Facilitation Resource Guide
This packet is meant to give you some resources for facilitating conversation.  This information is not topic specific, but rather will provide you with a guide for facilitation, in general.  Included in this packet, you’ll find 5 types of documents: 1) differences between debate and dialogue, and dialogue and discussion as methods of organizing thoughts, 2) tips and skills for facilitating dialogue, 3) two sets of sample ground rules for dialogue, 4) two handouts on responding to triggers, and 5) co-facilitation tips and co-facilitator team-building activity.
Debate vs. Dialogue vs. Discussion:

These documents are meant to spark thinking about the differences between formats.  The comparison tables (between debate and dialogue, and dialogue and discussion) provide a lot of insight as to the advantages and disadvantages of each form.  Each of these are valuable and your decision will depend on the event’s goals, audience, time, interpersonal comfort, and other variables.  Read these tables carefully, to fully understand the different structures.

It is also important to note that some events that begin as (for example) dialogues can develop characteristics of a debate.  What does this mean?

Some times, participants will become very passionate about their opinions, and begin to converse in a way that seems competitive or combative in nature.  Also, differences in communication style can sometimes lead to a heightened hostility towards each other.  This can be described, also, as a debate, and may take away from the benefits of a dialogue.  If you sense that this sort of debate is beginning to occur, it is best to try to interrupt it.  
Why is it so important to stop these sorts of interactions?  If participants feel threatened or that their opinions will be challenged in a hostile manner, they are less likely to participate and engage in the material.  Also, for those who are acting competitively and combatively, they will be less likely to hear and listen to the thoughts that other participants are expressing.    
So, if you are trying to construct a dialogue and the interactions become competitive, how do you interrupt this?  Well, there are several ways to do this:

· Call it to people’s attention.  Sometimes, participants don’t notice that this is happening.  Also, ask people how they feel and engage them in why they feel that way.  It is alright to pause and to debrief where the ‘debate’ came from.
· Remind participants of the Ground Rules that were established earlier (see Sample Ground Rules for Dialogue).
· Encourage people to differentiate between the person who is expressing an opinion, and the opinion that they are expressing.  Help them put that energy and passion into the material, and not as combat against each other.  Also, assist them in understanding why that is important.  
Tips/Skills for Facilitating Dialogue:


This document is a short list of notions to keep in mind when facilitating.  By focusing on these and trying to successfully act in these ways, the expectation is that participants will feel more comfortable and willing to participate fully.  By creating that atmosphere, conversation will reach a new depth and people will take more from the opportunity.  Some of these tips/skills are more difficult to do than others, and some take lots of practice to perfect.  
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Sample Ground Rules for Dialogue:


It is always a good idea to start by establishing ground rules.  If time allows, you might want to ask participants to make a list of rules as a group.  Whether they make the list or you simply supply it, here are some suggestions of rules that consistently work well.  What is the value of establishing ground rules?  Often, individuals enter a dialogue not feeling completely safe or comfortable participating.  Maybe, they’re nervous about being judged, or about having what they share repeated throughout the residence hall.  Ground rules like these are meant to help participants feel more comfortable, and also to be very clear about the ethical expectations of being a part of the conversation.

There are two different types of ground rules in this packet.  The document “Multicultural Ground Rules For Dialogue” is effective when you are talking about diversity and or multicultural topics and issues.  The second document “Ground Rule For Dialogue” is a general set of expectations when having a dialogue or conversation in a group.
Other Suggestions:

· In addition to starting with Ground Rules, it’s also beneficial to include an icebreaker in the beginning.  This is especially, but not only, important when people don’t know each other.  Icebreakers are also useful for starting conversation and getting participants comfortable talking.
· Pose lots of questions.  When you do, you may feel like no one is going to respond.  It is important to recognize that what may feel like a long time to wait for you, feels less short for everyone else.  Be patient.  People, in general, don’t like silence. If you wait, they will most likely say something.

Responding To Triggers:
These documents are a brief way for facilitators to understand the impact of triggers on a situation.  A trigger is something that an individual says or does or an organization policy or practice that makes us, as members of social groups, feel diminished, offended, threatened, stereotyped, discounted or attacked.  It is important for individuals to be aware of what has the potential to trigger emotions in oneself and how they are going to respond to triggers.  It is also a good idea to have an understanding of the vast array of emotions that others may experience so that facilitators understand how to handle situations when they arise.

Tips on Co-Facilitating:


Before going into a workshop or meeting, it is imperative that co-facilitators meet beforehand to discuss each of their expectations and techniques.  These handouts will help to guide the facilitators through this process.





Differentiating Dialogue From Discussion:  A Working Model  (Kardin and Sevig, 1997)




1.  Encourage trust and respect among participants.  Be aware that everyone has the right to a voice and to be treated with respect.  Also, encourage openness and honesty.  Some ways of doing this are being supportive of members, acknowledging contributions of members, and respecting each member’s way of “being” in the group.

2.  Recognize the limits of your role.  You are not responsible for everything that takes place in your group.

3.  Have a sense of how you define your role.

4.  It is helpful to “set the stage”, going over ground rules, going over goals, going over expectations.

5.  Encourage group members to listen to each other.

6.  Try to be observant of what is happening in the group and for each individual group member.  This may be hard.  Try to key into what is being said, what is not being said, who is saying certain things, silences, underlying reasons for certain statements, etc.  Be aware of what is going on between, and within, the total group.

7.  Feelings may happen in this process and you will have to deal with them.  It is important for you to clarify the role of feelings in the learning process.  Feelings can be an important source of information for people and a avenue of learning.

8.  Find a reasonable balance of challenge and support.  Be willing to push, so that risks can be taken.  Also, support people in this process, as this can be scary for some people.

9.  Be aware of the tensions people experience between “individual needs” and “group needs.”  It is helpful to acknowledge that both are present and look for similarities/differences, etc.  Key into the impact this has on the total group process.
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I. Communication Skills

a. being brief and concise

b. being assertive

c. drawing others out

d listening alertly

II. Observation Skills

a. noting tension in groups

b. noting who talks to whom

c. noting interest level in group

d. sensing feelings of individuals

e. noting who is being "left out"

f. noting reactions to your comments

g. noting when a group avoids a topic

h. noting covert and overt messages

i. recognizing energy shifts and ebbs

j. noticing sub-groupings, alliances

k. noticing differences between groups in communication and conflict patterns

III. Emotional Expressiveness

a. staying aware of own emotions

b. expressing warm feelings

c. expressing gratitude

d. recognizing different cultural expressions of feelings

IV. Morale-Building Skills

a. showing interest

b. working to keep people from being ignored

c. harmonizing, helping people reach agreement

d. upholding rights of individuals in the face of group pressure

e. expressing praise or appreciation

f. unpacking conflict constructively
V. Ability to Face and Accept Emotional Situations

a. being able to face conflict, anger

b. being able to face closeness, affection

c. being able to face disappointment

d. being able to stand silence
VI. Group Logistics

a. clarifying goals of session

b. clarifying groundrules for discussion

c. setting norms

d. keeping time; reminding about time limits

e. making transitions to different activities

f. keeping group on task

VII. Interventions

a. reminding group of ground rules

b. asking for more participation

c. equalizing participation

d. asking for people to take turns speaking, if appropriate

e. making space for quiet members

f. interrupting/confronting nonproductive behaviors

g. encouraging productive behaviors

h. asking group to say the unspoken

i. re-focusing group to stay on topic

j. offering compassionate acknowledgment of emotions

k. drawing on personal experiences to move group along

1. commenting on process

m. facilitating discussion about process

n. pointing out avoidance behaviors

o. making connections between group process and issues being discussed

p. normalizing tension and conflict

q. clarifying issues of conflicts and differences

r. asking for clarification of unclear issues

s. addressing misinformation and stereotypes

t. defusing name-calling and hostilities

VIII: General

a. demonstrating commitment to process

b. demonstrating involvement

c. sticking with uncomfortable situations


1. Our primary commitment is to learn from each other. We acknowledge differences amongst us in backgrounds, skills, interests, values, scholarly orientations and experience.

2. We acknowledge that sexism, classism, racism, heterosexism, and other forms of discrimination (based on religion, age, ability, language, education, size, geographic location etc.) exist and may surface from time to time.

3. We acknowledge that one of the meanings of discrimination is that we have been systematically taught misinformation about our own group and members of devalued groups (this is true for both dominant and dominated group members). The same is true about elitism and other forms of prejudice or bias - we are taught misinformation about others and ourselves.

4. We will try not to blame people for the misinformation we have learned, but we hold each other responsible for repeating misinformation or offensive behavior after we have learned otherwise.

5. We will try not to blame people for oppression they have experienced.

6. We will trust that people are always doing the best they can.

7. We will share information about our groups with other members of the class, and will not demean, devalue, or "put down" people for then- experiences or lack of experiences.

8. We will actively pursue opportunities to learn about our own groups and those of other groups, yet not enter or invade others' privacy when unwanted.

9. We each have an obligation to actively combat the myths and stereotypes about our own groups and other groups so that we can break down the walls that prohibit individual development, group progress and cooperation and group gain.

10. We want to create a safe atmosphere for open discussion. Members may wish to make a comment; therefore, the instructor and participants will agree not to repeat the remarks outside the session that links a person with his/her identity.

11. Challenge the idea or the practice and not the person

12. Speak your discomfort.


GROUNDRULES FOR DIALOGUE

1. Confidentiality.  We want to create an atmosphere for open, honest exchange.  

2. Our primary commitment is to learn from each other.  We will listen to each other and not talk at each other. We acknowledge differences amongst us in backgrounds, skills, interests, and values.  We realize that it is these very differences that will increase our awareness and understanding through this process.

3. We will not demean, devalue, or “put down” people for their experiences, lack of experiences, or difference in interpretation of those experiences.

4. We will trust that people are always doing the best they can.

5. Challenge the idea and not the person.  If we wish to challenge something that has been said, we will challenge the idea or the practice referred to, not the individual sharing this idea or practice.

6. Speak your discomfort.  If something is bothering you, please share this with the group.  Often our emotional reactions to this process offer the most valuable learning opportunities.

7. Step Up, Step Back. Be mindful of taking up much more space than others. On the same note, empower yourself to speak up when others are dominating the conversation.
8. Maintain a safe atmosphere. 
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Co-Facilitation Tips

Make sure you know your co-instructor.  Communicate openly with your co- inside and outside of the dialogue (e.g., as you plan the session, during the session, and after the session).  Talk about things you like, you appreciate, you don’t like or feel comfortable with.  Talk about your process as a team and about the group itself.  You don’t have to agree on everything, but you do have to work together and know where each other are coming from.

Discuss the type of support you need and that is most helpful to you.  Discuss when you need support.  Be open to giving and receiving feedback.  Develop some ways in which you both feel comfortable about giving and receiving feedback (e.g., do you want to do it right after the session, meet later, meet the next day, etc.).

Be aware of the power of modeling for the group our own co-facilitation dynamics.  You and your co- can model open communication and constructive use of conflict. This is a key resource you have to encourage others to do the same.

Be honest with each other concerning roles, responsibilities, expectations, etc. that you have for yourself and for each other.  Take time to understand the similarities and differences on these points.  Discuss how you can work together and predict how the similarities and differences can help you as a team and how they might block your effectiveness.

Use your own “group identities” as you co-facilitate.  Be open to supporting each other and also to confronting the conflict you may have with each other.  The conflict may or may not relate to what you actually do in the group.  Be open to taking risks with each other.

Be aware of students’ perceptions of you and your roles.  This would include such things as your group identities, your facilitation style, and your conflict style.

Evaluate and re-evaluate your skills and how they are impacting the group.  Look at how your skills are developing individually and as a co-facilitation team.  
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Co-Facilitator Team-Building Activity

It will be extremely helpful to spend some time talking with your co-facilitator about how you can work together effectively.  As you share information about your interpersonal styles, strengths, and weaknesses, identify things you could do to support each other and help each other grow through this process

Complete the statements below and share your responses with your co-instructor.  Feel free to add statements to this list.

1. What I need from my co-facilitator when planning for courses:  
2. What I need from my co-facilitator if I get defensive:
3. How my co-facilitator can help me be more effective in this role:
4. Other things my co-facilitator should know about my style: (Consider the following:  What are your unwritten rules for having an argument? How loud is OK to talk?  When is it OK to interrupt? How close together is it OK to stand or sit?  What kind of facial expression are you supposed to have?  How are you allowed to behave when you are angry?  How do you express emotional support/agreement?)
5. My hopes as a facilitator for this course are:
6. My fears as a facilitator for this course are:
7. Things that I want to encourage in this course are:

8. I deal with resistance by:

9. As a member of my social identity groups, I anticipate playing the following roles:
10. Something I want to see from the program (IGR) is: 

11. I am unsure about:
12. Other team-building activities we could pursue together are:
The Program on Intergroup Relations, University of Michigan
Debate





Assuming that there is one right answer and that you have it








Combative: participants attempt to prove the other side wrong








About winning





Listening to find flaws and make counterarguments





Defending assumptions as truth








Critiquing the other side’s position





Defending one’s own views against those of others





Searching for flaws and weaknesses in other positions





Seeking a conclusion or vote that ratifies your position





Adapted from “What makes dialogue unique” in The Magic of Dialogue by Daniel Yankelovich, pp. 39-40


and provided by The Program on Intergroup Relations, University of Michigan.





Dialogue





Assuming that many people have pieces of the answer and that only together can they craft a solution





Collaborative: participants work together toward common understanding





About learning 





Listening to understand and find meaning





Revealing assumptions for reevaluation





Reexamining all positions





Admitting that others’ thinking can improve one’s own





Searching for strengths and value in others’ positions





Discovering new opinions, not seeking closure





Training in Intergroup Conflict and Communication/September 19, 1993


Pam Motoike and Ratnesh Nagda











DIALOGUE FACILITATOR SKILLS











FACILITATION TIPS








MULTICULTURAL GROUND RULES FOR DIALOGUE





Discussions are often conducted with the assumption of an equal “playing field,” with little or no acknowledgement of status and power differences in the room.





Individuals may engage in a discussion without an awareness or understanding of how the content of the discussion is related to the personal experiences of those in the room.





In discussion, emotional responses may be present but are seldom named and may be unwelcome.














Discussion tends to contribute to the formation of theoretical community—what society in general needs to understand to exist as a collective.





Discussion is often aimed toward the identification and expression of generalities, frameworks, and collective truths.








Discussions are often conducted with the primary goal of increasing clarity and understanding of the issue with the assumption that we are working with a stable reality.





The goal of individual contributions to discussion is to say the “right” (intelligent, polished, etc.) thing.











In dialogue, these differences are key elements in both the process and the content of the exchange.








In dialogue, personal experience is one of the key avenues through which participants deepen their understanding of conceptual and political issues.








In dialogue, emotional responses are honored and highlighted as important information that can be used to deepen our understanding of personal issues, group dynamics, our content, and the implications of our exchange.





Dialogue works to form active and immediate community among the specific individuals in the room.





Dialogue works to uncover specificity, contradictions, paradox, and a deeper understanding of and respect for one’s own personal reality and reality as it is experienced by others.





Dialogue may promote understanding and clarity but is often aimed at disruption, disequilibrium, confusion, and the destabilization of personal and collective realities.





In dialogue, our mistakes, biases, and shortsightedness can sometimes be the most important thing we have to offer to the process of bringing about personal and social change.
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