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Welcome to lecture 4 of Topic 2.2. In this lecture we are going to look at 
examples of the tools and techniques that facilitators use.



Facilitative leaders and professional facilitators use a range of tools and 
techniques to aid the facilitation process, including:

The preparation and distribution of briefing materials
The establishment of basic ground rules
The framing of issues
The use of a parking lot to keep discussions on track 
Using facilitative listening skills
Using creative thinking techniques
Methods for organising between ideas, and
Developing criteria for choosing between options
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Facilitative leaders and professional facilitators often develop and distribute 
briefing materials to participants in advance of participants coming together 
for a deliberation process.  These materials assist participants to reflect on 
facts related to an issue or opportunity before the deliberation process 
commences.

In Topic 2.1 ‘Communication for Collaboration’ we noted the importance of 
disseminating research findings to decision makers to enable them to make 
more informed decisions.  
In that topic we looked at the preparation and distribution of written briefing 
papers.  Written briefing papers are a common method uses to distribute 
briefing materials before a deliberation process.

Briefing papers are relatively short written documents that are used to 
disseminate background information to primary and secondary stakeholders, 
to enable them to make more informed decisions.
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In Topic 1.2 ‘Community Based Research’ we referred to the Maroochy Shire 
Council’s Maroochy 2025 community visioning project as an Australian 
example of the use of the Oregon Model.  At the commencement of the 
Maroochy 2025 community visioning project a briefing paper was prepared 
and distributed to interested stakeholders, which provided an introductory 
analysis of the current situation in Maroochy and probable scenario snapshots 
of Maroochy in 2025 if Maroochy Shire stayed on its current course.



The Maroochy 2025 briefing paper provided participants in the Maroochy 
2025 deliberation processes with background information to aid their decision 
making in eleven areas that were expecting significant changes in Maroochy 
Shire (Maroochy 2025 Project Office, 2004, p. 55):
Nature
Water
Architecture
Settlement patterns
Culture
Shire decision making
Community wellbeing
Getting around
Waste management
Energy, and 
Business sustainability
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Another example of the development and dissemination of briefing papers is 
those prepared by the National Issues Forums in America. 

The National Issues Forums in America has been supporting community 
based dialogue and deliberation processes since 1989.  This organisation 
distributes discussion guides that focus on areas of concern in communities, 
such as health care, immigration and ethnic and racial tensions.  The 
discussion guides do not advocate solutions or specific points of view on an 
issue but provides an overview of the issue and three or four broad 
approaches to tackling the problem.  Facilitated forums are held where 
participants with diverse views and experience work through the issue by 
considering each approach in the guide, seeking to create a shared 
understanding of the issue and searching for common ground for action. 

6



In Topic 1.7 ‘Healthy Communities’ we noted that social capital is a resource 
developed through the interaction of people that consists of networks together 
with their associated norms of behaviour and trust that facilitate collective 
action within or among groups.

Facilitative leaders and professional facilitators often assist newly formed 
groups to create norms of behaviour before a dialogue and/or deliberation 
process commences by having the group create a list of basic ground rules 
for the group.

Suggested basic ground rules for a dialogue process are:
•We will respect confidentiality
•We will share time equitably to ensure the participation of all
•We will listen carefully and not interrupt
•We will keep an open mind and be open to learning
•We will not be disrespectful of the speaker even if we do not respect their 
views
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A facilitative leader or professional facilitator may also assist a group in 
establishing group norms for carrying out tasks when the group breaks up into 
smaller groups for small group work, such as selecting for each small group:
•A discussion leader to keep the group on track and ensure everyone has the 
opportunity to speak
•A recorder to document the discussion
•A time keeper to keep the group aware of the time left, and
•A reporter to report back to the main group
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Facilitative leaders and professional facilitators need to take care in framing, or putting 

boundaries around, the issues that form the basis of the dialogue and/or deliberation 

process.  Issues need to be framed in such a way as to focus dialogue and deliberation 

processes but they need to be broad enough to be representative of the diverse views of 

stakeholders.

The Maroochy 2025 community visioning project established six key focus areas as 

boundaries which whilst representing broad areas of community interest kept the 

community’s dialogue and deliberation processes focussed.  These key focus areas were: •

Our valued natural environment

• Our healthy, vibrant, inclusive and learning community

• Our diverse transport, infrastructure and mobility

• Our responsible leadership, participative decision-making and foresight

• Our smartly managed rural and urban future

• Our innovative and diverse economy

The National Issues Forums discussion guides in addition to providing an overview of the 

issue under consideration provide three or four broad approaches to addressing the issue 

that are representative of the diversity of perspectives on the issue that exist in 

communities.  The National Issues Forums discussion guides therefore cater to the diverse 

views in a community but put a boundary around the issue being considered to keep the 

dialogue and/or deliberation process focused.

9



Facilitative leaders and professional facilitators often use a technique called a parking lot 
to ensure that the facilitated discussion remains on track.  In order to use the parking lot 
technique the facilitative leader or facilitator needs to ensure that a white board or flip 
chart is available in the room where the dialogue and/or deliberation process is to take 
place.
The parking lot is used by a facilitative leader or professional facilitator during the 
dialogue and/or deliberation process if a participant raises a question, comment or 
concern that is important, but is not related to the process of dialogue and/or deliberation, 
and/or is outside the boundary of the issue that is being discussed.

When this occurs, the facilitative leader or professional facilitator suggests to the group 
that the item be added to the parking lot, and if the group agrees the person facilitating 
notes the item on the white board or flip chart and immediately resumes the discussion 
back on track.

At the end of the dialogue and/or deliberation process the person facilitating asks the 
group to review the items that have been parked in the parking lot during the process and 
facilitates a discussion with participants to determine how best to address the questions, 
comments or concerns.

If participants are unable to address any of the questions, comments or concerns a 
facilitative community leader should attempt to refer the person who has raised the 
question, comment or concern to people and resources in the community that have an 
interest in the area that has been raised.
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In Topic 2.1 ‘Communication for Collaboration’ we explored the need for all 
participants during a dialogue to listen effectively.

In Topic 2.1 we looked at the active listening techniques of paraphrasing and 
drawing people out that are used by facilitative leaders and professional 
facilitators .  In this lecture  we cover more facilitative listening techniques that 
facilitative leaders and professional facilitators use.  We will look at:
•Encouraging
•Balancing
•The No Cross Talk Rule
•Clarifying Positions and Interests, and
•Listening for Common Ground
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Encouraging is a technique used by facilitative leaders and professional 
facilitators to encourage people to participate in discussions without putting an 
individual on the spot.  Facilitative leaders and professional facilitators can 
encourage people to participate by using comments such as:
•‘Let’s hear from someone who hasn’t spoken for a while’
•‘Can anyone give an example of this?’
•‘Who else has a suggestion?’
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Balancing is a technique used by facilitative leaders and professional 
facilitators to ask for other views that may be present in the group but have 
not been expressed.  Facilitative leaders and professional facilitators can 
balance a discussion with comments such as:
•‘Does everyone agree with this?’
•‘Does anyone have a different point of view?’
•‘We have heard two perspectives is there a third way of looking at this?’
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The No Cross Talk Rule is used by 12-step meetings such as Alcoholics 
Anonymous to encourage participants to share their experiences, concerns, 
feelings, opinions and hopes.  It creates a safe environment as other people 
are not allowed to comment on what a person shares.  Using the No Cross 
Talk Rule at the start of a dialogue enables all of the participants to safely 
state their present opinions without the risk of criticism.

To use the No Cross Talk Rule a facilitative leader or professional facilitator 
would first introduce the procedure:

“No Cross-Talk” means sharing your experiences, concerns, feelings, 
opinions, and hopes related to a particular issue or topic without referring to, 
or reacting to, any other group member’s sharing and without evaluating what 
has previously been said.
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The facilitative leader or professional facilitator would then explain:
Time keeping rules – e.g. each participant will have two minutes to share
How the group will rotate the sharing - e.g. a person will be chosen by the 
person facilitating to share first and then the person to the right of the person 
who shared will go next or the participant who shared first calls for a show of 
hands of who would like to go next and selects someone
The need for effective speaking – e.g. use “I” statements to take full 
responsibility for your thoughts and feelings
That participation is not compulsory - if you do not wish to share it is ok to 
pass

At the end of the No Cross Talk Rule process the facilitative leader or 
professional facilitator should hold a debriefing session for participants so that 
they can share their observations from using the rule.  

Before the debriefing session commences the facilitative leader or 
professional facilitator may remind participants that they need to use the 
effective speaking techniques that we covered in Topic 2.1 ‘Communication 
for Collaboration’ when they share their observations.
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A facilitative leader or professional facilitator can use the process used in the 
No Cross Talk Rule to clarify the positions and interests of participants in a 
group.

The facilitative leader or professional facilitator would explain that there may 
be several diverse positions in the room with regard to a particular issue and 
each person will be given the opportunity to express their views in a safe 
environment.  Using the same process as the No Cross Talk Rule each 
participant would safely share their answers to the following questions from 
their perspective:
•What do you think the problem is?
•Are you advocating a solution to the problem – do you have a position?
•Why are you taking this particular position – what is your interests?

At the end of the session the facilitative leader or professional facilitator would 
ask the group to share their observations and reflections from undertaking the 
task.
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Listening for Common Ground is a technique used by facilitative leaders and 
professional facilitators after a discussion to focus participants on the areas of 
agreement between diverse participants.

The facilitative leader or professional facilitator would:
Announce to the group that they are going to summarise the group’s 
similarities and differences
State what they believe the groups differences to be
State what they believe the groups areas of agreement (common ground) are
Ask the participants if they agree with the stated areas of differences and 
agreement

Alternatively the facilitative leader or professional facilitator could ask the 
participants to identify what they believe the group’s differences are and if 
they can see any areas of common ground.

17



Creativity is defined in the Webster Dictionary as (cited in Kao, 1999, p. 14):

‘the ability to bring something new into existence’

Facilitators assist groups to think creatively and generate creative ideas by 
using a range of creative thinking techniques, including:

• Brainstorming

• Cardstorming, and

• Six Thinking Hats
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Brainstorming involves building a list of ideas at a fast moving pace.  People are 
encouraged to come up with as many ideas as possible.  

To use brainstorming the facilitator frames the issue that ideas are going to be 
generated for, explains the process of brainstorming, sets a time limit and displays a list 
of rules such as: Quantity is the goal; Only generate one idea at a time; Don’t judge or 
evaluate ideas; Think broadly – conventional, unusual and outrageous ideas are 
encouraged; and Can build on or combine previous ideas

The facilitator then commences the brainstorming session, either taking ideas randomly 
or going around the group.  As the ideas are offered by the participants the facilitator 
records the ideas exactly as offered on a white board or large piece of paper.

After the brainstorming session the facilitator should ask the group to reflect on the list 
that has been created.  Some ideas may require further explanation to get a common 
understanding and some ideas that are duplicated may need to be joined up or 
eliminated.

The list of ideas can then be organised into themes or prioritised using voting 
techniques.  
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Affinity Maps is a way of organising ideas into themes so that they can be 
better understood.

The steps in undertaking an Affinity Mapping process are:
• Hand out Post-It notes to participants
• Ask participants to write one issue on each post-it note
• Ask them to stop when a large majority of participants have stopped writing 

ideas
• Have all of the participants gather at a large vertical surface suitable for 

Post-It notes such as a large blank wall or window
• Ask participants to place notes, one at a time, on the surface and as they 

place the notes, place similar notes close to each other.
• After participants have placed their post-it-notes review the groups of post-

it notes and rearrange any notes into more suitable groups if necessary.
• When all notes have been placed and grouped, give each group a name 

that describes the post-it notes in the group.
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Two structured group methods that can be used to prioritise lists of ideas, issues, 
choices or options are N over 3 Voting, and 10-4 Voting.  These techniques provide all 
participants in a group with an equal voice in decision making.

For N over 3 Voting the facilitative leader or professional facilitator takes the total 
number of items on the list and divides them by three.  Each participant in the group is 
given that number of votes (participants are usually given sticky dots to cast their votes).  
For example if there is a brainstormed list of 30 items each participant in the group 
would be give 10 votes (30 divided by 3).  Each participant then allocates their votes to 
the items on the list they consider to be most important until all of the votes are used up.  
The facilitative leader or professional facilitator then tallies the votes given to each item 
on the list to determine a consensus about which items should be considered a priority.

For 10-4 Voting the facilitative leader or professional facilitator assigns each person 10 
votes (sticky dots) to allocate to all of the items on the list. Participants have to allocate 
all of their 10 votes to items on the brainstormed list but are not allowed to allocate more 
than four of their votes to any one item on the list.  After all of the participants have 
allocated their votes the facilitative leader or professional facilitator tallies the votes to 
determine a consensus about which items should be considered a priority.

The items on the list that receive the fewest votes are set aside.  The process of N over 
3 Voting or 10-4 Voting can be repeated until the list is reduced to a manageable size.
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Cardstorming is another creative thinking techniques for creating ideas

Cardstorming has some advantages over traditional brainstorming:
•Provides participants with a greater opportunity to engage in dialogue
•Enables relationships between ideas to be seen more clearly as cards can be 
moved around to test relationships

To use cardstorming the facilitator firstly frames the issue that ideas are going 
to be generated for and explain the process of cardstorming.
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The steps in the cardstorming process are::
•Give each participant a certain number of cards or sticky notes (number depends on 
the size of the whole group)
•Ask the individual participants to write their ideas on the cards or sticky notes – one 
idea per card.
•Have the participants form into teams of two, three or four people (number depends on 
the size of the whole group) and share their ideas
•Have the teams select a certain number of cards or sticky notes (number depends on 
the size of the whole group) that they consider to be their most significant ideas
•Ask the teams to hand up their ideas in rounds and collect the cards or sticky notes
•Place the cards or sticky notes on large pieces of paper at the front of the room
•Ask the group if they see any connections between any of the ideas and cluster 
together the cards or sticky notes that the group sees connections between
•Collect another round of cards or sticky notes
•Ask the group if they see any more connections between the ideas and cluster the 
cards or sticky notes again
•Once all of the cards or sticky notes have been collected and clustered ask the group 
to give the clusters titles
•The group then reflects on the clusters
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6 thinking hats is another creative thinking technique for generating ideas.
It was developed by Edward de Bono 
The process  forces each group member to look at an issue from a number of 
different points of view.  
Participants brainstorm a problem or opportunity using different styles of 
thinking by putting on six different coloured hats, with each different coloured 
hat representing a different style of thinking.  
Participants during the Six Thinking Hats process all wear the same colour 
thinking hat at the same time to focus the group to think together in the same 
way and not to think at cross purposes during the brainstorming process.
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The six hats represent the following styles of thinking:
White Hat:  Focus on available data, factual.  What do we know?  What don’t we 
know?  Where can we find information to fill in the gaps?

Red Hat: Focus on feelings, intuition and emotions. can give an emotional 
response without having to justify it.

Black Hat: Focus on bad points, the weaknesses of an idea.  What can go wrong?  
The speaker must give a logical reason for the weakness of the idea

Yellow Hat: Focus on good points, thinking is optimistic, the benefits and advantages.  
Speaker must support with a reason why the idea might work or offer advantages

Green Hat: Focus on creativity, new ideas, new options.  Develop creative solutions 
for the issue without criticism.

Blue Hat:  Focus on the process – encourage people to participate, keep track of all 
the ideas, ensure people are wearing the same coloured hat at the same time.  The 
discussion leader often takes the lead in blue hat thinking.  One function is to suggest 
the sequence of wearing the hats and to revisit hats.  if need more ideas may switch 
back to green hat thinking.  if need to determine risks may switch back to black hat 
thinking
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