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Thank you for expressing an interest in our TeleWorkshops. This highly engaging format has been developed
for facilitators who are serious about honing their skills on an ongoing basis. This series of workshops is
oriented to building on the foundational principles of ‘process’ facilitation. Join master facilitator Michael
Goldman once a month in these interactive, engaging one-hour sessions that are accessible right from
your office! Best of all, you can sign up at any time, as our twelve topics are stand-alone modules.

- Each TeleWorkshop will include new content, tangible examples, practice (when
applicable) and Q & A to address real life situations

- It's what you need to help develop this competency without the hassle of having to
travel or take any significant time off

- This coaching process will consolidate techniques and practices that only get touched
upon at our facilitation workshop

- By continuing to learn more about how to facilitate effectively on a month-to-month
basis, facilitation will become more core to your meetings and leadership practices

Challenge yourself to go beyond your basic learning!
Become more of a facilitative leader!

1. Register for each individual TeleWorkshop at $39 Cdn + GST
2. Register for the series of twelve TeleWorkshops at $399 Cdn + GST

Registering for the whole series of interactive TeleWorkshops:
Saves you $69 over the per TeleWorkshop cost 7 " ] Project
Earns you 12 Professional Development Units through the Project Management Management
Institute upon series completion Institute
Saves you the hassle of having to sign up for each TeleWorkshop
Ensures that you set the time in your calendar once a month to develop your facilitation skills

Below you'll find an overview of the training sessions and their respective dates over the next 12 months.
Each TeleWorkshop runs from 11:00 am to 12:00 pm Eastern Time.

July 16, 2008: Maximizing Client and Group January 21, 2009: A four-step process for

Participation Dealing with Resistance when it happens

August 19, 2008: Identifying Meeting Roles February 18, 2009: Strategies for Preventing

and Responsibilities Dysfunctional Conflict

September 16, 2008: Introduction to Norms March 18, 2009: Strategies for Managing

October 15, 2008: Setting and Refereeing Conflict in the moment

Norms April 15, 2009: Articulating the Meeting

November 19, 2008: Proactively Dealing with Purpose

Resistance May 20, 2009: Designing the Meeting Process

December 10, 2008: Facilitator Neutrality June 17, 2009: Tips for Timing Topics!
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Maximizing Participation
- Six tips for maximizing client involvement
Nine tips for optimizing group participation
Guidelines for knowing how much participation is required in different types of meetings
Addendum: Creating Meeting Materials & Handling Logistics
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Identifying Meeting Roles & Responsibilities
Role of Manager/Team Leader
0 Setting the context
Role of the Facilitator
o Defining our role as a neutral third party
0 Setting the context
Building Participant Familiarity
Addendum: Participant Introduction Methods
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Introduction to Norms
The necessity for acquiring group norms
The three types of norms
When to use norms

(.
Setting/Refereeing Norms
Understanding the process for norm setting
The facilitator’s role in acquiring and refereeing norms
Importance of acknowledging and testing for resistance up front
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Proactively Dealing with Resistance
How setting a clear context and process minimizes resistance
Why the facilitator needs to set expectations
Techniques that help members to surface resistance up front
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Facilitator Neutrality
How neutral is neutral?
What if | have to use a Chair?
What if I'm the content expert/SME?
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Reactively Dealing with Resistance
Identifying the nine most common forms of resistance
Intro to the two-step process for reactively dealing with resistance
How to ‘pull’ vs. ‘push’ people back when dealing with resistance
Application of the resistance model to three meeting scenarios
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Strategies for Preventing Dysfunctional Conflict
- Why completely eliminating conflict (like bacteria) isn’t helpful to teams
Tips and technigues for avoiding dysfunctional conflict in the first place
Understanding how to use targeted versus general norms
Application of proactive strategies to common conflict scenarios
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Strategies for Managing Conflict in the Moment
Introduction to the 3-step conflict intervention model
Understanding the language of intervention
Identification of simple interventions for dealing with difficult behaviours
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Articulating the Meeting Purpose
- The importance of defining the overall meeting purpose
Helpful tips for helping clients understand their meeting purpose
The importance of defining the purpose per agenda topic
Why the facilitator may need to challenge the purpose
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Designing the Meeting Process
Generic activities for creating the meeting design
Understanding the meeting template
Review of a sample meeting design
Addendum: The importance of using Adult Ed Principles
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Tips for Timing Topics!
Identification of factors that influence timing
General guidelines for timing during meetings
Great time savers

Note: The topics listed above repeat every year, SO you can join our series at any time.

Call us today!
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Phone Gail Jeffries @ 416.465.9494

or email Suzanne for details: stewart@facilitationfirst.com
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