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BACKGROUND

“That meeting was a waste of my time..”
Meetings, a central part of most jobs, provide
space for collaborative learning, team
development, and problem solving. However,
poorly run meetings can result in a lack of
outcome and feelings of frustration among
team members. Effective meeting facilitation
is key in maximizing team development and
meeting productivity.

B ‘ THE AGENDA FOR THIS MEETING

= 1STO TRY TO FIGURE OUT WHY
I WE'RE HAVING THIS MEETING.
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Facilitation workshop
The University of Maine Cooperative
Extension, in partnership with Maine Sea
Grant,  offers a training workshop for
community non-profit and conservation
groups on strengthening facilitation skills
(Haskell, Cyr, and McPhail 2007).

INTERNSHIP OBJECTIVES

In assisting my partner, Kristen Grant (Maine
Sea Grant Extension Associate), with the
virtual facilitation workshop, | hoped to learn
how to:

* Facilitate a meeting effectively

» Create a participatory environment

* Implement a workshop

» Keep participants engaged in a virtual
setting

Session 1 Agenda

* Group assessment
* Working agreements

* Facilitation in a virtual
context, including
participant engagement
tools

What's one question you have about faciltation that you
would like to have answered before the training ends?

How to
effectively
close a
meeting

the ideas
contibuted by
others?

strategies for
engaging

how o poltely
members ond unholpful A

silence too

who are
distracted

How to lead

Describe a
nonjudgmen productive
tally what discussion
the person is
doing.

much silence.

Session 2 Agenda

* Practice virtual
facilitation

* Recognize stages of
group development

* |dentify hindering

behaviors and strategies
to address them

Session 3 and 4 Agenda

* Generating ideas &

* Narrowing ideas with
groups

* Helpful & hindering
behaviors continued
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low-income residents of Maine. After generating ideas, the group wil work to narrow

can provide
-identify and
reaching
~onboarding process involves training on working with interpreters
ining i dng with
~onboarding training: identifying pre-existing interests within our staff (intemal) for
specific group outreach
-problem: language/cultural barrier: hard to bulld relationship
~establishing reliable and repeat interpreters to use as a routine
-use cultrallanguage interpreters that have background in our litigation/service
areasivocabularies|
-appreciating our own (staff) biases and viewing things strictly through lawyer lens or
majority lens
-hiring: applicants need in order to have
‘community

~hiring: setting expectations for what PTLA expects in terms of a culture of DEI in our

Choose 1 image that
represents what you’ve
gained from this group

Closing Session Agenda

Testing assumptions
¢ Clarifying Circle

® Value of recognition
and celebration in
group work

Focus on the process
while remaining neutral
on content.

Clarify group goal.
Assist in generating and
narrowing of ideas to help
group achieve goal.
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Every voice matters.
Distractions are
okay...particularly in a

virtual setting.

REFLECTION

In this internship, | learned
the central concepts of
meeting facilitation, how to
run a workshop, and how to
work on a team in a virtual
context.

The skills | learned will be
useful in my future career, as
stakeholder interaction and
cross-agency  relationships
are critical parts of a career
in conservation.

Recognize and
diagnose disruptive
behavior, and
intervene when
necessary.
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