
HOW TO FACILITATE A
MEETING

PLANNING EVENTS

DECISION-MAKING IN GSA
CLUBS

A c h i e v i n g  a g r e e m e n t  o n  t h e
a g e n d a  &  p r o c e e d i n g  w i t h  i t
b e f o r e  &  d u r i n g  t h e  m e e t i n g
C o n d u c t i n g  t h e  m e e t i n g  –
m a k i n g  s u r e  t h e  g r o u p
a d h e r e s  t o  g r o u n d  r u l e s ,  t i m e
l i m i t s ,  e t c .  
G u i d i n g  d i s c u s s i o n
S t a y i n g  n e u t r a l ,  a s k i n g
q u e s t i o n s ,  a n d  s u g g e s t i n g
w a y s  t o  a p p r o a c h  t h e  a g e n d a
M a k i n g  s u r e  t h e  g r o u p  c o m e s
t o  d e c i s i o n s  a n d  w o r k  i s
d i v i d e d  a m o n g  m e m b e r s
K e e p i n g  t h e  g r o u p  o n  t r a c k
w h e n  t h e y  g e t  o n t o  t a n g e n t s
W a t c h i n g  t h e  v i b e  o f  t h e
m e e t i n g  a n d  h e l p i n g  t o  k e e p
t h e  e n e r g y  u p
M a k i n g  s u r e  e v e r y o n e
p a r t i c i p a t e s  a n d  n o  o n e
d o m i n a t e s

I n t e r v e n i n g  i f  p r o b l e m s  a r i s e
a n d  d e a l i n g  w i t h  c o n c e r n s
C r e a t i n g  a  s a f e  &
c o m f o r t a b l e  e n v i r o n m e n t  –
u s i n g  l a n g u a g e  t h a t  m a k e s
e v e r y o n e  c o m f o r t a b l e  ( e . g .
p r o n o u n s ,  g e n d e r - n e u t r a l
t e r m s )

 
 

 
 
 

HOW TO FACILITATE
A GSA MEETING

 

The facilitator is the person in charge of meeting. They move the
meeting along, keep track of time, and ensure that the discussions and
activities proceed according to plan. The facilitator should work closely
with the note-taker or scribe to make sure that the conversation is not

moving too fast for accurate notes to be taken. 
 

A s k  t h e  p e r s o n  w h o  p u t  a
s p e c i f i c  i t e m  o n  t h e  a g e n d a  t o
g i v e  a  b r i e f  i n t r o d u c t i o n  a n d
s a y  w h a t  t h e y  w a n t  d o n e  
G i v e  5  m i n u t e  w a r n i n g s  w h e n
m o v i n g  o n  t o  a n o t h e r  a g e n d a
i t e m  –  a p p o i n t  a  s e p a r a t e
t i m e - k e e p e r  i f  n e c e s s a r y
P u t  o f f  “ o f f - s u b j e c t ”  t o p i c s  –
c r e a t e  a  l i s t  f o r  i t e m s  t o  b e
d i s c u s s e d  a t  a n o t h e r  t i m e
P a r a p h r a s e  t o  c h e c k  f o r  t h e
s e n s e  o f  t h e  d i s c u s s i o n  
H e l p  p e o p l e  a v o i d  r e p e a t i n g
t h e m s e l v e s  b y  s u m m a r i z i n g
d i s c u s s i o n  a n d  a s k i n g  o n l y  f o r
c o m m e n t s  i n  a r e a s  t h a t
h a v e n ’ t  b e e n  m e n t i o n e d
M a k e  s u g g e s t i o n s  f o r  h o w  t o
m o v e  f o r w a r d  
A s k  q u e s t i o n s
B e  p o s i t i v e  a n d  e n c o u r a g e  f u l l
p a r t i c i p a t i o n  –  m a k e  s u r e
e v e r y o n e  g e t s  t o  s p e a k ,  t r y  t o
n o t i c e  w h e n  s o m e o n e  i s
h o l d i n g  b a c k
F o c u s  o n  i s s u e s ,  n o t
p e r s o n a l i t i e s  –  d o n ’ t  l e t  t h i n g s
d e v o l v e  i n t o  g o s s i p  
A s k  s o m e o n e  e l s e  t o  f a c i l i t a t e
i f  y o u  w a n t  t o  a c t i v e l y
p a r t i c i p a t e  i n  t h e  d i s c u s s i o n
C h e c k  b r i e f l y  f o r  a g r e e m e n t
b e f o r e  m o v i n g  o n  –  m a k e  s u r e
e v e r y o n e  u n d e r s t a n d s
d e c i s i o n s  a n d  r e s p o n s i b i l i t i e s

 

WHAT IS  A FACILITATOR?

T E C H N I Q U E S  F O R
M A K I N G
D E C I S I O N S  I N
M E E T I N G S

S T R A T E G I E S  
F O R  G O O D
F A C I L I T A T I O N

F A C I L I T A T O R
R E S P O N S I B I L I T I E S

Seeing such a  long l is t  of  responsib i l i t ies  may be int imidat ing ,  but  meet ing fac i l i tat ion is  a
usefu l  business sk i l l  to  hone – and i t  gets  easier  the  more you do i t .  I f  you ' re  someone who
natura l ly  l ikes  to  keep th ings on task ,  t ry  fac i l i tat ing your  next  c lub meet ing!  

USEFUL
L INKS

B r a i n s t o r m i n g
P r i o r i t i z i n g / r a n k i n g  i t e m s
P r o s  a n d  C o n s  l i s t
S t r a w  v o t i n g  ( i n f o r m a l l y
p o l l i n g  t o  s e e  h o w  p e o p l e  a r e
f e e l i n g  o n  a  g i v e n  t o p i c )

 

https://www.glsen.org/day-of-silencehttps:/gsanetwork.org/resources/how-to-facilitate-a-meeting/
https://gsanetwork.org/resources/peer-education-workshops/https:/gsanetwork.org/resources/planning-events/
https://gsanetwork.org/resources/coalition-building/https:/www.txgsa.org/toolkits/2019/2/16/toolkit-decision-making-in-gsas

