DRAFT - FACILITATION PLAN

Paraphrased and modified from, Facilitation Made Easy by Esther Cameron. Kogan Page. 2001

	ISSUE
	COMMENT/ ANALYSIS
	RISK LEVEL, IF ANY
	STEP TO MITIGATE RISK

	What is the purpose of the event? Are there any other purposes? Can all the purposes be met via this workshop?
	Liberal strategy
	
	

	How engaged are this group in the topic?
	Low to medium
	MEDIUM (Commitment)
	Initial phase to be ‘loose’ - allow build up of commitment

	Why is the workshop happening now?
	Never thought of it earlier
	
	

	What else has 'worked' for this group? 
	Not sure
	
	

	What else is going on for this group of people? 
	Huge set of individual activities
	HIGH (resourcing, commitment)
	Initial phase to be ‘loose’ - allow build up of commitment

	What are the challenges for this group right now? (results issues, external environment issues)
	Working together is basic.
	HIGH (personality issues, commitment)
	Initial phase to be ‘loose’ - allow build up of commitment

	How well do group members know each other
	Little to well
	MEDIUM 
	Initial phase to allow knowing each other

	How do they work together?
	Not sure - untested
	MEDIUM 
	Slow the pace - consolidate each stage

	What are the important relationships within the group? 
	Not sure - untested
	
	

	Is there any pre and post work to be done? 
	Commitment can be strengthened
	
	

	What do people need to go away with?
	Commitment, ownership, role definition
	
	

	How familiar are people with this topic? 
	Somewhat 
	MEDIUM 
	Getting consensus

	How much small group/big group discussion should there be? How much time should be spent on getting to know each other? How much time should be spent on tackling tasks?
	Unknown
	MEDIUM 
	‘Will flesh out as we go along’

	How will each section of the workshop be managed?
	Unknown
	MEDIUM 
	‘Will flesh out as we go along’

	What's the balance between reflection and activity? 
	Reflection time needed
	
	Slow the pace to reasonable level

	Is there a method for capturing thoughts, ideas and actions?
	Flip charts?
	
	HELP may be needed - who?

	Is there enough space, paper, flipcharts, wall space, blu​tack, pens, break-out rooms, refreshments?
	Got to check venue.
	MEDIUM
	Check snack and lunch arrangements

	Does everyone know the purpose and have access to pre​reading?
	Yes
	
	

	Have you prepared a strong piece at the start to position the event?
	No. - a short piece may be needed.
	
	May need a 10 minute introduction. Patience greatest virtue - and consideration for others

	Are you the right facilitator? Are you seen as unbiased? Is this important?
	Facilitator role will be interchanged
	MODERATE
	Need to get volunteer facilitators

	Do you have a plan of what you are doing broken down into 30-60 minute blocks?
	No. Will be finalised on first day.
	
	

	Is the seating right? Can everyone see everyone?
	Got to check venue.
	
	


