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SIRC

� Canada’s National Sport Resource Centre
Promoting sport and fitness for 38 years

International, National, Provincial and Municipal 
Partnerships

Grassroots to High Performance our members
include:

Coaches, Officials, Athletes, Teachers, Practitioners
Media, Administrators, Clubs

Information becomes knowledge if it is: 
Relevant, understood, trustworthy, and put into action



SIRC Communications

� SIRC Newsletters
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� SIRC Blogs
� SIRCtweets

� SIRC Facebook
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Sport Law & Strategy Group

� Vision: Our vision is to help you achieve 
yours. 

� Mission: To educate, advise, consult, 
facilitate and innovate to help 
organizations achieve their full potential. 



Our Clients



Our Values

� Justice - as a higher standard than fairness
� Professional excellence - we provide exceptional 

value through continual improvement, investment 
and innovationand innovation

� Respect - we care for each other and for the 
environment

� Wellness - achieving balance between professional 
and personal development

� Passion - to make a difference in sport



What is facilitation?

� Act of assisting or making easier the 
progress or improvement of something 

� A process of working towards a desired � A process of working towards a desired 
outcome 



What is a facilitator?

Someone who uses some level of intuitive or 
explicit knowledge of group processes:

� to formulate and deliver a formal or informal process
� to ensure effective and productive meeting dynamics � to ensure effective and productive meeting dynamics 

to allow participants to focus on content
� to match the design with the intended outcome
� to help a group achieve what they want or need to do 
� to help a group get where they want or need to go
� to help ensure a safe and welcoming 

environment for all participants



Skills of a great facilitator
� Open and candid
� Excellent communicator
� Superb listening skills
� Outstanding interpretation skills
� Consistency in actions� Consistency in actions
� Focused
� Outcome oriented
� Accessible, inviting, caring
� Flexible and adaptable
� Assertive
� Enthusiastic and enjoys working with people



Range of facilitation
Facilitators require different skills, tools and 
designs based on the purpose of the gathering:

� Staff meetings
� Problem-solving exercises� Problem-solving exercises
� Full system inquiries
� Strategic planning
� Asset-based exercises
� Data mining activities
� Negotiations
� Organizational change

initiatives



Why do we need facilitators?
� To ensure a range of possibilities are explored
� To stay on task
� To allow full participation by everyone
� To ensure neutrality� To ensure neutrality
� To build cohesiveness
� To stimulate creativity
� To deliver on desired outcomes



Facilitation 101
� Tricks, tips and tools
� Ways to think about group processes
� A planned approach to designing an optimal 

gatheringgathering
� Equipping yourself with 

some back-pocket solutions
� Investing in your own growth

and learning



Step 1: Preparation 

Why:
� Why is the meeting being 

held?
� What tasks are planned?� What tasks are planned?
� What is the overall goal?
� Is this meeting part of a 

larger goal?
� Has this been written 

down



Step 1: Preparation

Who:
� Who is invited?
� If decisions need to be made, are the right people 

present?present?
� Who is not going to be there/ can’t come?
� How does attendance affect completion of tasks?
� Who is not invited? Why?



Step 1: Preparation

When:
� When is the meeting scheduled?
� How long should it be?
�� Is there enough time?
� Logistics?
� How much time can be allotted for each 

agenda item?



Step 1: Preparation

Where:
� Where is the meeting being held?
� Do you and the participants need directions, 

lodging, and airline recommendations?lodging, and airline recommendations?
� Are there adequate resources available (flip 

charts, good markers, white boards, etc.?)
� How is the room arranged/is it 

appropriate to the task?



Step 2: Planning

� Map out the process you will use.
� Decide which tools and techniques you will 

need and when to use them.need and when to use them.
� Determine what you need: agendas, Charter 

or a Process Terms of Reference.



Step 2: Planning
Charters/ Terms of Reference:
� Is a document that explains why the team 

exists and its goals – purpose statement
� Outlines who is sponsoring the meeting� Outlines who is sponsoring the meeting
� Time required
� Tasks and activities
� Ground rules



Step 2: Planning
Meeting Agendas:
� Document that outlines what will be covered 

at the meeting.
� Date� Date
� Location
� Objective
� List of topics to be covered

� Time allocated/subject area



Step 2: Planning
Process Terms of Reference:
� For larger scale initiatives, this document  

outlines the following:
� Project scope� Project scope
� Reporting
� Key considerations and assumptions
� Principles
� Partners and other key stakeholders
� Budget
� Timelines
� Deliverables



Step 2: Planning
Ground Rules or Norms:
� Establish ways for people to interact with each 

other – different tactics for groups that know 
each other and those that don’teach other and those that don’t

� Establishes how decisions will be made
� How to deal with technology
� Encourages normative behaviors and sets 

conditions to optimize success



Step 2: Planning
Getting ready for the meeting:
� What communications needs to happen with 

participants, in what order, and timeframe
� Any pre-reading required? How much?� Any pre-reading required? How much?
� How to get new participants up to speed



Step 3: Putting it into practice
� Welcome and introductions
� Introduction of facilitator
� Review purpose of meeting to ensure shared 

understandingunderstanding
� Encourage participants to construct their 

desired outcomes: “success by end of today 
looks like”

� Getting to know each other: ice-breakers
� Establishing norms



Step 3: Putting it into practice
� Overview – equalizing the knowledge base
� Group discussions – range of options

� Small groups
� Solo reflection time� Solo reflection time
� Diads
� Triads
� Plenary

� Wrap-up and next steps: check-back to 
desired outcomes

� Evaluations



Step 3: Putting it into practice
Keeping the meeting on track
� Be prepared
� Adapt as required
� Be prepared to intervene� Be prepared to intervene

to re-focus or re-balance:
� Use posted ground rules
� Use lowest level of intervention
� Use assertive language
� Supportive tone and body language



Step 3: Putting it into practice
Common situations requiring interventions:
� Side-bar conversations
� Staying on time
� Never-ending conversations� Never-ending conversations
� Conflict/ personal attacks
� Returning from breaks



Scenario 1 – Side bars
� If a member of the group is having a sidebar 

conversation:
� Use friendly reminder referencing group norms
� Direct the reminder: use eye contact� Direct the reminder: use eye contact
� Personalize it: do you have a question/ something to 

contribute

� If it continues with one particular person, 
address it at break

� If many people are doing it, ask if 
the group needs a break



Scenario 2 – Staying on time
� Group has a lot to cover, but are veering off 

topic:
� Use the “keep focused” ground rule
� Use a parking lot to capture other items for follow-up�
� Re-focus by suggesting that item will be covered later

� Topic is taking a lot of air time
� Attempt closure: give them a deadline and next steps
� We are almost out of time and there appears to be more 

discussion required, is that true?
� What do we need to do to close this item?
� Why are we unable to achieve closure?



Scenario 2 – Staying on time

� Topic is important and not 
enough time was allocated
� Give participants a choice on 

how to spend their timehow to spend their time
� Explore the importance of this 

topic over another agenda item 
and agree that this might change 
the outcomes

� Attempt to get agreement on 
when other items will be 
addressed



Scenario 3 – On and on and on …

� Lack of, inaccurate or 
unreliable information
� Use the ‘stay on time’ tactics
� Park the item until you have � Park the item until you have 

information
� Re-schedule if required or 

move to next item



Scenario 3 – On and on and on …

� Personal agenda or “hobby horse” or war 
stories or soap box:
� Gentle interruption – ask how this story relates to the topic
� Direct the inquiry – make eye contact and suggest that this sounds like 

familiar turf; there may be an additional golden nugget that is worth 
hearing

� Personalize the request – Rachel, we agreed this would remain a 
parked item – has something changed?

� In rare cases … speak to the person privately at 
break; give feedback gently; ask for his help in 
keeping the session moving forward positively



Scenario 4 – Personal attacks

� Individual(s) attacked:
� Pot shots: observe body language; say nothing if you don’t 

know the group or how it was intended; make light of the 
first occurrence: “I hope that comment isn’t an indication 
that we need armor for this meeting.”that we need armor for this meeting.”

� Continues: restate the ground rules; make eye contact; 
� Confront person directly: firm words, supportive words and 

stance: “I have noticed that this is not the first time you 
have targeted Elisa with your comments, please stop. 
What is the concern that you have? How can we address 
this?” 



Scenario 4 – Personal attacks

� Individual(s) attacked
� Escalates: Gentle but firm reprimand either in group or 

individually: “Pierre despite my reminders, you continue to make 
critical comments towards Elisa. If there is a personal 
disagreement between the two ofdisagreement between the two of
you, it is inappropriate to play it 
out here. Can you continue to 
participate productively or is there 
another issue which needs to be
addressed before the team can 
continue?”



Scenario 5 – Breaks

� Late returning:
� Gentle reminder: reference ground 

rules; before next break, remind 
them

� Same people late each time: ask for � Same people late each time: ask for 
clarification around the ground rule 
if people are always late; what do 
we need to do to keep this ground 
rule? Facilitate discussion around 
ground rules – maybe the breaks 
are not long enough



Step 4 – Managing Data

� Determine what tools you need –
they all have advantages/ 
disadvantages

� Use flip charts/ whiteboard/ web-� Use flip charts/ whiteboard/ web-
based virtual materials to keep 
track of the running memory

� Ensure participants ‘see’ what is 
being posted and ensure its validity



Step 4 – Managing data
� Do you need a recorder?
� Recording the right thing, at 

the right time, in the right way 
takes practice – it is an art that takes practice – it is an art that 
requires practice

� Discuss what format the data 
needs to be presented in and 
who will do it and by when: 
report, minutes, meeting notes



Step 5 – Evaluation and ‘kaizen’

Evaluate your performance 
and the meeting:

� Review responses and 
incorporate specific incorporate specific 
suggestions

� Share with clients and 
participants

� Determine how you can 
improve next time



For more information…
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For more information…
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The International Association for Facilitators at www.iaf-world.org
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Press.
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Your Best Intervention," Training theory and practice, Reddy and Henderson, eds. 
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Schwarz, Roger. 1994. The Skilled Facilitator. San Francisco: Jossey-Bass.

Strachan and Tomlinson. 2008. Process Design, Making it Work. Jossey-Bass


