
Our 210-minute session on December 3 will mirror dining at    
a tapas or small plates restaurant where you sample a variety 
of items in smaller portions.  Any of the content segments 
could itself be the basis for an entire workshop. 

You should leave with your brain and toolkit a bit fuller, but 
may still hunger for a larger entrée-size content portion for 
any of the individual areas. Please come understanding this 
and that this session focuses on accelerating learning and 
community in meetings and workshops. 

The session features conversation and learning formats to 
engage both introverted and extroverted learners to help    
you feel comfortable freely sharing your insights and ideas. 

Many individuals find advance notice of the questions they will 
be asked during a session helps them better contribute to the 
actual conversations that will occur.  To that end, the next    
page highlights the major content segments and the key 
questions you’ll be asked to engage with during the session. 

Please be sure to review the list of best and worst 
facilitation practices on page 3 and note any you wish         
to ask about, comment on, or further explore in the session. 

Plan to arrive in Potomac 1 and be settled so we can begin 
promptly at 8:30.  If you arrive early, you can informally post 
your ideas for some of the facilitation situations on page 4. 

Contact me at info@facilitatebetter.com with any questions    
I can answer about the session.  See you soon! 

Jeffrey Cufaude 

Hello, I’m Jeffrey Cufaude 

My roots are in higher education, followed by senior staff 
and CEO positions at the North-American Interfraternity 
Conference and Delta Upsilon International Fraternity.    
For the past 20 years, I have served primarily as a 
facilitator, speaker, and strategy consultant. You’ll find  
my complete chronological work history is above, and     
yes, I was an architect while in high school. Long story. 

A preview of our time together on December 3 
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My regular posts at facilitatebetter.substack.com (you can 
subscribe for free) provide more content you might like. 



Content overview and key questions we’ll explore 

Characteristics of Effective Facilitation 
We will build a shared understanding of what you               
and others attending associate with effective meeting            
or workshop design and facilitation. 

The Essence of Facilitation: Making It Easier 
We’ll examine three critical questions about facilitating 
better discussions and decisions in meetings, as well as      
how to accelerate learning and community in workshops. 

Core Facilitation Practices and Principles 
We’ll review some of the core facilitation practices            
and principles and explore their implications and     
application for your facilitation efforts. 

Effectively Managing Group Dynamics 
In self-selected small groups you will discuss how               
you might manage one of the situations you identified       
(see page 4) as wanting to explore how to handle. 

Reimagining Meeting Elements for Greater Value 
We will examine “the Job to be Done” and brainstorm        
how to refresh or reimagine common meeting or workshops 
elements so they help accelerate learning and community. 

Putting It Into Practice (time permitting) 
You will reflect on the session content and identify             
how you might apply it in two specific future interactions      
or events that you choose, as well as consider the strengths 
you can leverage and weaknesses to manage around. 

What are lessons learned about designing          
and/or facilitating meetings or workshops       
from successful sessions you led or attended? 

What might you want to make easier for your 
meeting or workshop participants so that they    
can best contribute to a meeting or workshop? 

What might you want to know about participants 
to help you design and/or facilitate a more 
effective meeting or workshop for them? 

Which of the facilitation practices on page 3       
do you have questions about, reactions to,          
or wish to comment on during the session? 

What informs your decisions about when          
and/or how to intervene when situations          
arise in a meeting or a workshop? 

What are two situations in which you’d like         
to be more facilitative or to facilitate better?  
Think beyond student workshops to all of the 
interactions you have in your role(s). At the session, you’ll receive special learning worksheets to 

facilitate your notetaking. When you complete the workshop 
evaluation, you’ll receive a link to the PDFs of the slides, output  
from small group discussions, and any other session materials.  
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key questions you’ll be asked 
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Facilitation Best and Worst Practices 
Practices used as permitted from: Facilitating with Ease by Ingrid Bens • Jossey-Bass, 2000 

1.  carefully assess the needs of the members 

2.  probe sensitively into people’s feelings 

3.  create an open and trusting atmosphere 

4.  help people understand why they’re there 

5.  speak in simple and direct language 

6.  display energy and appropriate levels of assertiveness 

7.  champion ideas not personally favored 

8.  treat all participants as equals 

9.  stay flexible and ready to change direction if 
necessary 

10.  listen intently to understand totally what is being said 

11.  periodically summarize a complex array of ideas so          
that they form a coherent summary 

12.  make sure every session ends with clear steps for              
the next meeting 

13.  ensure that participants feel ownership for what                
has been achieved 

1.  remain oblivious to what the group thinks or needs 

2.  never check group concerns 

3.  not listen carefully to what’s being said 

4.  lose track of key ideas 

5.  try to be the center of attention 

6.  get defensive 

7.  get into personality battles 

8.  put down people 

9.  unassertively manage conflict 

10.  let a few people or the leader dominate 

11.  never check how the meeting is going 

12.  be overly passive on process 

13.  push ahead on an irrelevant agenda 

14.  have no alternative approaches 

15.  let discussions get badly side-tracked 

16.  let discussion ramble without proper closure 

17.  not know when to stop 

18.  be insensitive to cultural diversity issues 

19.  use inappropriate humor 

BEST PRACTICES 

WORST PRACTICES Circle or note the #s of those you wish to react  
to, ask about, or comment on during the session. 
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Advance Survey Responses 
Situations You Want to Learn How to Handle 

1.  How to deal with low engagement in a facilitation. 

2.  I would love to learn how to make people reflect on what they provide to 
space. For example, how they can have an answer for a previous session 
question and have them reflect on what they said. Another example I'd like 
to explore is how to keep people engaged in the discussion. 

3.  How to deal with lack of engagement, silence. Facilitator confidence. 

4.  How to deal with people focused on the wrong thing during a meeting (ex. 
chapter is in trouble, they are focused on how other chapters do the same 
thing but nothing has happened to them -- how to bring it back and 
refocus the conversation). 

5.  How to keep people on the agenda schedule while also allowing discussions 
on topics.  How to make a meeting comfortable yet still formal. 

6.  How to shift away from negativity. How to disagree without shutting     
down new ideas. 

7.  How to deal with combative (resistant to change) participants. 

8.  As a woman, I’d love to learn more of how to deal with men (white, 
cisgender, affluent) who are displaying traits of misogyny and sexism. 

9.  When someone is not grasping the material/content & asking a                
lot of questions, but the rest of the group is clearly ready to move on.    
Any good tactics to appropriately get them up to speed and keep things 
moving along. 

10.  How to deal with students who are disinterested in topic. 

11.  How to deal with students that believe the topic being presented is 
irrelevant or their required (set by chapter/national office/other entity) 
presence is a waste of their time.  How to deal with the timing of a 
program that is running long because there is too much content, and     
you are already pushing the conversation along to stay within time. 

12.  1. How to set expectations when working with a group of students that 
may not know one another, and the group is supposed to be conversing 
with one another. 2. How to deal with people not wanting to be involved. 

13.  How to regroup folks after activities/breakout sessions? How to engage the 
audience throughout the presentation? 

14.  I would love to learn how to facilitate professional development amongst 
my team. Every week our staff meetings open with a 30 minute prof. dev. 
section to be led by a member of the team. The difficulty I find is being 
the youngest and newest member of the team thus, my peers tend to be 
further along in their professional development journey. 

15.  I would like to learn how to encourage others who might be shy to speak 
up in meetings to be able to do so confidently/ learn how to support 
these people better. 

16.  1. How to deal with a participant who continues to debate the 
information provided in a way that is disruptive. 2. How to handle a 
group that does not wish to engage (particularly undergrad students).  

17.  While facilitating content for certain pathway areas (public relations, 
community service, scholarship, etc.), it can be hard to engage students 
in discussion and participation. 

18.  How to keep participants engaged when content is logistical, yet 
important to share. How to validate participants without restating or 
taking more airtime as a facilitator. 

19.  How to deal with energy tanking around an important topic or discussion 
item when it's important folks are paying attention.  How to work with 
people who may be combative to specific content or conversations. 

20.  Challenging conversations between co-facilitators (situation - facilitator 
being verbally aggressive or inappropriate during sessions). 

21.  1.) How to get the uninvolved involved? 2.) How to control your nerves? 

22.  How to make sure what I'm facilitating is interactive. How to ensure the 
material you're facilitating inclusive everyone in the audience.  

23.  Group really just doesn't seem into the topic/not connecting with the 
conversation at hand. 

24.  How to ensure participants are engaged in the conversation (i.e. that 
they're following along, interested, etc.) Ways to redirect the group to 
get a conversation back on track. 

25.  Tips for managing time with chatty groups. 

26.  Working with resistant participants (ex. those sanctioned to be in a 
space, those who are not interested in material, etc.). 

27.  1. How to increase voluntary engagement when virtually facilitating       
2. How to deal with difficult conversations that may cause problems/
issues in a large/small group (a student says something insensitive, etc.) 

28.  How to deal with participants with polarizing views, particularly those 
around identities. 

29.  How to deal with people who don’t seem to want to be present. 

We will address as many as possible during the session, 
including in small group discussions and informal opportunities 
before the session begins and during the break. 
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A bit about our learning community 
information drawn from your survey responses 
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My understanding of 
how to effectively 
design and facilitate 
MEETINGS 

My understanding of 
how to effectively 
design and facilitate 
WORKSHOPS 

My knowledge of 
different teaching 
techniques and 
conversation or 
learning formats.  

My confidence in 
adapting a meeting     
or workshop agenda or 
its teaching techniques 
and/or conversation 
formats “on the fly”    
in real time. 

My formal training 
(webinars, workshops, 
classes)  in meeting    
or workshop design    
and facilitation. 

My exposure to 
content (articles, 
books, videos, 
podcasts) about 
meeting or 
workshop design 
and facilitation. 
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Facilitator’s Guide   
to Participatory 
Decision-Making 

I turn to this book on 
a regular basis as it 
is full of tools and 
techniques that can 
help you design and 
facilitate almost any 
situation you will 
encounter. It is an 
invaluable resource 
regardless of your 
experience level. 

The Art of 
Effective Facilitation 

Student affairs 
leaders authored 
this collection of 
scholarly, yet deeply 
personal, essays for 
those who want their 
facilitation efforts to 
reflect considerations 
related to identity, 
equity, social justice, 
and inclusion. 

The Skilled 
Facilitator 

Schwarz’s book is the 
one I share most with 
more experienced 
facilitators. It digs 
deeper into the key 
aspects of effective 
facilitation and 
provides useful 
frameworks, tools,  
and models to inform 
your judgment. 

The Workshop 
Survival Guide 

An excellent resource 
for those looking to 
create compelling 
learning experiences, 
but have little or no 
instructional design 
background. It walks 
you through the steps 
and provide practical 
tips for designing a 
successful workshop. 

The Art of  
Gathering 

Subtitled How We 
Meet and Why It 
Matters, Parker’s 
book guides us on 
designing more 
purposeful events.     
I find her insights 
particularly useful 
when designing or 
facilitating multiple-
day programs. 

Other favorites include: Humble Inquiry by Edgar Schein, Turning to One Another by Margaret Wheatley, The Art of Convening  
by Craig and Patricia Neal, Facilitation by Trevor Bentley, Community by Peter Block, Dialogue by William Isaacs, Designing 
Experiences by J. Robert Rossman and Mathew D. Duerden, and Gamestorming by Dave Gray, Sunni Brown, and James Macanufo.  

6 A few of my favorite facilitation resources 
Find reviews and info about more resources at facilitatebetter.substack.com 


