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+ 
Question 

•What’s the worst mistake a facilitator of a
public advisory committee meeting can
make?

2 

https://docs.google.com/document/d/1a0yKX_9bOE6nz4zl4b6n5Nl0cs5YHPRhP7BuxJSfpAM/edit


 

  
 

 
 

  

+ What makesfacilitation
(in)effective?
• Have you seen a meeting fall apart? What

happened?

• Have you experienced a particularly effective
facilitator in practice?

• What made them effective? How did they prevent
meetings from falling apart?

• Why does this matter? Why emphasize effective
facilitation as a skill?
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+Preparation (before the meeting)

• What does Straus say we should do to “set up for
success?”
• Determine the purpose of the meeting
• Decide who should attend and how
• Determine the desired outcomes
• Draft an agenda
• Delineate roles and responsibilities
• Draft ground rules and decision-making responsibilities
• Propose when and where the meeting should be held
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+How should the facilitator behave during the
meeting (according toStraus)? :

• Believe in the possibility of consensus

• Value diversity and conflict

• Listen as an ally

• Let the group do its work

• Do not be defensive

• Teach about problem solving and conflict resolution

• Be sensitive to strategic moments

• Remain committed to a mutually agreeable solution
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+ Preventions and Interventions

• What do we mean by preventions? Why emphasize
them? What leverage do preventative measures give
facilitators?

• How can a facilitator intervene to encouragean
effective process?

• What are some typical problems in meetings, in your
experience? How might facilitators help overcome
these problems?
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+Core values – what is the role of
the facilitator:

 © Jossey Bass. All rights reserved. This content is excluded 
from our Creative Commons license. For more information, 
see https://ocw.mit.edu/help/faq-fair-use/. 

7

https://ocw.mit.edu/help/faq-fair-use/


      
      

 

© Jossey Bass. All rights reserved. This content is excluded 
from our Creative Commons license. For more information, 
see https://ocw.mit.edu/help/faq-fair-use/.  
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+ 11 Steps to OptimizeGroup
Effectiveness
1. Agenda
2. Participants
3. Logistics
4. Ground rules
5. Opening
6. Building understanding
7. Identifying interests andoptions
8. Prioritizing and deciding
9. Closing
10. Action items
11. Summary
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Help from the Facilitator’s 
Toolkit 
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12Group Dynamics 
Stages of Development 

Thayer-Hart, p. 2 
Image courtesy of University of Wisconsin System Board of Regents. Used with permission. 



 

13Decision Making 

Thayer-Hart, p. 45 
Image courtesy of University of Wisconsin System Board of Regents. Used with permission. 



      
    

 
   

  

 

Decision Rules and Techniques 

The decision rule(s) must be supported unanimously 
Working with a “consensus” decision rule 

Overwhelming majority 
“Who cannot live with this?” 

Techniques 
Dot voting 
“0 to 10” rating 
Impact/effort matrix 
Criteria matrix 
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Example: Criteria Matrix 15 

Thayer-Hart, pp. 47-48 
Image courtesy of University of Wisconsin System Board of Regents. Used with permission. 



 

Example: Impact/Effort Matrix 16 

Thayer-Hart, p. 52 
Image courtesy of University of Wisconsin System Board of Regents. Used with permission. 



       
           

 
        

    
           
          

            

Intervening 

Intervening when the group’s effectiveness is at risk 
Goal of intervention is to encourage the group’s autonomy and increase their 
effectiveness 
Some techniques: 

Refer to ground rules and the group’s goals 
Embrace concerns (listen and restate) 
Use opportunity to teach a concept or method about group development 
Call for a break and then speak with the person individually 
Name the problem and ask the group to suggest ways to resolve it 
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+Meeting “Dominators”? 

Ticket to Talk Evil Star 

Thayer-Hart, p. 22 Thayer-Hart, p. 23 

Images courtesy of University of Wisconsin System Board of Regents. Used with permission.  

18



 

   
        

   
        

    

  

 

Unique Tools/Techniques 

Moving a group forward 
Appreciative inquiry: working from strengths rather than weaknesses 
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Generating options 
Unstructured vs. structured brainstorming 
Affinity process: organizing the results of brainstorming into categories/groups 

Visual representations of issues/processes 
Flowcharts 
Cause and effect diagram 
Interrelationships 
Importance/satisfaction diagram 
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