
Action and 
Review

Mobilising 
for action

Making 
Decisions

Challenging
Assumptions

De�ning
Options

Catalysing
Further

Ideas

Incubating
Ideas

Sharing
Di�erences
of Opinion

Problem
Sensing and

De�nition

Dive
rg

en
ce

Convergence

Prepare and contract
on objectives, process
and roles with project
Sponsor

“Contract”...
• Objectives
• Expectations
• Ground rules
• Scope
• Level of
  participation
• Next steps

Summarise,
check for 
agreement and
push for action

Review process
and results from 
meeting

Agree on next
steps

Debrief with team
leader

End of / after workshop

Prepare to be
�exible

Identify and de�ne
purpose, objectives,
roles, process and
output of meeting

Agree purpose of
workshop and aim
to contract with 
the participants

Facilitate group
processes

Ecnourage 
participation

Prepare Focus Plan Do Review

Before a workshop During the workshop

Get agreement
om process,
agenda and 
timing

Key phases in the facilitation process

Summarizing Matrix of Facilitation Techniques

Opening

Opening 
Speech

Meeting 
Purpose

Ground Rules

Tools

Agenda

Introduction

Warm-up

Participants
Introduction

Check
previous

action items

Exploring
Information

Presentation

Report

Discussion

Brainstorming

Mindmapping

World Cafe

Hand Signals

Round Robin

Evaluating
Information

Multi-Voting

Screening
Matrix

Fist of Five

Prioritizing

Pro/Con

Pareto
analysis

Decision-
Making

Consensus

Majority

Delegation

Super 
Majority

Multivoting

Fist of Five

Recommend-
ations

Closing

Q/A session

Summary

Clean
Parking Lot

Create action
item list

Check
objectives

are met

Decide on
next events

Agree on 
communication

plan

Say thanks

Follow-up

MoM

Knowledge
sharing

Progress on 
action items

Facilitation


