FACILITATOR GUIDELINES

Introduce yourself as the facilitator. Let people know that your role is to moderate the
discussion and share the following three guidelines with all discussion participants: Say
the following participant guidelines out loud.

® Listen actively. Listening is not simply waiting for your turn to speak.
® Respect the facilitator and stay focused on the theme.

® Be responsive but refrain from using harsh or offensive language even if the
discussion gets heated. You can disagree without being disagreeable.

To begin a discussion put forth a conversation-generating question. After the
question, conduct a round-robin, allowing each person to share his or her initial thoughts
on the topic/question for a couple of minutes. Once everyone gets a chance to speak up,
the conversation can open up to a natural dialogue.

Facilitators are not lecturers or experts. You are there to ask questions, to moderate,
and to create a welcoming, comfortable forum for people to freely exchange ideas.

Establish a tone of neutrality. This is important. Discussions should welcome all
viewpoints to the table. Facilitators should not display approval or displeasure towards
others’ comments.

Consensus is nhot the goal. Café Society discussions do not intend to find everyone in
agreement or on the same page. Resist the temptation to seek consensus. It is productive
to see how varying viewpoints can co-exist. Facilitators are there to ask questions and
allow the group to examine the roots of an opposing, unpopular stance.

Make sure everyone has a chance to participate. Find ways to be inclusive of those
who have not spoken much. Do not allow anyone to dominate the conversation.

Be brief. As facilitator, your comments and segues should be brief, and you should not
speak more than anyone else in the dialogue. Do not talk after each person has spoken.
Do not encourage participants to direct all comments towards you.

Stay on the topic. Reference articles or supplemental materials as a way of bringing the
conversation back to the topic if the discussion goes astray.

Follow-up. Useful prompts to follow up on participants’ comments:

® What do you mean by that? What in the resources gave you that idea?
@® Does anyone agree/disagree with what was said?

® Would you tell me more about that? If that is true, what about this?

® Have you heard something that stirred fresh thoughts or feelings?

® Has an interesting theme or idea emerged that you would like to add?
Anticipate and mediate tensions. Facilitators have to think on their feet in responding to
spontaneous problems that may arise. Know how to deal with situations when individuals

are talking too little or too much, everyone agrees, conversation gets off track, people get
emotional, tense tone emerges, people get locked in continuous re-clarifications, etc.

Talk is Action. LET’S GET TALKING!



