor€ li.ke a elark tn a earakbr mesilng.
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A faqill$"at*r accepta respohnfbi,l$"ty 'oo
Irelp thr group eccoslplX.sh a co&mon task
t o mo,ve througtr Bhe agenda tn the tliue
aval"J.able and Co rnake a necsssary doc*
'l"si"on and plane for lmplement,ationo

A. facLl"fteto.r nuakes n@ dec*
*.sierns for the grgup, but suggests
wey,$ 'f,haq l.rLLi. he}p the group to move
f,r+r"wfftrd" I{e or shts works Ln guch a
;vay that Lha pe*pIo present at tlre
mers'i:J"ng ane ill,.rer6 Lhal; lUhCg az.e ln
chargel that i..t is t[gffffisi.ness that
:l"s me*.irg cond.lrufl*Cr*bHfi*tirat eaeh per.*
*un ha.s ri s'ole t,c play.

I0 i"s Lmpor.&anb t o emphasLze Ehat
thcr r*op*nstbt1itS. of, the faclLlta'Bor
:?-s Sfi lhe Rrcrui) nnd its r+ork rather
Eharu l6*'fn'IffiiTr.J"duals wlthl.n the
g;rouis. Fr"il,t,herfioreD a person ulth e
h:i$h sbake tn th$ f.ssues dtecu.sserj 'arLll"
have & IrrCIl.e dlffl,cult t,ask functlon,tng
&s fi, goorl faclli"tat,oro

If at aII pooetble, plan the a;enda
be;iore the meetlng. It,- 13 easler to
nrodi.fy It later than 'bo atert from
ecrabch at the begtnning of the meettn.-oIf very few agendi i.tamJ are known be-fore the meeti.ng otarts, try to antlc-
X.pa&e by thinkin6lhbout" the- people
who wL}l be ?here and what ktnd- of, pro*
$e$s i',-Lll be helpfull to them*

trn the agend.a J.nclucie:

1o $omething to getheE peoplerro
brlng thelr thouffis To- the pies*ont, ts make"tham recogni.zc bach
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other's presence {stnglng, oJ.l,en*e,,
brJ"ef, mention of good fihtngs fihafr hao,rm
happllneC to peorle }atu1y, etto )

2" egeqlgg.-ffgge,{ * j.t?-5 a Spcd lrJsa lim
have tFtgenclt-uribten on )-arge .lileetsr
of nel;sprlnt or on a bl-acls board $o
thar. tveryone can sue J"t" By relriet'-,
lrig tlie agenda Lhe faetli"f,ator can (
glve the partlcipants a chanc,s Lo nir.r*j."=

I"fy the propcEed agenrtra an,C. f,iran f,r.t

contract to carry lt olrt*

3o ltla!.n ltcms @ Lf ;eore
need'j- to-lE-dealt ulth
to set prlorLtles:

$lian rrne item
Lt is funportan.t,

a". J,f, at a.l} po3sib.leo sflari r.l"'ui:r
sorethlng vuhlch qan be deal.t;
i{tth rea6onab}y *asy, Tiri-r rsi.l"}
gtve the group a &Gn:*e r,)i.' #,{:'Joiir*
pli,shment and energyn

bc ?he nore dtff,lcrrit or ien6sh:r.er
ltems " or t,ho:re of nrost pr:tr$$i"il"it
*nporf,rnce, eon:e r.tel'.t.o -i"i crr*nr;i$
are sevenal, p)"ari t,o hE-i'rt* qu:n.ck:
breaks betiteen them to r@rxll{1:ls
$nsrgy arid att,ent!.on (3l"l,et a
stretch ln place, s*ng,. 6afi1e,,7

co & blg iteur r,ray be bt"oksn intrr
several {sgues ani discuesed cn{l

,; it a t Lrne to make lt unore riarl&*" geable, Or it rcaY be helpfu*I. 'l;o

suggest a procesg of Present,i-n$
the' Lte;in xj.th backlground lnfor-
natLon and cJ-artflcati*nn break*
inf i"n'Lo sma:l.J" $roups for ldea
sharinr and r,raking prleri'bj"os,,
and Lhen returning to the ;':ain
.r:rour for d1-:cusgion"

d"l'i.ri:Lsh uisir ;cr,iletlll.n;1 shor$ arrd
easy to end o:r__flSr_up:bg3le
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&." Anmouncements
-re-+-

5o .*S*&gg'ti€E * ser\'€e several purpoie*q
fro provlcie a quLek opportunlty ior
peoptr"e to exi)ress ttreir feellirgs
abcru.t the proeeedin6s a n.C ttrus t+
prolrtdc a sei'iiie of cLosure to the
exp*riencel and to J,.t$,rn to have
beEter noeetinga ln f,he ful,utreo

EgEldrrate the ti.me neededffi;sila;
wj.l"l:

J"ndLca'ie to pa.rt;ici.pants the
reLattve i+elghgs of'- the ibeme.
irelp particlpant,g,6all"oi: thelr
pfis,tl.cigatlon to the time
a trailable 

"- gJ,ve a. 6en$e of the prog,re$cr;,f ihe r,eetlng.

iiirr: t cne of a meo.btng ls usuaiiy
seL in the heginning" ItTs lmportanl,t,s ri*ar"{, on a note of .conf,idenie and
pper,$y a;ird '*j.th rhe roecgnt0ion thabtno*B preeent &re peopiel no0 5ust,-rol"es and furietlorr.i" 'ioriretimeE glh.p*
tng. w{IJ. do thls 6 esp€cia})..y in 

- l;E*gatherin6;s * .or a qutck sharl.ng od. 
--''.

t?,J$ .r,Iiings '..r-hich have h+ppencl to in_dlvf,dual people La.celyo ..fllre time Ltaices- Ls r.e;lald by Uhe' contrtbuttonlt rnali€s to a rolaxed anrj upbeat atrrls*.pl.fi ylgfu parbictpanrs ar,: eneouragedt$ tle real lrith caeh othetro

Aeenda Ite'rj.eu

1o 0o throueh
lLne foril"
'rrhat i.s t;

for each ttern
chart" ?hLs

head*
of

the whole agend,a ingiving a brief J.clea
be covereri and hr'.v.

affia* -.\i4.i4&ifuE.>.l'G-nb
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BrLefly explaln the ra'Lls$lii}s behlnd
the order of the propCIeed agend&o.

Theno and not bsfor@e ask f$r
questions and souliilenEs e 

,

Dontt be defenslve abau'u the ag&,ncla
you have proposoci, but clonst eilengs
everythi"ng a0 the euggeatton a$
ono persoo * check lt out wtth thm
group flrst" 

i

If naJor additLcne ars pr$p{3#{}ct,,
make the group awara that, adjumt,*-
ments musg.be-reade because o{' l,i'ri'-
tted tf.me 

-avallabl.e,, l"lke bak$.rrg
eomething out, po:Lpontng. somiuEl:irtg

(,, If an ltem that soma per-tp'I"o rio 'ir+n
,+ant to deal ir'ftir l"s su1;ges'bod;
f,or dlscueslon, soneirder ttrat, iii:iere
ts no consensus and J.t eamttot be
lncluded at Lhat t tnieo '",i:

i

Remeriber Ehat your rssponetr.bil"$"t'y
a.3 facllltator ta L:o tho whol.ei
Sroup and not to eech tnclJ.r,'1iiua.L"

When the agorrda has bean arnen{ed,
ask the partlcipantg *f &heY aire
wllIing to accept l.t - and ins**t
on a resrponse" They ne6d to bs

tllL 1ater, etso

auare bf havlng nade a consraqt
wlth yfir about now tc Prceoed.,
Besldes, tt ts theLr meetlnsq

?"
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&m:i:la.l.Lg,qe P rgs"Eg,

J.o Arrange {befsre t}re meeting} tc hay*
s*rnebody else presenL each ttem*

?:,. iiu*<iurage ttre expreaelon of varlousrlewpaint,s the rcore inportahl f;he
d*crsi+no tire more imi:ortant it lcLe have alL r>erEtuenh lnforrnatian
{facts"_ feelin6*, *"a opi"iffii-o"th* tabi.e"

3o .Fixpect, ,li"-ffereaces o.f opinion h
vrkr*n liarru_l.eri i;,:LI.i the-v cail contrl,b*r.tf;6 6;'&atllr to sr'ea$ive solut,i.ons*

l*o Be *u*pS.cLou;r o.f agreement,s reashcd"i:o ea,lilg - t,esE t,6 make :iute.Ahatpeopi.e l-eal},y ilo agree on e;sienEi;i

5o Dcnie L*.r$ c1i.s.*,J.ssl"on continure bet*weel tu* i:eopie, hut ask f or corr*mentc by riihcrs. nf,ter alJ-, i*,--1.*the. graup tirat $eede to mak6 iA* -

d,ecl"*lans and carry Bhem out,o

bo ;1.n niueh ae poe.*i_bJ.uu hoLci peopJ.e1o speaklng fo"r Ehefise1v
3- lFFil-sfi*crir; ;H;;-#*r**f*3no
*Hdt;i:rn!,;ffigstffi*l;"
i;3 ; I"'l"lffi rxE'l!"tl$;, 

- 
i'. 

;ti 
:long runo

7 " Heep looklng fcr mLnor polnts
a&raemont and sfa6e Ehein * tt
Hrog'al._ o
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8o Encourage peopLs to thlnk of
fresh solublone ae well as to
look for posslble compromiseEo

9o In tense cl,tuatlont or wtren sol*
utLons are hard to reachs r€lIIBffi-
ber htr,mor, afftrmatlon, qulck
[]al4es for energy, change of
places, small buiz Srotrp$, sJ"IeneCI
etct

10" t{hen you test for con$snausr. stato
ln qUesllon form eveny8htns that
you -f,eotr partlcipants- &SF8B otlo: Be speelf'lc; rrDo we agree that' rroolL meet on Tussday evenlnga
for the ne*t two monthE and that.
'a factlt8aton w111 be f otmd a&
each meotlng to funetton for th*

, next ope?tt Do HOT nnEreJ.3l rofer' to a prevloue statemsnt:-er$o you
all agree'that we should do tL
the rtay j.t was suggestod? t,

11" Inslst, on a reepor.$6" Here agaJ.n
the parttctpants neod to b.o co!r*
sctous of, maktng a eon0ract wi"$h
each other"

12o If you flnd yourself drawn l.nso
the dlscusslon 1n support of a
;aarticular por{tlon, 1t would be
preferable to step aslde as afacllltator untll the next agendaltemr $^tls can b.e-amanged bef,*
qrehand-l[:f you antlcipat6 a cor*fllct of interest. 5-

tr3o Almoot any
from qutcL
lngs u

meetlng wlltr beneflt
breaks ln the proeeed*

(r

t,l



ssee$gs
fn smal} meetlngs (up to !O pooplo

at J.sa"rtl tt *.s oftsn wfsa to evaluaue
how 0tr!.ngs w6nt, (the nnoeting procosse
thafr *s not the cpntent)o A-o1mp3.e f,6r*
matl on top of a large sheet of new$*
prLnt or a blackboerd put a # on the
Ioft stder et * ln the mlddle, and a fi
on &fle rLght slden Under r,h6- + llst
poslttvo sommen&s, thtngs that peoptre
f,el.t gootl abou'E. -Under-the * li.st-
thlngs that people felt eould havo busm
done bctter, that dici not couo of,f sowel"l" Undei Ehe a lts'u speclflc sltrgg-
estl"ons f,or how thtngs coillO have
hoen fmprovedb

tr)'i:,ntt g*t J.nE.* arguumont"* about
rvhefih,e:r $oursrtliing ws.$ in fact ha)"pfui.
q$ f?t; psoprrs havr+ a rtght to their
*'+*,elln6e', ,tt ls n&t necessary to rsorkcut coililens'rrs on -lrhat ""-an gooi and what
rdcrs rls* abolrt f-he mee:ttng"*

A f,ew mJ.nu.oos ls uisuatly aLl Ehet
$"e nesderl * don?& drag l"t oulo fru [Jenri wf.th a poslt,ive c6rnmsnt,. 

-ffe*t,'ini,
&,.imos'fi invarlably get beutsr after r,6o.*p;m ge'u used to irvliuating hors-Bh;y'--
functJ.on tsogether,

sJ,,q-fl{ry;"

o,"y. *.["fl*Io* gt$r8h"-*$f E*'fr *E.SBeorame
$l:tlrgrtng, .pontg Ju.sr. ,Ier li i:"aa:"o"/n@rery Btandi.ng tn- q circlo, ohaklnghanrls- - anyrhitg-*rlct -*i$i"*u 
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6foups as such and ,cut* a feelr.ng of
cJ.osure on the . tl,me spen& t,ogeI;her ts
good"

ITtrB]I.s WATG}IEE**,-.--._
At times when the d.tseu,sei.on !.s

expected t,o be partieul,arly eontrov*
el'e1a1 or whsn there are rabre peop.le
than the faellttat,or can be awiroi3rattentive to, lt may make sen.$e fioappotlt,a ttvl,bgs watchorrr ".'BFsf,$on w
wl'ro wL11-pay attenston to the- er4ot,..
i,oan}, cl"lnrate and euergy l.ov*l, oftilo at,tenderE, Juch a-pereon is sil,*r;oura6ed to Lnterrupt the proceerllng"*
ru'heit necess{}.ry l,rlth an obsbmatlon -
of 

. honr thln;*s- are ;oS.irE ili t,o sufu..eet rerledlee .,rhen uiiere Ls a -crr.lhlemo
As etvlberr natr:her,r you pat :no,ri:

a*r,teni:loa t,o t,ire non-verhal" banunun*I"ca'tiion, euch as;ln B?Ay langua.ge; aro poople yaw""
n1|S, dceJ.ng, oaggtil6r- f,$.rf**ettng, Ieavf.ng?

2o FectaL exprosstons; are peop.l"ealert or hnot thoroill, lohrtirg-upeet, starlng atff, fiito spacil?

3" $lds conycrsations; &rs thsydletractlng to ttre fheilLraltor or t,o tlie group?

4" People ingercuptS.ng oach ot,htlr
ft.1s often

*rV (r
r orefgFu"Igh.E$nBxI*may
you observLd and
ssrethLng Bo d o

dlfftcuit to J.ntsro-
,so[$u$8]ti, ,lhgaa.posslbly su6;gest

abous tt,; ff'enerEy
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ts low a quJ.ck Bame, streteh, Jokar mey
wake peop).e up" If tensleit or confLlct,
Isvol- fs- prov-entlng people fron hear-
lng each othor, a slmple gettln; up and.
ftricllng a new place Eo s tL, may helpo A
perlod of stlence mtght also be helpf'&].
when people nay have a chanee to reLax
a bJ.t and }ook for new lnslghts"

Li; r.s lnrportanfl fon the vlbes v,,atrch'*
Bx' -to keep a }l;ht Eouch * don0t nake
people feel" Eullty or defensiueo Also,,
brl i;onf{clent Ln yrliu" ro}e - thege {s :,ro
lg'sa.son for apologl,al,ng vrhen yr:u have
&m ob$ert'aflton or a. suggestlon fclr tire
$jroup e' $sll s.r3€. dolrig them a favoro

r#gggrri*ass&lH.*
irrCIm tlme to ti.fte any flroup canbeneflt from hav}ng oonebbcty obierrre

h.ol,r Lt w*rks " Durtn6 perlods of *ort*,fl.l"ct *r transttlon (clrariE;l"ng conse."
i.olrsness about sexlsm, foi eiampl,e)
& ilrofle$$ obaerver mai be or spbclil
vi*.iu.* o

- *htJ"-e functlonl,ng as a :crocescobserver be caneful. not ao g&r tnvol-
ved ln the teek of the grou.6, A note
pad- for short notatlons-wt1i heLp vouto be accurate" Remenber to nod1ee,-helpf,ul augge;tlons or procedures ifrat
moved the group fon*ard" Onee a enouD

iB $. f; 
"- 

33fr 3 r35*r tf, 
" 
";[Ea-r.t-i t]o*3, ;:; -monts o
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l{qre are some specifle thlnss you imtght look forl i

I

1o .,'hat was the.6enaral.atrnsephene 
itn luhleh tshe lroup r,lorked?" relaxod?lLsnee? 
l

?o llow vrere thg ctecLsf.ons madet

3o "Ti'' there was any confleet, hww
wa$ It handLeci?

i+" D{d euorybo{y partfel.pato? ;rhre
Etiere *rocedures hhich encor.lregedpart,lci;iatloni -

5, How weI"I dtd the groUp msrnbersl*sten to oach otfrer?'
S" liore thero recognlzed lsaders

v.rluhJ.n ilro grou$?

7, I{ow dl.rl the group lfrtseract wtt}r thefacX.Iltator?

So ,,rere there dlf,ferences betwesn r,alcrr
and fomale cantlci.patlon?

, - ithen you as proc$ss obgerver
!,rhel{?r appolnted or not) are payJ.ngspeclflc e.&Eentltrn to patterns bf- pa}*tte:i.patian, an easy devlce wq"fO-U[-t,ofi.eet $core on papero In a sroall groupa riark can be mahq next to a psrson!,

nane- every tine E/he speaks. 'If youqre lookLng f,or dlffer-ences tn talt_I c Lpar t on [a rt e rnn- b ;t, ;;;il* cEt,e;::Ei.I u u

flf, rtE? 
o*3* ;E;8.?3iJt*"{#ffi}3 ; 

-?tt 
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keeplng tra.ck of number of contrl.but-
lons ln eaeh category J"s anoulhc

In glvlng feedback to the groui:
try to be natter of faet and epocifi.c
so that people do not get defenstve
and cen krow exactly vrhat you are tal"k*
tng about., Again, remernbei to mention
the streng8hs yorr observed ln the Sxoup<,

^ If you taka lt upon yourself to
frmctton a$ a prsces.$ obelrver v;l&hou,C
checkfng with iire group beforohancl, tie
prepared.f cr sorae hoatlllty" your- eon.-trj"button may tur$ out to i:e very val.*uable, but a .leri: of t,ac$ and seniltlv*I"ty 1s calleii 1'otr"

Sg:g{q&$eTAS

. Iustead o:' the usua]. practtce o"f ieav.
irrg qne t'a<:i.Ilrator tt fi brt*n url"se t:;
have cwo facllltatsreo Here are Eome of""the raa&ong and circunrstanees for teinr"-fa ell"ttation;
1o l,.ore. *nforrnatlan and idea.s ere avati*.ablo durlng the plarurlng"

2o lig*? *Tg*Sy tphyslc&} anrt emor{ona})r.s avaltabl.e to the grOuf) * eg)ee*tally {}Irn; .r,iines or cdnrflcc ;;'-il;*han(tlLn6 conplicated aatt,€f,s o

3o Tf u, faelU.tator beeon6$ personaLlytnyosved rrr .ili.e- dG;;;;iofi ;- i["I;*,easl to_hand the 5ob orrer d,o-ifre-co-facil"iuator foi trre t,i"e-uirig"
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b, Co*factlltatlon ls a-Iray for more
people to galn exPertence and
Lec-one sklLLed facLlltatorso

5o It t5 less exhaustl'ng, deman$lng, 
i

and scaryo ,

For people who are not- usgd to
worlslne as a- t,eam tt ls ProbablY
rsise to dlvtda responslbS.lity for
the asenda clearly before the meet-
.!"n6 o -llonever, colfaclLltation means
thit the parson who ls not tton drttyfl
1s sttil reaponsl.ble for paYing'
attention ag ttvLbeg i^ratchert? and
pitchtng f,n to hetrp elarlfY issues,
test, f or conBencus, etc.o

In evaLuatln; Etreir work to;e-
ther. peopLe '.,'ho r+irorlt as co-f,aI'lt-
ator6 'can'help each othcr by glvln;
feedbaek and 3upport, and thus leann
tol:rowo 

-0.=
Meettng FaclLltatlon: The No

l'lagtc l--ethod was wrLtten by Berlt
Lakey" It was publlshed by Newjoctety Publlahers, Hew Soctety
?ubll"shers offen'E a ir'lde range of
alternatLve lLterature"'?Jrl.te
then at lt'ove&ent for l{sw $oclety
Box 20471, Broadway $tatlon, Jcattle
iirAo 98102. or l,iovecent for New Soctety
2L'Abbott $t,, Greenfteldu t{A 0L30l
USA" Ttrls eofiy was 3's-publ"fshod by
Rasca1 Anarehlet Publlshlng, P"O"Box
zXI*&, Peterboroughu Ontarlo, 0anada"
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