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What is facilitation? 

 

 

 

 

 

 

 

 

Yes… and more… 

Facilitation is the art of leading people through processes towards agreed-

on objectives in a manner that encourages participation, ownership and 

creativity among all those involved. 

Good facilitation in business is more important than we sometimes realise. If 

you are ever involved in group activity then you’ll need a good facilitator to 

get the most out of everyone. Good facilitation can make the difference 

between success and failure. Whether in a meeting or training groups of 

people, effective facilitation means: 

o Motivating groups of people. 
o Enrapturing and engaging your audience. 
o Leading the discussion. 
o Ensuring everyone works together to produce real results. 
o Stopping the process being a barrier to progress and success. 

 

 

Ensuring everyone 
understands the reason 
(the problem/situation/ 
challenge) why they are 

there? 

 

Using an ice breaker to 
ensure everyone is 
comfortable and 

introduced? 

 

Noting down ideas 
on a flip chart? 

 

Using techniques to ensure 
everyone is heard and no-

body ignored? 
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As a facilitator, you may 
need to call on a wide range 
of skills and tools, from 
problem solving and decision 
making, to team 
management and 
communication. 

 

Why do we need 

effective 

facilitation? 

Facilitation can save time, help generate better ideas and bring a group of 

people together. Here are some underlying principles and a guide to best 

practice: 

 Be objective – you (the facilitator) need to be neutral. Take a step 
back from your own feelings and the detailed content, to be able to 
focus purely on the group process. 

 Get the best out of everyone – just because some people are 
bright, it doesn’t necessarily mean they know how to work well with 
ideas. A good facilitator can bring everyone together to generate an 
overall viewpoint. 

 Speed up decision making – use intuitive thought and don’t labour 
over one point; quality decisions will be made in the quickest 
possible time. 

 Take people out of their assumed roles – encourage people to stop 
hiding behind their roles. 

 Take away the fear of getting it wrong – give everyone equal 
respect and create a level playing field to encourage the less 
confident attendees to contribute. 

 Shorter meetings – using the correct tools to take control of a 
meeting will reduce meeting times and produce good results. 

 Reduced conflict – if all ideas are treated equally and fairly the 
potential for conflict is reduced. 

 More enjoyable meetings – avoiding conflict and getting straight to 
the point will make meetings a more pleasant experience. 

 Reach a consensus everyone agrees on – as all attendees have had 
a chance to air their views, all decisions are mutual. 

 A clear commitment to decisions 
made – everyone will feel involved 
and have input, making them feel 
more committed to the outcome. 
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 Motivation to resolve the 
problems – by looking at a 
preferred scenario rather than 
the problem, attendees will feel 
more motivated. 

 Ensure everyone is heard – all 
views should achieve equal 
respect. 

 Increase confidence – by having 
the right facilitation tools 
available. 

 Be prepared – think ahead to 
prepare for all eventualities.  

 Revolutionise group problem 
solving – kick-start forward 
thinking and innovative ideas with specific techniques.  

 Use specialists where appropriate – for particularly important 
meetings consider using external facilitators with specialist 
knowledge and skills.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To contribute or not… that is the 

question… 
 

It will be difficult to think about and 

contribute content while facilitating, 

especially when you are trying to take 

a neutral stance. You don’t want to be 

seen to be steering the group to your 

way of thinking. Sometimes it’s a good 

idea to bring in an external facilitator 

(especially if you have an interest in 

the outcome, or have a vested 

interest in the direction of the 

outcome). Bad facilitation can be very 

demoralising and cause more harm 

than the original challenge. Illumine 

have a group of expert facilitators.  

To find out more contact one of our 

Account Managers on  

+44 (0)1753 866633. 
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Situations that require effective 

facilitation 

 When your organisation holds meetings, do they drag on and often 

fail to reach a clear decision? 

 Are meeting participants unclear about their roles and 

responsibilities? 

 Is there confusion about objectives and expectations for meetings? 

 Do your meetings display communication problems, negative 

attitudes and apathy? 

 

In the Mind Map® below we’ve detailed some of the challenges you might 

face when trying to gain a collective decision out of a group of people. 

 

If these are some of the challenges you face you may want to consider 

facilitation to make your meetings more productive: 

 To keep meetings focused on the subject of discussion. 

 To have a neutral person present who will manage the process. 

 To accomplish goals in a more timely manner. 

 To give the group a sense of accomplishment. 
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The 7 principles of effective 

facilitation 

People have an amazing capacity to collaborate and generate creative 

solutions. Yet so much gets in the way of this natural human ability. The 

following sets out the seven principles of RapidConsensusTM (a programme 

that we offer) that allows you to mine the collective intelligence and 

knowledge of a group. These principles have been distilled over 20 years of 

research and practice. 

 

1. People own what they help create - to feel engaged and enthusiastic 

about an outcome people need to own it. Just telling people or imposing a 

decision rarely engenders real commitment.  

 

The obvious answer is to engage people in the decision making process. The 

fear is often that people will make poor decisions, however our experience 

is that when people have the facts and are given the space to work as a 

collective they make great decisions. Furthermore, implementation of those 

decisions is far more effective and rapid.  

 

2. Work back from the preferred future scenario - to go from the problem 

to a solution without articulating the preferred future scenario has severe 

limitations. There are many more creative possibilities in the future scenario 

than in the present scenario.  

 

Painting a picture of how the world could be is a lot more motivating and 

exciting than describing and analysing the current problems. As Einstein said 

‘The thinking that got you here will not get you out of here’. So, there is 

little point generating options and actions from a place you don’t want to 

be.  

 

3. Parallel processing is faster - the brightest most articulate people do not 

have all the answers. In fact a room left to its own devices will tend to work 

on less than 50% of the information and knowledge available in the room. 

The most dominant people by position or personality will control the 

conversation; while the more reserved people will contribute nothing or 

6 



little and have ‘car park’ agendas, that is, they will have discussions later 

about why what was decided will not work. 

 

By having the same question addressed concurrently by separate groups 

greatly speeds up the ability of the group to process information. I always 

have high confidence in a group response if three or more sub-groups have 

independently come to the same conclusion.  

 

4. Listen to everything, defend nothing - a facilitator’s role is to remain 

neutral and listen to everything said and feed it back accurately to the 

group. People come into the room from many different viewing platforms. 

For example, production, marketing, sales, maintenance, administration…all 

see the world differently. However, it is the culmination of all these 

perspectives and interdependencies which provides a whole view of the 

situation. 

  

Providing a process that allows all these views to be heard is a fundamental 

part of the RapidConsensusTM process. This allows the group to work on the 

best information and knowledge available to the group. In order to do this 

the facilitator has to operate as an open conduit. This means you are 100% 

present for the group and able to remain open to all the input from the 

group. Things will be said that you may not agree with. Yet to maintain the 

open dialogue you must not defend a view but treat all views with equal 

respect and space. 

 

5. The 7 plus or minus 2 Rule - the combinations and permutations of 

diverse groups’ opinions seem incalculable, yet the underlying issues 

typically fit the ‘’7 plus or minus 2 Rule’. This is even true with the most 

complex areas which can be distilled to 5 to 9 topics. From this high level 

topic map the group is able to see the interdependencies and possible ways 

forward.  

 

Why 7 plus or minus 2? Research suggests the human brain categorises 

subjects into a relatively small set so it can remember, process and use 

information. A group is a collection of human brains and displays this same 

effective categorising capability.  
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We use a topic mapping technique to diagrammatically cluster the group’s 

inputs. The mapping is simple to learn and allows seemingly random input to 

naturally collect into the 7 plus or minus 2 topics.  

 

6. Speed improves the quality of group decisions - people have different 

speeds of thinking and interacting, yet we all have a rapid cognition 

capability that works best under time pressure. The first intuitive response 

is usually better than a long drawn out analytical process.  

As the room becomes a safe place to explore ideas, the ability of the room 

to process complex information and make decisions also speeds up. 

 

The other benefit speed brings, is that the group starts accessing the lateral 

leaps in thinking that leads to creative ideas. Groups surprise themselves 

with the speed with which they can collectively process information and 

make decisions. Experience has shown us that the quality of these decisions 

is high, as after the workshop more progress and breakthroughs are made.  

 

7. Proximity helps create a level playing field – someone once said 

‘Facilitation is about helping unequal human beings to be equally human.’ In 

different contexts we are unequal in many ways; by position, by age, by 

experience, by knowledge…however we are all equally human. 

The best dialogue comes when people stop hiding behind their roles and 

start talking as on the same level.  

 

To create this level playing field people need to be physically close to one 

another. A good test is that they are able to put their arms out so their 

fingers can still touch. Without this proximity, effective human dialogue 

breaks down. This means most large meeting room tables are a disaster for 

human to human interaction. The way we overcome this is to break larger 

groups into small tables and have them work as small clusters of typically 4 

to 7 people.  

 

Once people are comfortable with the group process you can ‘maximum mix’ 

the groups so each group becomes a microcosm of the whole. It is really 

interesting to see the Board members stop and listen to junior staff and 

realise wisdom can be found everywhere.  

 

Find out more about RapidConsensusTM at www.illumine.co.uk/rapc  
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Someone once rather 

cynically said “people 

working in groups is the 

biggest waste of resources 

on the planet today” yet 

by following some simple 

principles, groups can 

become an amazingly 

effective resource.  

 

12 ways to improve your 

facilitation skills 

Here are 12 ways to improve your facilitation 

skills: 

1. Develop great listening skills – home in 

on what is and isn’t said, listen for 

intention, commitment and purpose. 

2. Become a great speaker – deliver a powerful message, that 

encourages, challenges and inspires. 

3. Ask questions – open up discussions and help people along the way 

with challenging issues. 

4. Challenge people – give feedback to encourage quality interaction. 

5. Value people – make people feel important, encouraged and 

acknowledged. 

6. Be a great observer – learn how to bring important issues to the 

forefront. 

7. Contain people – control group interactions by setting boundaries 

and keeping everyone on track. 

8. Listen to everything, defend nothing – treat everyone’s opinions 

as equally important, do not isolate anyone. 

9. Be prepared for anything – prepare for anything that may come up. 

10. Get everyone to contribute – achieve a bigger picture from 

involving everyone. 

11. Visualise the future – get people to think about the best outcomes 

to provoke a positive response from the start. 

12. Train in the skills - attend an Illumine programme to ensure your 

facilitation skills are professionally developed in an environment 

that is conducive to learning. 
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Facilitation training 

Structured, group facilitation skills training enables managers and other 

professionals to draw maximum engagement and performance from others. 

Effective and fast facilitation of meetings and teams is a skill that can be 

trained and developed, and many consider the ability to act as a facilitator 

to be a key skill for managers and leaders. We provide courses, workshops 

and the provision of highly skilled facilitators to help you tackle the real 

challenges facing your organisation. 

 

We offer a unique range of facilitation training courses aimed at anyone who 

needs to be able to facilitate groups and teams effectively. These courses 

will provide you with high quality facilitation skills that will enable you to 

significantly enhance the quality of the contribution from your team. 

 

Choose from the following courses: 

 

Facilitation and Meeting Skills - experienced facilitators share the secrets 

of their success, describing in detail what to do to achieve effective results 

every time. It's always worth considering alternative approaches to engage 

and enrapture attendees in meetings. Developing your facilitation and 

meeting skills can really help. 

 

More information on this course can be found at www.illumine.co.uk/faci. 

This is a course we deliver through our in-house training option that’s most 

cost effective for a group or team. If you are looking for a course just for an 

individual you may want to think about our one-to-one coaching option or 

our public RapidConsensusTM workshop. Find out more about coaching by 

contacting us on +44 (0)1753 866633 or email inhouse@illumine.co.uk. 

RapidConsensusTM information can be found at www.illumine.co.uk/rapc.  
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RapidConsensus™ - this programme teaches the simple but powerful process 

of rapidly mining the collective knowledge of a group, reaching consensus on 

the best way forward and ensuring ownership and effective action. If you 

need training for fast facilitation of groups, conducted in a structured way, 

you will find the RapidConsenus™ approach to be highly effective. This 

training course is new to the UK and is available only through Illumine 

Training, having been developed by Australia's leading professional 

facilitator. 

 Develop the knowledge required to question the structure of your 

group sessions and meetings. 

 Transform dysfunctional groups into effective ones. 

 Be able to quickly and elegantly gain consensus on the way forward 

to ensure understanding and ownership by the whole group. 

 Create the environment where people feel heard and valued – able 

and willing to contribute. 

 Reduce organisational conflict. 

 Reduce the time spent in group sessions and meetings. 

 Reach decisions quicker, more effectively, with buy-in. 

 Have the confidence to move away from traditionally chaired 

meetings and develop facilitated collective sessions. 

 

This programme is available as a public workshop (London or Manchester), 

find out more at www.illumine.co.uk/rapc. Alternatively if you have a group 

or team to train we can bring RapidConsensusTM to you through our in-house 

training option, find out more by contacting us on +44 (0)1753 866633 or 

email in-house@illumine.co.uk.  

 

High Performance Coaching – coaching is the technique that will help you 

to realise the potential and get the best out of teams and individuals in 

today’s business world. Coaching offers managers the best way to provide 

guidance, feedback and direction to individuals and / or teams to ensure 

successful performance.  

 

Find out more about this course at www.illumine.co.uk/coac. This is 

available as one-to-one coaching or as an in-house course for organisations 

wishing to train a group of coaches. Find out more by contacting us on +44 

(0)1753 866633 or email inhouse@illumine.co.uk.  
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Six Thinking Hats® - Edward de Bono's famous programme is based on the 

premise that many meetings are characterised by adversarial thinking. The 

simple, but profoundly effective six hats approach provides structured 

facilitation of groups that allows everyone in the meeting to be ‘on the same 

page' at the same time. 

 

Find out more at www.illumine.co.uk/6hat. This is available as one-to-one 

coaching or as an in-house course for organisations wishing to train a group 

of coaches. Find out more by contacting us on +44 (0)1753 866633 or email 

inhouse@illumine.co.uk. If you are looking for a course just for an 

individual, you may want to think about our public workshop Creativity for 

Logical Thinkers. This workshop includes techniques like Six Thinking Hats®
 

that can be used for a diverse range of situations including facilitation and 

creativity. Find out more at www.illumine.co.uk/illw.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Facilitation is an interesting, rewarding and 
important role to take on. When facilitating, take 
time to think about the process and agenda, and 
learn the skills you need to take the event through 
to a successful conclusion. Take pride in the role of 
facilitation, and enjoy watching the ideas, solutions 
and successful outcomes flow! 
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About 

Illumine 

Management and personal skills 

development, focused on developing 

better brains for better business.  

 

Better brains for better business® with Illumine 

Training - the perfect training partner to enhance 

and develop your Management & Leadership 

Essentials, as well as a unique portfolio of high 

quality, high impact techniques, building skills in 

five inter-related areas:  

Learn, Absorb & Understand – Learn more 
efficiently, take better notes, think and plan 
effectively and be well informed. 
Write, Speak & Influence – Make a positive 
impression, be remembered, build relationships 
and influence effectively - in every interaction. 
Creative Thinking & Innovation – Generate new 
perspectives and ideas, solve real problems and 
enhance decision making and team working. 
Meetings, Facilitation & Coaching – Enhance group 
participation, share knowledge and run productive 
meetings that make good use of everyone’s skills 
and experience. 
Engagement & Personal Balance – Enhance 
engagement and motivation, reduce stress levels 
and improve performance. 
Management & Leadership Essentials – The 
essential skills required to be a successful manager 
and leader. 
 

See what we do, and find out more about us at www.illumine.co.uk  

Illumine Training 
+44 (0)1753 866633 
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