Small Group Flip Chart Notes from ICC Pre-Conference Event 
December 11, 2005

Following Peggy Hayden’s presentation on facilitation techniques, including open discussion with flip chart notes and merger method with flip charts and post-it notes, ICC Chairs, Staff and Members implemented these techniques in small groups to identify individual strengths, needs and concerns regarding each person’s role with the ICC. 
	Group
	Strengths
	Needs and Concerns

	1
	· Draw people out/making sure all are included
· Rephrasing, validating, reframing
· Ability to ask open-ended, guiding questions
· Make sure people feel included, valued, and their time was well spent
· Everyone gets to speak (in order of raising hand)
· Open body language/loud voice
· Organized/aware of time
· Analytic and creative
· Organized outcomes/stick to task
· Strong agenda
· Experience (living)

	· Comfort level with the process
· Learn techniques
· Need to step back
· Lessen personal “motivation”
· Idealistic (keeping things in perspective)
· Not allow strong opinions to dominate
· Learn how to keep people on target/topic
· Meaningful opportunities for dialogue
· Leveling the playing field
· To thank people for their participation
· Validation of responses
· Knowing each member’s “motivation”
· Determine clear outcomes at beginning
· Keeping to agenda
· Making connection between meetings and local communities


	2
	· Acknowledging participants
· Getting to core issues
· Good listener
· Good wait time
· Good at getting everybody to participate
· Setting the climate
· Ability to stay focused on task
· Ability to get discussion going
· Value variety of input/perspectives

	· Ability to listen to core message
· Productive meeting and use of time management
· Frustrated
· Annoyed by over talkers
· Get impatient
· Try to hurry people and process
· Avoid “narrowing” focus too fast
· Sometimes to quick to interject own ideas
· Not as mindful of introverts as I should be
· Ability to respectfully keep discussion on task
· Everyone to respect others’ ideas
· Staying on task


	3
	· Understand process
· Practice the process
· Ability to read people
· Analyze points made
· Pull in those less likely to participate
· Keeping group focused
· See (points) from another’s perspective
· Stay objective
	· Time management (x2)
· Time
· To prepare
· Guides for meeting
· Agenda
· Good agenda
· Planned process to fulfill the agenda
· Development of focus question that really suites the need
· Personal skills
· Voice (loud enough)
· Strategies for consensus
· Ability to focus the group
· Incorporate varied learning styles
· Planning skills
· Materials
· Know if materials available or bringing own expected
· Group that wants facilitation


	4
	· Prepared
· Organized
· Comfortable speaking before a group
· Agenda

	· “Parking lot”

· Confidence

· Too structured

· Balancing formal and informal

· Meeting procedures

· Keep better track of time

· Better utilization of the “parking lot”

· Agenda development

· Too structured

· Encouraging introvert participation

· Confidence



	5
	· Trained
· Experience
· Sense of humor
· Knowledgeable
· People person
· Fair/open-minded
· Willing
· Organized
· Ability to deal with conflicts

	· Tools – i.e., supplies

· Having tools available

· Audience

· Confidence

· More confidence

· Feedback on my skills

· Timely follow-up

· Practice

· More practice

· Patience

· Staying on task

· Moving people along

· Staying on track

· Clarification from Lead Agency of latitude

· Facilitate and make notes

· Synthesize the information

· Skills in conflict resolution



	6
	· Voice

· Open to new ideas/accepting

· Listener

· Empathetic

· Detail-oriented

	· Members/group norms

· Cooperation from group

· Participation

· Attendance

· Getting agency buy-in to attend

· Meeting facilitation

· A tactful way to cut overlong discussions short

· Staying on topic

· Start to evaluate ideas too soon

· Difficulty with redirecting over-talkers

· Want to share own opinions too often

· Hard to think aloud

· Agenda

· Understanding the agenda

· Confidence with topic(s) being discussed

· Knowledge of subject to be discussed

· An understanding of where members want the group to go

· Future items of interest and needs

· Organized method of developing

	7
	· Listening

· Staying on task

· Awareness of airtime

· Quick thinking

· Summarize

· Analyze styles

· Focus on accomplishments

· Not wasting meeting time

· Interested

· Expand upon and reinforce members’ input

	· Personal 

· Change topics too abruptly 

· Think too fast

· Failure to stay on task – waste meeting time

· Group members

· Sense that participation made a difference

· Need to have input that truly directs or advises

· Fewer reports and more advising

· In-depth thinking

· Need to have action

· Group norms

· Good use of time

· Listening

· No side bar conversations

· Participation

· Patience with others

· Some structure

· Agenda

· Clarity of goal

· More information/background information on topic

· Support for our outcomes

· Credibility

· Accomplished tasks

	8
	· Task oriented

· Good listener

· Diplomatic

· Make people feel comfortable

	· More time

· Balancing role/time re: local provider/State ICC

· Disorganized at times

· Reconcile different perceptions of ICC members

· Ability to redirect comments/people

· Acknowledging 

· Comments/ thoughts

· Members/visitors

· Recognize style of extroverts

	9
	· Common vocabulary/clarifying terms and issues

· Have a vision

· See the whole/context

· Good listener

· Try to be inclusive of all views

· Outgoing – not afraid to speak up

· See different perspectives

· Diffusing conflict

· Very organized

· Good at maintaining neutrality

· Probing for details/depth

· Good understanding of the issues

	· Tangible resources

· Resources

· AV resources that work reliably

· Knowledge resources

· Know who the participants are (their names and their “constituency”) to be able to “use” them well

· Resources equal to other stakeholders

· A clear understanding of the purpose of the meeting and expected outcomes

· Personal affect

· Patience

· Patience as new members gain experience to catch up/influence

· Less extroverted (give others air time)

· Enthusiasm and commitment for the task

· Patience as others begin to see the whole

· Skills

· Skills for focusing those with strong views

· Working within the allotted period of time

· Managing time

· Dealing with conflict

· Agenda timelines

· Hearing what other say (are thinking)

· Multitasking

· Effective consensus building

· Dealing with members who attend but do not actively participate in activities



	10
	· Setting meeting agenda

· Good at “reading” the group

· Organize and coordinate

· Keeping group on task/focused

· Promote chaos by giving credence to all ideas


	· Personal 

· Slow down

· Seek to listen/understand

· Patience

· Knowledge

· Need to know topic

· Be able to know what’s going on

· Time

· Time keeping

· For more preparation

· Recording and facilitating at the same time

· Agenda

· Sticking to agenda vs. other identified needs of the group

· Focus

· Balancing formal and informal

· Decision-making facilitation

	11
	· Good at summarizing

· Making people feel comfortable

· Helping people prepare in advance

· Making all the logistical arrangements

· Recognizing others’ participation

· Listening

· Being open-minded

· Asking good, leading questions

· Having a broad understanding of topic


	· Knowledge 

· Background information or history

· Basic knowledge of topic

· Attendance

· An audience

· Comfortable environment

· Skills

· “Re-directing” ideas and/or people

· Urgency to get to “yes” too fast

· Not always open to others’ ideas

· Objectivity

· Think I know what’s best

· “Cutting” people off

· Share airtime all around

· Time

· For follow-up

· Need to be better at follow-up

· Information out

· Minutes of meeting

· Planning time

· Organizing time to get information ready

· Time to prepare and reflect

· Use of technology and other administrative supports

· Have fun!


	12
	· Confidence that group has answers

· Recognizes importance of attention to detail

· Comfortable with groups

· Patient with silence

· Knowledge of system

· Summarization
	· Interaction with Council members
· Helping Council understand their roles
· Additional experience with Council
· Parents as leaders
· Supporting parent leaders
· Focus
· For group to move towards a decision or a question
· Participants to focus on topic
· One person to speak at a time
· Conflict resolution
· Keeping it harmonious


	13
	· Experience

· “Reading” the group

· Keeping focused

· Keeping people on time

· Willingness to hear all points of view

· Not scared to be “in front”; comfortable

· Keenly aware of agenda items and actions needed

· Aware of member representation 

· Making sure all voices are heard
	· Communication
· Trouble dealing with conflict/disagreement
· Less talking/more listening
· Ability to recognize and redirect off-topic discussion
· Process
· Better understanding of process
· Orientation format/session for new members
· Less structure
· Membership
· More parent/consumer membership
· Less input from professionals in the field – EI or ECE
· Leadership
· More public speaking experience
· Experience
· Overcoming shyness
· Introvert by nature (personal preference)


	14
	· Comfortable speaking

· Organizing/detail oriented

· Able to modulate group discussions

· Flow easily between introvert and extrovert

· Positive thinking

· Moving discussion along
	· Mechanics 

· Handwriting challenges
· Spelling quickly and correctly
· Group management

· Time constraint challenges

· Time management

· Keeping group/committee on task

· Controlling difficult personalities

· Purpose

· Attaining meaning results for outcome X

· Focusing on what is the real purpose of the task/group

	15
	· Eye contact

· Move around the room

· Organized

· Knowledge of subject

· Enthusiasm/creative (wheel turn)

· Put your heart into it

· Speak well (clear, articulate, smile)

· Listen for themes

· Validate and reflect

· Strong voice
	· Structure and process

· Structure with leeway/flexibility

· Time to organize

· Time to plan

· Organization

· Thinking things through before introducing a new idea 
· Following through with ideas

· Understanding subtext matters
· Leadership
· Wanting to help with everything

· Remaining neutral

· Knowing when not to facilitate

· Practice and more experience

· Patience

· Losing enthusiasm after a day or two of meetings

· Mechanics – technology 

· Technology assistance

· Technology needs

· Keeping the staff up with new technology
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