
 

 
Facilitation Techniques and Tips 

 

 

 

 

Asking questions:  Asking questions can clarify a point and obtain additional information on an 

issue.  It is also a great way to involve the entire group. 

 

“What do you like about this proposed change?” 

“What do you think about Sue’s suggestion?” 

“How do you feel about …” 

“That’s one way of approaching the issue.  Let’s consider the other side for a moment.  

What impact would it have if…” 

 

The above open-ended questions require elaboration. Closed questions, which just require a yes or 

no answer, are also an option in certain situations: “Do you think these objectives are right?” 

 

Paraphrasing:  Paraphrasing involves using one’s own words to repeat what was said. Using this 

technique can confirm understanding or clarify a point.  It also reassures the speaker that he is 

being listened to. In order to be effective at paraphrasing, leaders have to listen closely and 

present their comments in a way that does not judge.  Note that paraphrasing should not be used 

too often, or it will slow the discussion down. 

 

“In other words…” 

“I gather that…” 

“You feel that…” 

“If I understand, you are saying… Is that correct?” 

 

Summarizing:  Summarizing condenses the content of a discussion and focuses on the key points. 

This technique can keep the meeting focused by validating and clarifying the progress of the 

discussion.  It can be used to manage meeting time by providing a smooth a transition from one 

discussion to the next topic.  This technique also checks with the group for clarity or agreement – if 

someone does not agree, it is important to find out sooner rather than later.  

 

“Let me summarize our discussion so far…” 

“It sounds like the group has agreed that…” 

“In talking about this problem, we discussed the following challenges…” 

 

Encouraging:  Encouraging helps participants feel their contribution is valued.  Effective leaders 

are supportive of all participants when leading a meeting. 

 

“Tell us more about your idea…” 

“That’s a good point,” 

“Nice job!  In just ten minutes, we came up with many multiple possible solutions for this 

issue.” 

Non-verbal cues:  nodding the head, maintaining eye contact 


