ADDRESSING MEMBER NEEDS

Understanding the differing needs of group membersis the key to integrating individuals
into the group and hel ping them become productive group members.

Inclusion/Affiliation — the need to feel that one belongs and is valued
Control — to feel that one can influence others

Achievement — to feel that what one is doing accomplishes something

Closing the Session
Plan with the group the location for the next session.

Talk to reticent group members outside of the session.




GENERAL WORK OF TEAMS

Plan

Check

Do

Act

The higher order thinking skills that students must master

to be competitive now and in the future are imperative for
school employees, governance, and staff to restructure public
education. How we go about this restructuring process

holds the promise of restoring public confidence in public
education.



THE ROLE OF THE FACILITATOR

The successful implementation of KEY Srequiresthat governance and staff be adept at skillsin
process consultation, facilitation, and training.

A facilitator’ sroleis to assist the group in performing effectively. Thisinvolves helping the group diagnose
and solve problems while relying on and trusting its own resources. The facilitator functions as a

group member with arestricted role, as both an insider aswell as an outsider. The facilitator focuses
primarily on the process of the discussion rather than on participation as another contributing member

of the group.

Two Dimensions of Facilitation

Shared Ownership
- Assist the group in establishing group norms.
- Promote group cohesion.
- Negotiate with the group on how discussion timeis spent.
- Encourage a climate where alternative perspectives
can be expressed.
- Encourage risk-taking, the expression of and support
for minority opinions.
- Draw out and explore diverse ideas and perspectives.
- Confront relevant controversial issues.
- Avoid evaluation and voting that often result in polarization.
- Focus discussion on topics identified by faculty and group members.

Process Management

- Bewilling to put aside your own perspective in order to understand
others' viewpoints and feelings.

- Structure process activities to support effective group devel opment.

- Energize group discussions.

- Encourage interactive discussions among all members.

- Observe and balance participation between members.

- Do not suppress controversy between members. Controversy should
be anticipated and dealt with constructively.

- Encourage dynamic group discussion through the devel opment
of concept questions.

- Keep members on task (either group development or content discussion).



FACILITATING EFFECTIVE DISCUSSIONS
Tips For Facilitating Effective Discussions
Planning and Preparation

Plan the meeting place in advance.

Plan seating arrangements.

Have planned discussion questions for
each session.

Talk with guest speakersin advance to
discuss their roles during the session.



FACILITATING DISCUSSIONS
How not to dominate the discussion

Remember to —
Introduce discussion if necessary
Focus discussion and keep it on track
Encourage open exchange
Energize group discussions
Be accepting of other viewpoints
Focus your attention on all group members

Avoid —
Lengthy contribution
Evaluation
Criticism
Voting
Diaogue with afew select members of the group
Positive and negative comments after each group member’ s statements

The facilitator should speak only 1/nth of the time (where “n” equals the number of
group members).

The facilitator’ s contributions should primarily be of a process nature and should
refrain from lengthy content contributions.



FACILITATING DISCUSSIONS

Focus Discussion
Focus on discussion process rather than the detail of the content.
Use questioning strategies.
Restate the question if the group gets off track.
Summarize main points.
Transition between the conclusion of one issue and introduction
of the next.

Practice Effective Discussion Skills
Refocus discussion by restating the issues at hand.
Ask probing questions to clarify ambiguous issues.
Promote listening, not analyzing, of members' input.
When a particular topic is exhausted, direct discussion to the next topic.
Periodically summarize the group’ s position on an issue.
Identify areas of agreement and disagreement.
At the end of every session, review highlights of the discussion.

Create a Positive Group Environment
Be accepting of other peopl€e' s viewpoints.
Focus on ideas, not people.
Don't let disagreements become personal.
Discourage awin/lose approach to discussion.



COMMON ELEMENTS OF INEFFECTIVE MEETINGS

Some members unclear about the
meeting goal

A vague or nonexistent agenda
No time limits on discussion

No process for working on important
| ssues

No facilitator

People who haven't done their
homework

Discussionsthat goin circles
Lack of closure to discussions

People who argue their point of view
instead of debating ideas

People who dominate while others sit
Passively

Meetings that end without detailed
action plans or plans for next steps

Absence of any process checking of
the meeting as it unfolds, or any
evaluation at the end




THE FUNDAMENTALS OF MEETING MANAGEMENT

Create and use a detailed agenda.
Develop step-by-step process notes.
Clarify roles and responsibilities.
Set clear meeting norms.

Manage participation.

Make periodic process checks.
Take minutes.

Determine next steps.

Evaluate the meeting.




DECISION BY CONSENSUS

Guides To Usein Reaching Consensus

1. Avoid arguing only for your own individual judgments. Approach the task on the
basis of reason, and try to make decisions on the basis of the best reasoning in the

group.

2. Avoid changing your mind only in order to reach agreement and avoid conflict.
Support only solutions with which you are able to agree, at least somewhat.

3. Avoid using conflict-reducing techniques such as mgjority vote, averaging, or trading
in reaching decisions.

4. View differences of opinion as helpful rather than as a hindrance in decision making.
Listen to the different views of others.



RULES FOR BRAINSTORMING

No criticism

No evaluations

Get ideas out...Do not discuss them

Record all ideas

Expect wild ideas

Be spontaneous

Suspend judgments

Quantity of ideas, not quality, counts

Build on each other’s ideas



CONFLICT RESOLUTION METHOD

Step 1: Treat the other person with respect.
Respect for another person is an attitude conveyed by specific behaviors.

The way you listen to the other, look at him or her, your tone of voice, your selection

of words, the type of reasoning you use—these either convey your respect or
they communicate disrespect.

Step 2: Listen until you “ experience the other side”
The goa of listening is to understand the content of the other person’sideas or
proposals, the meaning it has for him or her, and the feelings he or she has about
it. That means being able to step into the other person’s shoes and view from his
or her point of view the things he or she istalking about.

Step 3: State your views, needs, and feglings.
State your view briefly—short and to the point.
Avoid loaded words.
Say what you mean and mean what you say.
Better not to withhold information about how you fedl.
Don’'t make more extreme statements than you really believe.

Encourage people not to talk about one issue when their concernisrealy on an
entirely different matter.

Disclose your feelings.



CHARACTERISTICS OF A PERSON WHO
CONTRIBUTES TO THE ACHIEVEMENT

OF GROUP GOALS

Isflexible

Listens

|'s patient

|'s perceptive

|'s open-minded

|'s cooperative

Shows enthusiasm
Displays interest in others' ideas
Isimaginative
Sparksideas

Stimul ates and motivates

Is curious

Facilitates
Synthesizes

IS sincere

|s straightforward
|'s outspoken
Islogical

|s appreciative

|s helpful and supportive
Displays humor
|s persuasive

|s confident

|s convincing




CHARACTERISTICS THAT DETRACT FROM
ACHIEVEMENT OF GROUP GOALS

Indifferent (I couldn’t care less.)

Uninvolved (I don’t want to get into the act.)

Neutral (I'm acompletely impartia person.)

Self-effacing (I’'m really not very bright.)

Uninterested (This doesn’'t turn meon at all.)

Inattentive (This sureis anice day. Oh, what did you say?)

Bored (What the devil am | doing here?)

Patronizing (I suppose | must lower myself to their level.)

. Pompous (Who says I’ m stuffy?)

10. Elitist in attitude (My ideas are correct because | am me.)

11. Arrogant (Who do these jerks think they are?)

12. Negative outlook (It won’t work, so why try it?)

13. Know-it-all (What would you like to know? I’m an expert on everything).

14. Cocky (Go ahead. | know | will be proven right.)

15. Conceited (I love me.)

16. Domineering (I'm the boss; now listen to me.)

17. Litigious (There' s nothing better than a good debate for its own sake.)

18. Contentious (Put up or shut up.)

19. Argumentative (Yes, but...)

20. Concedes with ill grace (So you are right for once.)

21. Stubborn (I’'m not giving up.)

22. Resists making revisions (My pride of authorship is as solid as yours.)

23. Impatient (Come on; come on; let’s get moving. We have wasted too much time
aready.)

24. Rigid (I'm not switching)

25. Shows temper (Who gave you the right to control me?)

26. Sarcastic (Yes, you've finally come up with awinner thistime.)
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ACTION TEAMS

Team-Building Tasks

1.

o o

Clarify what theteamisto
accomplish.

2. Establish norms.
3.

Understand task and maintenance
functions.

Establish procedures, agenda, and
schedules.

Encourage open communication.
Clarify problem solving and
decision making strategies.
|dentify how the team will
evaluate its progress.

Relate team-building activities to
the task.

Training Team Leaders

agrowpNPRE

Group dynamics

Problem solving strategies
Communication skills
Running effective meetings
Monitoring and evaluation
practices

Meeting Minutes

1. Date

2. People attending the meeting

3. Agendaitems covered

4. Decisions made

5. Next meeting (date, time, place)
6. Tasks for the next meeting

Developing an Action Plan

1. Clarify goals and strategies.

2. ldentify questions to be answered.
3. Gather information.

4. Compile and analyze information.
5. Problem solving

6. Write the action plan:
__implementation steps
__timelines

__budget

__whoisresponsible

__how will we monitor progress
__how will we evaluate outcomes




ACTION PLAN

GOALS:
1.

2.

RATIONALE (Why isthisimportant?)

ACTION STEPS (What you are going to do) Timeline
1

2.

3.

EVALUATION




ACTION PLANNING

Objective:
Activities or Who was How do you know
Strategies responsible? Date Accomplished | it's working?

Resources utilized?

General statement of what is still needed




ACTION REVIEW FORM

Objective:

Activities or Strategies
What did you do?

How do you know it's working?
What evidence do you have that
Who was Date you have accomplished your
responsible? Accomplished | objective?

Resources utilized?

General statement of what is still needed




CURRENT REALITY / DESIRED REALITY

Current Reality Desired Reality How do we get there?




