Facilitation Skills Jigsaw Part 1

Do you dread attending meetings because they are dull, unproductive, 
disorganized and too long? 
With proper planning and preparation, any meeting can be effective and enjoyable.
Meetings have several functions. They give members a chance to discuss and evaluate goals and objectives, keep updated on current events, provide a chance to communicate and keep the group cohesive. But most of all, meetings allow groups to pull resources together for decision-making. If the facilitator starts with a careful plan and finishes with a thorough follow-up, the meeting will "run smoothly.

Before The Meeting 
· Define the purpose of the meeting.

·  Develop an agenda with the school leader or chair of the group.

·  Distribute the agenda and circulate background materials that need to be read before the meeting so that members can be prepared.

· Start and end on time. Remember, members have other commitments. They will be more likely to attend meetings if you make them productive, predictable and as short as possible. 

· If possible, arrange the room so that members are able to see and hear each other. Room arrangements usually use round tables, circle or semi-circle, or large groups, try U-shaped rows. 

· Small rooms with too many people get stuffy and create tension. A larger room is more comfortable and encourages individual expression. 

· Use visual aids for interest (e.g., posters, diagrams, etc.). Post a large agenda up front to which members can refer. 



Do you dread attending meetings because they are: dull, unproductive, 
disorganized and too long? 

With proper planning and preparation, any meeting can be effective and enjoyable.

Review the following agenda and discuss the pros and cons of this type of agenda.

	MEETING AGENDA

	MEETING OUTCOME(S):
1. __________________________________________________
2. __________________________________________________
3. __________________________________________________


	LOGISTICS:
DATE:
TIME:
LOCATION:
BRING (MATERIALS):



PREPARATION REQUIRED:
	GROUP MEMBERS:
1. __________________
2. __________________
3. __________________
4. __________________
5. __________________
6. __________________
7. __________________
8. __________________


MEETING CALLED BY:

TELEPHONE:
	
(LEADER)
(FACILITATOR)
(RECORDER)







________________

________________

	AGENDA ITEM
	PROCESS
	TIME
	PERSON(S) RESPONSIBLE

	
	
	
	



Discussion:
Think about your team meetings. What areas would you like to improve on in terms of meeting planning and execution? 
