Group Facilitation Procedures
At many activities and meetings, you may find yourself assuming the role of “group facilitator”.  Breaking into small groups for discussion is an essential element in a meeting process.  Small groups are the only chance for ALL people to share their own personal experiences with others.  Therefore, it is very important that each person, including yourself, feels comfortable and affirmed when opening up.  The following are some points of process for leading a group.

· Same Level:  Be sure everyone is on the same level (all sit in chairs, or all sit on the floor) in a circle (not semi-circle or oblong).  This insures that everyone is included and can see and hear the person speaking.
· Repeat the Instructions before beginning.  Most people do not hear or understand the instructions the first time they are explained.  Ask if everyone understands.

· Introductions:  If there are new people in your small group, then have everyone in your group introduce and tell something about themselves.  Some youth are uncomfortable in small groups, so as the leader you are responsible for breaking the ice.  Tell a joke, ask some questions or just shoot the breeze to get everyone and you loosened up and relaxed.

· Silence is OK:  Silence can be thinking time and can pressure the group members into talking.  If the silence lasts too long then intervene by adding your own comments and asking someone a question.  For those that prefer not to talk, continue to encourage them to share but be respectful of their right and privacy for not wanting to open up (if it is a sensitive topic only).  If someone is having trouble sharing, bring it up to the leader after class.
· Domination:  If someone is dominating the conversation it is your responsibility to intervene and move the discussion to others.  Along with that idea, allow others to share more than you do.  Your task is to provide a setting in which others can speak.
· Emotional:  A variety of emotions are surfaced during sharing.  Make the person comfortable by letting them know that the group cares.  Unless they insist on leaving, try to have them remain in the group and talk it out with the group.

· Time:  Be aware of the time schedule and do your best to stick with it.  If finished early, try to stimulate further conversation by asking questions.  Otherwise they can talk quietly with one another.  Help build a bond of friendship by joining in their discussions.
· Side Conversations:  Stop them immediately or they will continue.  Emphasize the importance of listening to one another and be a good example to them.

· Paraphrasing/Reflecting:  One of your MAIN tasks as facilitator is to listen.  Listening includes being attentive to the speaker by nodding your head or saying a response like: uh-huh, OK, yeah, go on, etc. When they have finished, then rephrase the content or feeling they just communicated, make a comment, or ask them a question.  This lets the person and the group know you are listening to them and what they said is important.  Maybe the group will see you doing this and begin to do this on their own without your help.[image: image1.png]



