Running a Workshop: 

Skills to Make You a Pro!
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 Agenda

1:30-1:45
Introduction of Facilitators and Agenda

1:45-2:00
Small Group Preparation 

2:00-2:40
Small Group Presentations:
1. Introductions

2. Ground Rules

3. Warm Up

4. Leading a Discussion

2:40-2:55
Wrap Up

Introductions

Introductions should generally take place at the very beginning of the workshop. This allows everyone to get to know a little bit about one another before they begin their time together. There are different ways of having people introduce themselves, either individually or split into pairs. Introductions should include more than just names, you can also include things like:

· Where you (they) live

· Favorite color

· Favorite hobby

· Tell a short funny story

These are not the only options for introductions. Be creative, and think of other important or fun things to include when presenting introductions.
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Ground Rules

Ground Rules are an important aspect of group facilitation, generally delivered after introductions. It allows the group to establish a safe and comfortable environment by establishing rules everyone can agree upon. There are three basic ways to deliver ground rules: 

1. Make a list with two or three ground rules and have the group finish it

2. Have the group establish their own ground rules 

3. Bring your own list of ground rules and present them to the group

Make sure that everyone can agree with the ground rules before moving on.

Some examples of ground rules are:

· Confidentiality- what we say in this room stays in this room

· Respect- be respectful of everyone’s thoughts and ideas, no put downs

· No cross talking- one person will speak at a time

· Right to pass- everyone has the right to pass 

· Have fun- everyone is new to this experience, have fun with it!

These are not the only options for ground rules. Be creative, and think of ground rules that are important to you.
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Warm-ups/ Ice Breaker Exercises

 Warm-ups/ Ice Breaker Exercises can be used for a variety of purposes including:

· An activity for participants while waiting for everyone to get there

· A way for people to begin to talk and get to know each other 

· To break the ice in the beginning of a training (or whenever people seem anxious)

· To build a sense of group unity 

· To set the mood for the day

· To provide a break between people’s “other life” and this training

· As a way to gather information from participants 

· To energize people

Examples to choose from:

1.   Birthday line up

Instructions: Tell participants that they are to organize themselves by their birthdays without talking to each other. Give them no further instructions to see what they will do on their own. 

Debrief: Ask group about their process with questions such as:

a) What did they notice happened? 

b) Did they notice certain people were the organizers and some were content to be organized? Does that say anything about their personalities? 

c) Did they feel any conflict about the exercise? If yes, what? 

d) Share your own observations and ask if they noticed the same things?  

2.  Personal Attributes- you’ll need index cards
Instructions: Have index cards and ask participants to write something about themselves that people might not know or guess about them (such as- I write poetry, jog, etc.). Make sure people understand that it doesn’t have to be very personal or important.  Collect all the cards and then have people pick out a card. Have them get up and mill around trying to find the correct match. 

Debrief: Ask participants:

a) Where you surprised by anything that happened?

b) Did you make any assumptions about people?

c) Do you feel think you know a little more about the group?

3.  Something in Common
Instructions: Have the group break into pairs. Give the pairs 1-2 minutes to find something they have in common- it can’t be obvious such as both being male or female.  Have a few people share. Then have two pairs join together to make four.  Give them 2-4 minutes to find something all four of them have in common. Have a few groups share. If you have time and the inclination, you can do it again with groups of 8.

Debrief:  Ask participants:

a) Was it difficult to find something in common?

b) Was anyone surprised at the commonalities?

c) Was anyone surprised by the differences as you talked?

d) Was it more difficult as the group became larger? 

e) If yes, what conclusions would you draw from that?

4.  Sorting by Opposites
Instructions: Call out opposites such as (lives in the country/ lives in the city, brown eyes/ blue eyes, long hair/ short hair, has a cat/ has a dog etc.) Have people walk to opposite corners depending on their response. 

Debrief: Ask participants

a) What stood out for you about that exercise?

b) Were their any surprises?

c) Do you have a better sense of who’s here?

d) Do you feel energized and ready to work? 


5.  Two truths and a lie- need index cards
Instructions: Pass out index cards. Tell participants to write down two true statements about themselves and one false statement.  Have participants walk around the room and write down the persons name and “the lie”. Join back together in large group and have people guess the lie for each person.  The person then shares whether the group has guessed right or not. 

Debrief:  Ask participants:

a) What stood out for you about that exercise?

b) Were their any surprises?

c) Do you have a better sense of who’s here?
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Leading A Discussion

Adapted from Great Meetings by Dee Kelsey and Pam Plumb

There are different factors to consider when you are looking to have a group discuss a particular topic. There are two things to consider when deciding what method to use- the group itself and your desired outcome for the discussion.

1.  The makeup of the group:

· A fairly homogeneous group- people with a lot in common (age, sex, youth-in care, executives) 

· A completely heterogeneous group- people who have nothing in common besides coming to this workshop, all staff meeting from an agency, a public meeting etc)

· A large group

· A small group

· A group that meets regularly (once a week, quarterly, yearly) 

· A one time meeting

· People who know each other well 

· People who have just met

· A group dealing with conflict 

2.  The desired outcome:

· A one time meeting to resolve a conflict

· A long term, consistent planning or meeting group

· The first meeting needing some group formation

· A meeting to make a decision about a particular topic 

· To learn more about how each other thinks or feels about something

One thing to always keep in mind if you are first presenting material in a lecture format before the discussion- make it short and sweet. Educational research has shown that people remember:

10% of what they read


20% of what they hear

30%of what they see

50% of what they hear and see

70% of what they say

90% of what they say and do
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Five Methods of Group Discussion

1. Whole Group Discussion

How to use it:

The group is asked a question or given a problem to which anyone may respond. Generally it works better to ask an open-ended question (e.g. How could this problem be solved? or What are your ideas about…..?) 

Pros: 

· Discussion can be active and lively if the group is engaged in the topic.

· If it is a small group it is easy to make sure all people participate.

Cons:
· In larger groups- talkers may take over, leaving quieter people out of the discussion. 

· If people don’t contribute to the discussion- they may not be invested or sabotage the results.
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2. Small Group Discussion

How to use it: 

The whole group is divided into small groups. Each small group either responds to the same question or is given different questions (e.g. every group comes up with meals for the next day or group #1 comes up with meals for breakfast, group #2 for lunch, #3 for dinner).  Each group appoints who will be the “reporter”- who brings back the information from the small group to the whole group. You can either have each group report out on their whole list or have each small group respond with one item at a time until everything is shared. 

Pros:
· The comfort level for sharing is higher in a smaller group, leading to more participation.

·  Everyone usually has a chance to speak.

· The sound of lively discussion around the room can energize everyone.

Cons:
· The facilitator can’t be sure everyone is actually working on the task (they may be talking about what they will be doing this coming weekend instead, the great meal they had last night, someone they ran into yesterday etc.)

· Individual negative behavior (complaining, dominating etc) can affect the small group without the facilitator knowing.

· Groups work and complete the task in a different time frames- so some groups have to wait.
Quaker Dialogue

How to use it:

Quaker Dialogue is a discussion method that promotes equal participation and careful listening. It is useful when equal participation is important or when group members need to listen to one another more attentively.  

First explain the process and rules. Let participants know that after you finish you will check in to make sure everyone understands and is willing to participate by the rules. 

The rules are: 

1. I will ask who wants to begin. After the first person shares- I will go around the circle, giving each person an opportunity to share his or her thoughts on the subject.

2. No one can interrupt or ask questions while people are speaking.

3. Anyone is free to pass.

4. After everyone has had a chance to speak, people can ask clarifying questions and have more discussion.

Pros:
· Each person has an equal chance to speak.

· When members of the group don’t seem to be listening to one another, this method encourages better listening.

· When individuals aren’t participating, this gives them a way to get involved.

· A sense of the group often evolves from the collective comments of individuals. 

Cons:
· The process can get bogged down, especially with a large group and drain the groups’ energy.

· Some people are uncomfortable with the spotlight.
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3. Pre-Discussion Quiet Time

How to use it:

Either present content material (a short lecture) or a content subject (a question related to a subject (e.g. what is important to think about before taking a driving test).  Give participants a few minutes to write down some thoughts about the topic.  Ask them to share their thoughts. 

Pros:
· It gives each person thinking time- especially appreciated by introverts

· It can make for a more thoughtful discussion

Cons:

· Some people- including the facilitator- may be uncomfortable with silence. 

· It may quiet the energy of the group.
Some possible discussion topics

1. The best way to get people to talk in a group situation.

2. Good facilitator skills.

3. What are the most challenging issues to deal with in a group situation?

4. The best way to spend a weekend.

5. What are some possible great topics for next year’s conference? 
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Wrap Up

Wrap Ups are an important aspect of workshop facilitation. They allow people to clear up any questions they may have had.  It allows the trainer to answer questions and make sure everyone is up to speed with the information presented to them.  Having a Wrap Up at the end of a workshop allows people to discuss how they felt about the workshop and the information presented. By hearing participant’s feedback, the trainer can make improvements on their delivery.
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Resources

National Training Association: www.nta-yes.com

Facilitation (Face-to-Face and On-Line): http://www.mapnp.org/library/grp_skll/facltate/facltate.htm 
About.com: http://adulted.about.com/cs/facilitation/index.htm?terms=facilitation

Great Meetings! How to Facilitate Like a Pro

By Dee Kelsey and Pam Plumb

Facilitation Skills for Team Leaders (50 Minute) 
By Donald, Ph.D. Hackett, et al
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