Facilitation Tools

Techniques for Problem Solving in a Meeting
Traditional Problem-solving Process:

Procedure:

1.
A problem is presented to the group.

2.
Time is set aside for questions of a clarifying nature.

3.
The nature of the problem is explored through discussion and alternative solutions


are explored.

4.
One of the alternative solutions is accepted by the group and is delegated to a group or individual for implementation.

5.
The group is periodically appraised on the status of implementation and, once implemented, the solution is evaluated in the context of the problem it was designed to solve.

Brainstorming:


Purpose:  To generate ideas in as creative a meeting environment as possible and allow participants to tap into the creative energy of the group as a whole.

Procedure:

1.
A presentation of a problem or issue is made to the group.

2.
After a time for questions and clarification, each member of the group presents an idea or two.  Ideas should be spontaneous, so avoid using stacks (speakers' lists) unless you have to.

3.
A recorder lists all the ideas together.

4.
Initially, every idea is accepted, no evaluation of any kind is allowed,

5.
Typically, the group will go through a spurt of ideas, a lag, and then another spurt before exhausting its creative power.  After going through this process, review the list and eliminate those ideas, which are clearly unworkable.  The remaining list should represent a fairly complete list of options available to the group.

Feedback:


Purpose:  To provide groups or individuals with personal reactions in a non-threatening manner.

Procedure:

1.
A presentation is made to the group.

2.
After a time for questions and clarification, each member of the group presents his/her reactions to the presentation.  Every effort is made to make the reactions as honest and as tactful as possible, using the following guidelines:


Be specific, rather than general.


Be tentative, rather than absolute (You seem to assume...)


Be informing, rather than commanding.


Be suggesting, rather than directing.


The above criteria should allow those receiving feedback as much latitude as possible and prevents them from feeling attacked or cornered by the group.

Snowball/Solipsists' Meeting:


Purpose:  To provide a meeting environment which is low in confrontation and allows individuals to think on their own (opposite of a brainstorm).

Procedure:

1. A presentation is made to the group, ending with a question(s) to be explored.

2. Members of the group are asked to write their responses to the question anonymously. When participants are done, they crush their piece of paper up into a little ball. 

3.
After a sufficient time, the responses are collected and read allowed.

4.
A follow-up question may be in order and the process is repeated. Or the group may choose to have further discussion aloud.

Statement Polls/Round Robins:


Purpose:  To allow every member of the group to speak and to give the group an idea of where it stands collectively.

Procedure:

1.
After a presentation and a brief discussion, each member of the group is asked to state his/her views on a topic.

