Workshop-Moderation (Facilitator
Training)

Details im Word-Dokument WS_Mod_Handbook.doc
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Program “ Ground Rules

B You are responsible for our (the group’s)
success in this program.

Itis o.k. to enjoy yourself.
All points of view are welcome.
Be present and timely.

What is said here remains here.

Be “constructively challenging” to your colleagues.
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Definition of Facilitation

B Assist a group in completing one or more tasks:
- Helping to clarify the group’s goals and objectives.

— Designing a group process for achieving those goals and
objectives.

- Leading the group through the process to create an end product.
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Definition for Facilitation

B Think...What does facilitation mean to me?
— My role within the group?
- Work | expect to do to plan and prepare for the session?

— My style for running the session?

- Post-session responsibilities | will be expected to perform?
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Four Guiding Principles for
Facilitators

B Remain neutral at all times.

B Focus on process, not content.
B Remember at all times that the group is the expert.
|

Never do anything the group can do for itself.
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The Facilitator’'s Role Changes
as the Group Matures
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Consensus

B A collective opinion arrived at by a group of individuals working
together under conditions that permit open and supportive
communication so that everyone in the group feels he/she had a
fair chance to influence the decision.
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Clearly Defined Roles

Facilitator
Project Manager

Team
Member

Project
Sponsors

Documenters
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.« -~ As Project Sponsor, | Promise

e Contract with the facilitators
to plan the session.

e Accept group work product
and/or decision.

® Make sure appropriate
participants are available
for the session.

e Defend the process and deal
with any political issues.
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.« Facilitated Sessions General
 Approach

1. Session Planning ]
|

2. Session Preparation ]
I
‘ 3. Conducting the Sessio}

‘ 4. Session Follow-up ]
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Facilitated Session Approach

B Evaluate opportunities
& requirements

B Know the process

. and work group
Session

Planning Manage risk

Develop session plan
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Facilitated Session Approach

Establish direction
Select participants
Prepare agenda and materials

Session Orient the team

Preparatio

Develop evaluation

Arrange facilities
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Facilitated Session Approach

B Introduce session

. B Manage agenda
Conductin geag

the
Session

B Close session

-;-'| Informationsberufe

13 LV: Projektmanagement, $52001, Dr. M. Koch Ausbildung im Informations- & Knowledge-Management

Facilitated Session Approach

B Review competed session
) B Revise/drvelor deliverables
Session

B Review/approve deliverables
Follow-up PP
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"'. Reactive Techniques
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) Group-Oriented
| Facilitation Techniques

3. $ fOw
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Definition der Zielsetzung
Auswahl der Teilnehmer

WS-Vor-
bereitung

WS-
Moderation

WS-Nach-
bereitung

Vorbereitung der Agenda und Materialien

Orientierung der Teilnehmer

Management der Agenda

Management der Medien

Einsatz von reaktiven Techniken

Einsatz von gruppenorientierten Techiken

Dokumentation der Ergebnisse
Review der weiteren Vorgehensweise

Dokumentation und Kommunikation der
weiteren Vorgehensweise

v
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