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What arefadlitation skills?

Community organizationsare geared towards action. There are urgent problems and issues we need to tackle
and solve in our communities. Tha's why we came togeher in thefirst place, isn'tit? But for groupsto be
really successful, we need to spend some time focusing on the skills our members and leaders use to make all
of this action happen, both within and outside our organizations

Oneof themod important sets of skills for leaders and members are facilitation skills. These are the
"process” skillswe use to guide and direct key parts of our organizing work with groupsof people such as
meetings planning sessions and training of or members and leaders.

Whether it'sameeting (big or small) or atraining session, someonehas to shgpe and guide the process of
working togethe so tha you meet your gods and accomplish wha you'veset outto do. While a group of
people might set the agendaand figure outthe gods, oneperson needsto concentrate on how you are going
to movethroughyour agendaand meet those gods effectively. Thisisthe person we call the "facilitator.”

So,howisfadlitating different than chairing a meeting?
Weéll, itisandit isn't. Facilitation has three basic prindples:

» A facilitator isaguideto hdp people movethrough a process together, not the seat of wisdomand
knowledge Tha meansafacilitator isn't there to give opinions butto draw out opinionsand idess of
the groupmembers.

» Facilitation focuses on HOW people paticipae in the process of learning or planning, nat jus on
WHAT gets achieved.

» A fecilitatorisneutral and never takes sides.

The best meeting chairs see themselves as facilitators. While they have to get through an agenda
and make sure that important issues are discussed, decisions made, and actions taken, good chairs

1




don't feel that they have all of the answers or should talk all thetime. The most important thingis
what the participantsin the meeting have to say. So, focus on how the meetingis structured and
run to make sure that everyone can participate. Thisincludesthings like:

» Making sure everyonefeels comfortable paticipaing

» Deveopingastructure tha allows for everyonés ideas to be heard

* Making membersfeel goodaboutthear contribution to the meeting

» Making sure thegroupfeelstha theideas and decisionsare thers, notjud theleade's.
* Suppoting everyonésideas and notcriticizing anyonefor wha they've said.

Why do you need fadlitation skills?

If youwant to do goodplanning, keep membersinvolved, and create real |eadership oppotunitiesin your
organization and skillsin your membe's, you need facilitator skills. The more you know abouthow to shgpe
and run a good|earning and planning process, the more your members will feel empowered aboutthar own
ideas and participaion, stay invested in your organization, take on respongbility and ownership, and the
better your meetingswill be

How do you fadlitate?

Meetingsare a big part of owr organizing life. We seem to always be going from onemeeting to the next.
Thenext sessionin the Tool Box covers planning and having goodmestingsin depth. But here, we're
going to work onthe process skills tha goodmeeting leaders need to have. Remember, these facilitation
skills are useful beyond meetings for planning; for "growing" new leaders; for resolving corflicts; and for
keeping goodcommunication in your organization.

Can anyonelearn to fadlitate a meeting?

Y es, to adegree. Being agoodfacilitator isboth askill and an art. It isaskill in tha people can learn certain
technigues and can improvethar ability with practice. It isan art in tha some people jus have more of a
knack for it than others. Sometimes organization leaders are required to facilitate meetings thus boad
presidents mug betrained in how to facilitate. But other meetingsand planning sessionsdon'trequire tha
any oneperson act as facilitators, so your organization can draw on membe's who have the skill and the
talent.

To putit another way, facilitating actudly means

* Undeasanding the gods of the meeting and the organization

* Keepingthegroupontheagendaand moving forward

* Involving everyonein the meeting, induding drawing out the quiet participants and controlling the
domineering ones

» Making sure tha decisionsare made democratically



How do you plan a god fadlitation process?

A goodfacilitator is concerned with both the outcome of the meeting or planning session, with how the
people in the meeting participae and interact, and also with the process. While achievingthe gods and
outcomes tha everyonewantsis of course important, afacilitator also wants to make sure that the process
if sound,tha everyoneisengaged, and that the experience isthebest it can befor the paticipants.

In planning agoodmeeting process, afacilitator focuses on:

¢ Climate and Environment
* Logistics and Room Arranganents
* GroundRules

A goodfacilitator will make plansin each of these areasin advance. Let'slook at some of the specifics:

Climate and Environnent

There are many factors that impact how safe and comfortable people feel aboutinteracting with each other
and paticipaing. Theenvironment and geneaa "climate" of ameeting or planning session sets an
important tonefor participation. For example, key questionsyou would ask yourself as afacilitator include

» Isthelocationafamiliar place, onewhere people feel comfortable? Face it, if youre planningto have
an interactive meeting sitting arounda conference table in the Mayor's office, some of your folks
mightfeel intimidated and out of their environment. A comfortable and familiar locationis key.

* Isthemeseting site accessible to everyone? If not, have you provided for trangportation or escortsto
hdp people gt to thesite? Psychologically, if people fed tha thesiteistoofar fromthemorina
place they fed is"dangerous” it may putthem off from even coming. If they do come, they may
arrive with afeeling that they were notreally wanted or tha their needswere notreally consdered.
This can putareal dampe on communication and paticipaion. Anothe reminde: can handicapped
people use thesite aswell?

* Isthespacetherightsize? Toolarge? Too small? If you're wanting to make a planning groupfeel
tha it'sateam, alargemeeting hdl for only 10 or 15 people can fedl intimidaing and make people
fedl sdlf-congiousand quiet. On the othe hand, if you're taking agroup of 30folks througha
meeting, asmall conference roomwhere people are uncomfortably crunched together can make for
disruption: folks shifting in ther seats, getting upto stretch and get some air. This can cause areal
break in themoodand feeling of your meeting or planning session. Y ou want folks to stay focused
andrelaxed. Moral: choo® aroomsize tha matches the size of your group.

Logistics and RoomArrangaments

Believeit or nat: how people sit, whether they are hungly and whether they can hear can make or break
your planning process. As afacilitator, thelogistics of the meeting should be of great concern to you,
whethe you're respongble for them or not. Some thingsto consder are:

« Char arrangaments:. Having charsin acircle or aroundatable encourages discussion, equdity, and
familiarity. Speaker's podiums and lecture style seating make people feel intimidated and formal.
Avoid them at all cods.



» Placesto hang newsprint: Youmay beusngalot of newsprint or other board space during your
meeting. Can you use tapewithoutdamaging thewalls? |s an easel available? |s there enoughspace
so tha you can keep important material visible ingead of removingit?

e SignIn sheet: Isthere atable for folksto use?

* Refreshments. Grumbling ssomachswill definitely take folks mindsoff the meeting. If youre having
refreshments, who is bringing them? Do you need outlets for coffee pots? Can you set thingsup so
folks can get foodwithoutdisrupting the meeting?And who'scleaning up afterwards?

* Microphones and audio visud equipment: Do you need a microphon@ Video cameras? Can someone
set up and test the equipment before you start?

To build asafe aswell as comfortable environment, a goodfacilitator has afew more points to consder.
How do you protect folkswho are worried ther ideas will be attacked or mocked? How do you hold back
thebig talkers who tend to dominae while still making them feel goodaboutthar participaion?Much of
theanswer liesin the GroundRules.

GroundRules

Mog meetingshave some kind of opeating rules. Some groupsuse Robet's Rules of Order (parliamentary
procedure) to runthar meetingswhile others have rules they've adopied over time. When you want the
paticipaionto flow andfor folks to really feel invested in following therules, thebest way to goisto have
thegroupdevelop them as oneof thefirst stepsin the process. This buildsa sense of power in the
paticipants ("Hey, sheisn't tellingushow to act. It's up to usto figure outwha we think isimportant!") and
amuch greater sense of investment in following the rules. Common groundrules are:

e Onepasonspeaksat atime

* Raseyourhandif you have somethingto say

» Ligtento wha other people are saying

* No mocking or attacking other people'sideas

* Beontime comingback from breaks (if it's alongmeeting)
* Respect each other.

A processto develop groundrulesis:

* Begin by telingfolks tha youwant to set up some groundrules tha everyonewill follow as we go
throughour meeting. Put a blank sheet of newsprint onthewall with the heading "GroundRules.”

» Ask for any suggestionsfromthe group.If no onesays anything, start by putting oneup yourself.
Tha usudly starts people off.

* Write any suggestionsup on the newsprint. It'susually mog effective to "check -in" with the whole
group before you write up an idea ("Sue suggested raising our handsif we have something to say. Is
tha O.K. with everyone?') Once you have gotten 5 or 6 goodrules up, check to seeif anyoneed se
has other suggestions

*  When you are finished, ask thegroupif they agree with these GroundRules and are willingto follow
them. Make sure you get folks to actudly say "Yes' outloud. It makes adifferencel

4



Fadlitating a meeting or planning session: What'sit all about?
So much for background Now, let's cover thethree basic parts of facilitation:

» Theprocess of themeeting
» Skillsandtipsfor guiding the process
» Dedingwith disrupters: preventionsand interventions

The meeting process

Asweve already said, thefacilitator is respongble for providinga"safe” climate and working atmogphee
for themeeting. But you're probably wondeing, "Wha do | actudly do DURING the meeting to guidethe
process along? Here are thebasic stepsthat can be your facilitator's guide

1. Start themeeting ontime

Few of usstart our meetingsontime. Theresult? Those who come ontime feel cheated tha they rushed to
get there! Start no more than five minutes late, ten at the maximum and thank everyonewho came ontime.
When latecomers straggle in, dont stop your process to acknowedgethem. Wait until after abreak or
another appropriate time to have them introduce themsel ves.

2. Welcome everyone

Make a point to welcome everyonewho comes. Don't complain aboutthe size of agroupif theturnoutis
small! Nothing will turn thefolks off who DID come out faster. Thank al of those who are there for
coming and andyze theturnout attendance later. Go with who you have.

3. Makeintrodudions

There arelots of ways for people to introduce themselves to each other tha are better than jus going around
theroom Thekindsof

introdudionsyou do should depend onwha kind of meeting you are having, thenunber of people, the
oveal gods of the meeting, and what

kind of informationit would be useful to know. Some key questionsyou can ask members to indudein thar
introdudionsare:

* Howdid youfirst get involved with our organization?(if mos people are already involved, butthe
participants don'tknow each other well)

*  Wha do you want to know aboutour organization? (if the meetingis set to introduce your
organization to another organization)

*  Wha makes you mog angry aboutthis problem? (if the meetingis called to focuson a particular
problem)

Sometimes, we combineintrodudionswith something called an "ice breaker." | ce breakers can:

» Break down feelingsof unfamiliarity and shyness

» Help people shift roles--fromthear "work™ selvesto thar "more human" selves
* Build asense of bang part of ateam

» Create networking oppotunities



Help share participants skills and experiences

Some ways to dointrodudionsand icebreakers are:

In pars, have people turn to the person next to them and share ther name, organization and three
othe facts aboutthemselves tha others might notknow. Then, have each par introdue EACH
OTHER to thegroup This hdpsto ge strange's acquanted and for peopleto feel safe--they already
know at least oneothe person, and didn'thave to share information directly in front of abig group at
the beginning of the meeting.

Form small groupsand have each of them work on a puzle. Have them introduce themselves to ther
group before they get to work. This hdpsto build a sense of team work.

In alargegroup, have everyonewrite down two true statements aboutthemselves and onefalse one
Then, every personreadsthear statements and thewhole group has to guess which oneisfalse. This
hdpsfolks get acquanted and relaxed.

Give each paticipant a survey and have the paticipants interview each other to find theanswers.
Make the questionsaboutskills, experience, opinionson theissueyou'll beworking on, etc. When
everyoneisfinished, have folks share the answersthey got

When doing introdudionsand icebreakers, it'simportant to remember:

Every paticipant needsto take pat in the activity. Theonly exception may belatecomers who arrive
after theintrodudionsare completed. At thefirst possible moment, ask the latecomers to say ther
name and any other information you fed they need to sharein order for everyoneto feel comfortable
and equd.

Be sengtive to the culture, age, gendea and literacy levels of participants and any other factors when
deciding howto dointrodudions For example, an activity tha requires physcal contact or reading a
lengthy indruction sheet may beingppropriate for your group. Also, keep in mind wha you want to
accomplish with the activity. Don't make a decision to do something only because it seemslike fun.

It isimportant to make everyonefeel welcome and listened to at the beginning of the meeting.
Otherwise, participants may feel uncomfortable and ungopreciated and won't paticipae well later on.
Also, if youdon'tge some basic information abou whois there, you may miss some golden
oppotunities. For example, the editor of theregional newspgoe may bein theroont butif youdon't
know, you'll miss the oppatunity for a potential interview or special coverage

Anddon'tforget to introduce yoursalf. Y ou want to make sure that you establish some credibility to
be facilitating the meeting and that folks know a bit aboutyou. Credibility doesn't mean you have a
collegedeagree or 15 years of facilitation experience. It jus meanstha you share some of your
backgroundso folks know why you are doing thefacilitation and wha has led you to be speaking up.

4. Review theagenda, objectives and groundrules for the meeting

Go ove what's going to hgppen in the meeting. Check with the groupto make sure they agree with and like
theagenda Y ou never know if someonewill want to comment and suggest something alittle different. This
builds a sense of ownership of the meeting and lets people know early ontha you're there to facilitate
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THEIR process and THEIR meeting, not your own agenda

Thesame istruefor the outcomes of the meeting. Y ou'll want to go over these with folks as well to get ther
inputand check tha these are the desired outcomes they're looking for. Thisis also where thegroundrules
tha we covered earlier comein.

5. Encouragepatrticipation

Thisis oneof yourmain jobsas afacilitator. It's up to youto get those who need to listen to listen and those
who oughtto speak. Encourage people to share thar experiences and ideas and urgethose with relevant
backgroundinformation share it at appropriate times.

6. Sick to theagenda

Groupshave atendency to wande far from theorigind agendg sometimes withoutknowingit. When you
hear the discussion wandeing off, bring it to the group'sattention. Y ou can say "That's an interesting issue,
but perhgoswe should get back to theorigind discussion.”

7. Avoid detailed decision-making

Sometimes, it's easier for groupsto discuss the color of ngpkinsthan thereal issuesthey are facing Help
thegroupnotto get immersed in details. Suggest ingead, "Perhapsthe committee could resolve the
matter." Do youreally want to beinvolved in tha level of ddail?

8. Se=k conmitments

Getting commitments for future involvement is often a meeting god. Y ou want leaders to commit to
certain tasks, people to volunteer to hdp ona campagn, or organizationsto suppot your group. Make sure
adeguae timeisalocated for seeking commitment. For small meetings write people's names down on
newsprint next to thetasks they agreed to undetake.

Oneimportant rule of thunb is tha no oneshould leave a meeting withoutsomething to do. Don'tever
close ameeting by saying "Well get back to youto confirm how you mightlike to get involved." Seize
themoment! Signthem up!

9. Bring closure to each item

Many groupswill discuss thingsten times longe than they need to unless a facilitator hdpsthem to
recognize they're basically in agreement. Summarize a conensus postion, or ask someonein thegroup to
summarize the points of agreement, and then moveforward. If oneor two people disagree, state the situaion
as clearly asyou can: "Tom and Levonia seem to have other fedingson this matter, but everyoneel se seems
to gointhisdirection. Perhgpswe can decideto go in thedirection tha mog of the group wants, and maybe
Tom and Levonia can get back to uson other ways to accommodae ther conaerns” Y ou may even suggest
taking a break so Tom and L evonia can caucusto come up with some options

Some groupsfed strongly aboutreaching consenausonissues before moving ahead. If your groupis oneof
them, be sureto read a goodmanud or book on consensus decision making. Many groups however, find
tha votingis afineway to make decisions A godd rule of thunb is tha a vote mug pass by atwo-thirds
majority for it to beavalid decision. For mog groupsto work well, they should seek conseensuswhere
possible, buttake votes when needed in order to movethe process forward.

10. Respect everyonésrights

Thefacilitator protects the shy and quiet folks in a meeting and encourages them to spesk out. Thereis
also theimportant job of keeping domineering people from monopolzing the meeting or ridiculing the
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idess of others.

Sometimes, people dominae a discussion because they are really passionae aboutan issue and have lots of
thingsto say. Oneway to channd ther interest isto suggest tha they consde serving on a committee or
task force ontha issue Other people, however, talk to hear themselvestalk. If someonelike tha shows up
at your meeting, look further ahead in this chgpter for some tipson dealing with "disrupters.”

11.Beflexible

Sometimes issues will arise in the meeting that are so important, they will take much more time than you
thought Sometimes, nobodywill have thoughtof them at all. Y ou may run over time or have to alter your
agendato discuss them. Be sure to check with group aboutwhether thisis O.K. before going ahead with the
revised agenda If necessary, ask for a five-minute break to confer with key leaders or participants onhowto
handle theissue and how to restructure theagenda Be prepared to recommend an alternate agenda dropping
some items if necessary.

12. Sunmarize the meeting results and needed follow-ups

Before ending the meeting, summarize the key decisionstha were made and wha else happened. Be sure
also to summarize thefollow-up actionstha were agreed to and need to take place. Remind folks how
much goodwork was doneand how effective themeeting hopdully was. Refer back to the objectives or
outcomes to show how much you accomplished.

13. Thankthe patrticipants

Take aminute to thank people who prepared things for the meeting, set up theroom, broughtrefreshments,
or did any work towards making themeeting happen. Thank al of the participants for thar inputand energy
and for making the meeting a success.

14. Close themeeting

People appreciate nothing more than a meeting that endsontime! It'susudly agoodideato have some
"cloaure" in ameeting, especidly if it was long, if there were any sticky situaionstha caused tengon, or if
folks worked especialy hard to come to decisionsor make plans

A nice way to close ameeting isto go aroundtheroomand have people say oneword that describes how
they are fedlingnow tha al of thiswork has been done You'll usudly get answers from "exhauged" to
"energized!" If it'sbeen agoodmeeting, even the"exhauged" oneswill stick aroundbefore leaving.

Fadlitator skillsand tips
Here are afew more paints to remember that will hdp to maximize your role as afacilitator:

1. Don't memorize a script

Even with awell-prepared agendaand key pointsyou mug make, you need to beflexible and natural. If
people sense tha you are reading memorized lines, they will fed like they are beng talked down to, and
won'trespondfredly.

2. Watch the group's bodylanguage

Are people shiftingin ther seats? Are they bared? Tired? Looking confused? If folks seem restlessorin a
haze, you may need to take a break, or speed up or dow down the pace of themeeting. And if you see
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confused lookson too many faces, you may need to stop and check in with thegroup,to make sure that
everyoneknows where you are in theagendaand tha the groupis with you.

3. Always check badk with the group

Be careful aboutdeciding where the meeting should go. Check back after each major part of the process
to see if there are questionsand tha everyoneundestandsand agrees with decisonstha were made

4. Sunmarize and paue

When youfinish apoint or a pat of the meeting process, sum up wha was doneand decided, and pause for
guestionsand comments before moving on. Learn to "feel out’ howlongto pause -- too short, and people
don'tredly have time to ask questions too long and folks will start to gt uncomfortable fromthe silence.

5. Be aware of your own behavior

Take abreak to calm down if you feel nervousor are losng control. Watch that you're not repeating
yourself, saying "ah" between each word, or speaking too fast. Watch your voice and physcal manne. (Are
you standing too close to folks so they fedl intimidated, making eye contact so people fed engaged? How
you act makes an impact on how participants fed.

6. Occupyyour hands
Hold onto amarker, chadk, or theback of achar. Don't play with the changein your podket!

7. Watch your speech

Be careful you are not offending or alienaing anyonein the group.Use swear wordsat your own risk!

8. Use bodylanguageof our own

Using bodylanguageto control thedynamicsin the roomcan bea great tool. Moving up close to a shy, quiet
participant and asking them to speak may make them feel more willing, because they can look at youingead
of thebig groupandfed lessintimidaed. Also, waking aroundengages people in the process. Don'tjust
stand in front of theroomfor the entire meeting.

9. Don' talk to the newsprint, blackboard or walls--they can't talk bad«!
Alwayswait until you have stopped writing and are facing the groupto talk.

Dealing with disrupters: Preventions and interventions

Alongwith these tipson facilitation, there are some thingsyou can do both to prevent disruption before it
occurs to stop it when it's hgppening in the meeting. Themos common kindsof disrupters are people who
try to dominate, keep going off the agenda have side conveasationswith the person sitting next to them, or
folks who think they are rightand ridicule and attack other'sidess.

Try usngthese "Preventions’ when you set up your meeting to try to rule outdisruption:

1. Get agreement on theagenda, groundrules and outcomes

In other wards agree on the process. These process agreements create a sense of shared accountability
and ownership of the meeting, joint responsbility for howthe meetingis run, and groupinvestment in
whether the outcomes and gods are achieved.

2. Listen carefully



Don'tjud pretendto listen to wha someonein themeeting is saying. People can tell. Listen closaly
to undestand a point someoneis making. And check back if you are summarizing, always asking
thepasonif you undestoodther idea correctly.

3. Showrespect for experience
We can't say it enough.Encouragefolksto share strategies, stories fromthefield, and lessons
they've learned. Vauethe experience and wisdomin theroom.

4. Find outthegroup's expectations

Make sure that you unmver at the start what participants think they are meeting for. When you find
out, beclear aboutwha will and won'tbe covered in this meeting. Make plansfor howto cover
issues tha won'tbedealt with: Write them down on newsprint and agree to deal with them at the
end of themeeting, or have the group agree on a follow-up meeting to cover unfinished issues.

There arelots of waysto find out what the group'sexpectationsof the meeting are: Try asking
everyoneto finish this sentence: "I want to leave here today knowing...." Y ou dont want people sitting
throughthe meeting feeling angry tha they're in the wrong place and no onebothered to ask them what
they wanted to achieve here. These folks may act out ther frugration during the meeting and become
your biggest disrupters.

5. Stayin your fadlitator role

Y ou cannotbe an effective facilitator and a participant at the same time. When you cross theline you
risk alienaing participants, causng resentment, and losng control of the meeting. Offer strategies,
resources, and idess for the groupto work with, but NOT opinions

6. Dont bedefensve

If you are attacked or criticized, take a"mental step” backwardsbefore responding. Once you
become defensve, yourisk losng the group'srespect and trugt, and might cause folks to feel they
can't be honest with you.

7."Buy-in" power players

These folks can turn your meeting into a nightmare if they don'tfeel tha ther influence androle are
acknowedged and respected. If possible, give them acknowledgment up front at the start of the
meeting. Try giving them roles to play during themeeting such as a"sounding boad" for you at
breaks, to check in with abouthow the meeting is going.

Try usngthese "I nterventions' when disruption is hagppening during the meeting:
1. Havwe thegroupdecide

If someoneis dominaingthe meeting, refusesto stick to the agenda keepsbringing up the same
point again and again, or chdlenges how you are handling the meeting:

Firgt try to remind them aboutthe agreed-on agenda. If tha doesn't work, throw it back to thegroup
and ask them how they feel abouttha person'spaticipaion. Let thegroup suppot you.

2. Usetheagendaandgroundrules

If someonekeepsgoing off the agenda has side conversationsthroughthe whole meeting, verbdly
attacks others:

Go back to tha agendaand those groundrules and remind folks of the agreements made at the
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beginning of the meeting.

3. Behonest: Saywhats goingon

If someoneistryingto intimidaeyou,if youfeel upset or undemined, if youneed to pull thegroup
behind you:

It's better to say what's going onthan try to cover it up. Everyonewill beaware of thedynamicin
theroom Thegroupwill get behind youif you are honest and up -frontaboutthe situation.

4. Use hunor

If thereisalot of tendonintheroom if you have people at the meeting who didn'twant to be
there, if folks are scared/shy aboutparticipaing, if you are an outsider:

Try ahumorouscomment or ajoke If it's self-deprecating, so much the better. Humor amogt
always lightensthemood. It's oneof thebest tengon-relievers we have.

5. Accept or legitimize the point or deal:
If there is someonewho keeps expressing doubts aboutthe group'sability to accomplish

anything, is bitter and puts down othe's suggestions keeps bringing up the same point over and
ove, seems to have power issues:

Try oneor more of these approaches: Show tha you undestand thar issue by making it clear tha
you hear howimporant it isto them. Legitimize the issue by saying, "It's a very important point and
onel'm sureweal fed iscritical." Make abargan to deal with thar issuefor a short peiod of time
("O.K., let'sdedl with yourissuefor 5 minutes and then we oughtto moveon.") If tha doesn't work,
agree to defer theissueto theend of the meeting, or set up a committee to explore it further.

6. Use bodylanguage

If sdeconvesationskeep occurring, if quiet people need to participde, if attention needsto bere-
focused:

Use bodylanguaye Movecloser to conveasers, or to the quiet ones. Make eye contact with them
to get ther attention and covey yourintent.

7. Take a break

If less confrontationd tactics haven't worked, someonekeepsverbdly attacking others, shuffling
papers, cutting others off:

In case you'vetried all of the abovesuggestionsand nothing has worked, it'stime to take a break,
invite the disruptive person outside theroomand politely butfirmly state your feelingsabouthow
disruptive thar behavior isto thegroup.Make it clear tha the disruption needsto end. But also try
to find outwha's going on, and see if there are other ways to address that person'sconcerns

8. Confrontin theroom

If al else hasfailed, if youtre sure it won't create backlash, if the groupwill suppot you, andif you've
tried everything el se:
Confrontthedisruptive person politely butvery firmly in theroom Tell the personvery explicitly
tha the disruption needsto stop now. Use bodylanguayeto encourage other groupmembersto
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