
Facilitating Meetings: Tips for Garden Leaders 
 

Grow Together Conference Saturday, February 19, 2011 
Presented by Anne Forbes, Partners in Place, LLC 

anne@partnersinplace.com 
 
 
 
Core	  Values	  of	  Participatory	  Decision-Making	  (p.	  2)	  
	  
	  
Learning	  from	  Experience	  
Think	  of	  the	  most	  satisfying	  meetings	  you’ve	  attended?	  What	  are	  the	  practices	  and	  
behaviors	  that	  led	  to	  their	  success?	  
	  
	  
	  
Some	  Best	  Practices	  
	  

BEFORE	  THE	  MEETING	  
• Agenda	  “Design”:	  topic/outcome/method/time	  (p.	  3-‐4)	  
	  
AT	  MEETINGS	  
• Group	  Agreements	  (p.	  5-‐6)	  

Basics	  for	  a	  one-‐time	  meeting	  (rather	  than	  an	  ongoing	  group):	  
- Help	  create	  space	  for	  everyone	  to	  participate 
- Help	  stay	  on	  topic	  and	  on	  time	  –	  use	  the	  Parking	  Lot	  (or	  Compost	  Pile)	  
- Please	  turn	  off	  cell	  phones	  
- What	  else?	  (Check	  for	  agreement)	  

	  
• Parking	  Lot	  (or	  Compost	  Pile):	  respect	  off-‐topic	  ideas	  without	  changing	  the	  

agenda	  
	  
• The	  Round:	  slowing	  down;	  seeking	  the	  range	  of	  thinking;	  testing	  for	  

agreement	  (p.	  7)	  
	  
• Check-‐out	  or	  Evaluation:	  learning	  and	  improving	  together	  (p.	  8)	  
	  
AFTER	  MEETINGS	  
• Use	  the	  check-‐out/evaluation	  to	  reflect	  and	  plan	  the	  next	  meeting	  
	  

	  
Resources	  
Facilitator's	  Guide	  to	  Participatory	  Decision-Making	  (Sam	  Kaner	  et	  al,	  Jossey-‐Bass)	  
	  
10	  Steps	  to	  Successful	  Facilitation	  (ASTD	  Press)	  
	  





Agenda	  Design	  Worksheet	  –	  the	  single	  meeting,	  with	  rolling	  agenda	  
post	  group	  agreements	  

	  
	  Identify	  Topic	  

check	  priorities	  
Clarify	  Outcome	  

check	  fit	  within	  overall	  goals	  
Choose	  Process	  
select	  best	  practices	  

Time	  

Welcome/Check-‐in	  
	  

	   	   	  

Agenda	  review	  
	  

	   	   	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	   	   	  

Check-‐out/evaluation	  
	  

	   	   	  

Rolling	  Agenda	  (priority	  topics	  for	  future	  meetings)	  
1.	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
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Tips for Facilitators: 
Group Agreements 

 
Purpose:  Group Agreements make members’ expectations of one another 

explicit. They put a group in a proactive position to be successful. 
Conflicts and frustrations are often a result of unstated assumptions 
and unfulfilled expectations.  When members know what to expect 
of one another, their energy can be directed towards their work and 
trust is reinforced. 

 
Preparation: Group Agreements are written to be specific to the needs of a 

group. If members come from a history of effective group work, the 
statements may be very succinct, and many expectations may exist 
as unwritten understandings. For new groups or groups that have 
been troubled by conflict, the agreements will be more 
comprehensive. See the checklist on the next page to work with 
your group to establish agreements that will help you build and 
sustain a healthy work group. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Sample Group Agreements 

 
 start and end meetings on time 
 
 help create space for all to participate 

 
 one person talks at a time 
 
 no side conversations 

 
 help stay on task 

 
 complete between meeting assignments 

 
 state the clear purpose and expected 

outcome for each agenda item 
 

 make decisions by consensus 
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Group Agreements: A Checklist 
 
 
Consider the following topic areas when developing your Group Agreements. 
Transfer your final guidelines onto a working list that is posted and/or available at 
meetings and conference calls. All members are responsible to help make sure the 
agreements are followed. 

 
 

TOPIC AREA 
 
SUGGESTED GUIDELINES 

 
FINAL GUIDELINES 

 
Attendance 
 
 

 
 

 
 

 
Participation  
 
 

 
 
 

 
 

 
Meeting agendas & 
records 
 

 
 

 
 

 
Rotation of routine 
chores 
 

 
 

 
 

 
Confidentiality 
 
 

 
 

 
 

 
Conversational 
courtesies 
 

 
 
 
 

 
 

 
How decisions are 
made 
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Tips for Facilitators: 

The Round or Talking Circle 
 
 
The Round, or Talking Circle, is used to explore a topic in an egalitarian and non-
confrontational manner. The practice helps a group slow down, listen for the total range 
of thinking on the topic, listen for areas of agreement and disagreement, and lay the 
groundwork for creative, win-win solutions. 
 
 
• Clarify the topic or focus question and how the “round” will work. 
 

√ Speak honestly and truthfully from the heart 
√ Speak to the topic 
√ Be brief 
√ Listen attentively 

 
• Allow each person to speak, one a time without interruptions or questions.  
 
• If someone passes, be sure to check in at the end of the round to see if they wish to 

speak now.  
 
• After completing one round, consider: 
 

- Would another round be helpful? 
 
- Are we ready to open the floor for continued conversation? 
 
- Are we ready to make a decision? 

 
- Do we need to wait for more information or let the topic rest for today? 

 
• Summarize observations and consider the next steps for the topic. 
 
 
 
 
 








