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Purpose:
· To introduce basic facilitation skills that are important for all Toastmasters to master in order to lead and manage meetings effectively

Agenda:
· Your Experiences with Meetings
· The Good, the Bad, and the Ugly!
· 3 Reasons to Have a Meeting
· Share, Discuss, Decide
· Meeting Management
· Before, During, and After
· Q&A, Large Group Discussion

From Your Experiences…

	Best Meeting You Ever Attended:

	Worst Meeting You Ever Attended:

	What happened and why?





	What happened and why?

	What would you repeat in the future?






	What would you do differently?



3 Reasons to Have a Meeting:
· Share
· Inform
· Decide
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What to Do Before the Meeting:
· Purpose
· Outcomes
· Agenda
· PreWork

The purpose of me attending the District 40 Spring Conference is to _____________________ 
____________________________________so that ___________________________________.

I know this weekend will have been a success for me when the following happens:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What to Do During the Meeting:
· Content vs. Process
· A Palette of Techniques

	Technique
	When/How to Use:

	Be Quiet
	When group is working well together; After using another technique

	Reflect
	“It sounds like you would like to…” ‘The options you’ve discussed are…”

	Check
	Ask an open ended question – “What’s your reaction to this plan?”

	Invite
	Make a statement – “We haven’t heard yet from a few people on this idea…”

	Position
	State the issue and goal – “The problem we are facing is…our goal is…”

	Re-Position
	Remind about the issue and goal - “We are straying from  topic X, which is…”

	Observe
	Monitoring group process – “When we talk about…I see the group…”

	Question
	Clarify, stimulate, or challenge – “How do we know…?  “What can we do...?”

	Suggest
	To transition– (Reflect/State/Position +  Suggestion “Let’s brainstorm …”
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Situation #1
· How would you respond?




· What technique(s) are you using?




Situation #2
· How would you respond?




· What technique(s) are you using?




Situation #3
· How would you respond?




· What technique(s) are you using?




What to Do After the Meeting:
· Summarize what you said was going to happen (purpose and outcomes) 
and what actually happened
· Capture any next steps or action plans: What – Who – When
· [bookmark: _GoBack]Manage to the action plans
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