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Basics of Effective 
Facilitation for Coalitions 

Presenter
Presentation Notes
Facilitation is a bit like learning to dance: you need to learn the basic patterns and as you do it you get better at responding to the cues that the people around you are giving and it requires less conscious thought to guide things where you want them to go. You also need to learn your own style and to identify the things you do well and the things you need to work on, and then work on those. Or, get help from others that have those strengths. It’s all about helping a group of people with a common goal be clear and focused and by working together produce something beautiful that no one of you could have done on your own.



 Prepare for the meeting to set 
yourself  up for success 

 Facilitation tips and trouble shooting 
 Introduce exercise for you to try with 

your coalition or colleagues to 
practice facilitation 
 

Learning Objectives 



 Identify the purpose of  the meeting 
▫ Update or work session? 

 Identify who needs to attend 
▫ Members and special guests 

 Identify roles and responsibilities 
▫ Role of  the chair vs. staff 

 Develop and circulate agenda and 
background materials 

 Logistics: location, scheduling, materials 

Prepare for the meeting  
to set yourself up for success 



 Identify the purpose of  the meeting 
▫ At the end of  the meeting, what do you want to achieve? 

 Given the purpose, identify who needs to attend 
▫ Who needs to be there to report on action items from 

last meeting? 
▫ Who needs to be there to voice issues and discuss? 
▫ Who needs to be there to make decisions? 
▫ Who needs to be there to assign action items? 
▫ Who does not need to be there? 

Prepare for the meeting  
to set yourself up for success 



Prepare for the meeting  
to set yourself up for success 
 Identify roles and responsibilities 

▫ Facilitator 
▫ Note taker 
▫ Logistics support 
▫ What is the role of  the chairperson of  your coalition? 
▫ What is the role of  the staff  person for your coalition? 

 



Prepare for the meeting  
to set yourself up for success 
 Develop and circulate agenda and background 

materials 
▫ Internal agenda with notes for chairperson and staff 
▫ Identify background materials and time for group 

to review  
▫ External agenda 

• Time slots 
• Identify outcomes 
• Invitees  
• Action items 

 



Prepare for the meeting  
to set yourself up for success 

 Logistics 
▫ Scheduling: to Doodle, or not to Doodle? 
▫ Physical location, teleconference, video conference 
▫ Food and refreshments 
▫ Circulate agenda and materials 
▫ Meeting reminder 
▫ Follow up 

• Notes 
• Action items 

 



Facilitation tips and trouble shooting 

Presenter
Presentation Notes
Some days and some people are harder than others.



Facilitation tips and trouble shooting 

 Prepare the group 
▫ Ground rules: which ground rules does your coalition 

observe? Have you agreed to them? 
▫ Introductions + Welcome 

 Follow the agenda 
▫ Keep your eye on the clock and be ready to adjust 

 Focus on summarizing and identifying results 
 Reiterate next steps clearly 
 Respect everyone’s time: start and end on time 

 



Facilitation tips and trouble shooting 

 What to do when someone talks too much? 
 What to do when someone goes into too 

much detail? 
 What to do with people who distract? 
 How to use committees and work groups? 
 Other situations to discuss? 

 

Presenter
Presentation Notes
Body language: looking, nodding, moving towards someone or staring intently at themVoice: sounds of agreement, break in and summarize and ask ‘am I hearing you correctly?’Tie what is being said to something another person has said, to give it relevance and belonging and to draw the threads together for the group.Difficult people are often ostracized by the group which sometimes makes it worse, find ways of connecting what they are saying to the group and showing them how they can participate effectively. Bring anxiety down often reduced disruptions.



 Give roles to participants 
▫ Chair person is facilitator 

 Run 10 minute meeting 
 What worked? 
 What didn’t? 
 If  time permits, do it again with 

different people 

Role Play! Practice with your Coalition 



Visit us and learn more 
http://www.agnewbeck.com 

Thea Agnew Bemben 
thea@agnewbeck.com 
907-222-5424 
 

Thank you! 

mailto:thea@agnewbeck.com


 Tuesday, February 18th from 1-3 
p.m. Karen Benning, Agnew::Beck 
Consulting & Sylvan Robb, 
Information Insights will present the 
next webinar in the sustainability 
series Determining What to 
Sustain: Part 2. 

 
 

 
Upcoming Training 

Opportunities  
 


	Basics of Effective Facilitation for Coalitions
	Learning Objectives
	Slide Number 3
	Slide Number 4
	Prepare for the meeting �to set yourself up for success
	Prepare for the meeting �to set yourself up for success
	Prepare for the meeting �to set yourself up for success
	Facilitation tips and trouble shooting
	Facilitation tips and trouble shooting
	Facilitation tips and trouble shooting
	Role Play! Practice with your Coalition
	Thank you!
	Slide Number 14

