
 

 
 

What are simple ways to improve  

meeting and workshop design and facilitation? 
 
For 2022 (and beyond) here are 22 tips, principles, or ideas to consider. 
Don’t infer importance based on placement. They aren’t in any ordre. 
 
How the list came about 
 
A “speed writing” exercise with a few colleagues was the impetus for this 
list.  With a five-minute time limit, we each rapidly noted 22 or more 
responses. The list includes thinking I’ve long harbored and acted on, as 
well as some new or more recent ideas.  
 
Similar to speed drawing or speed painting activities, speed writing uses a 
tight time constraint for creative output. This forces participants to turn off 
their inner censor if they hope to generate any reasonable volume of ideas. 
If you have never used such an exercise, I highly recommend trying it.  
 
Read more about each of the 22 items at: facilitatebetter.substack.com. 
 



 

  
1. Create meeting agendas that accelerate meaningful discussions        

and decisions. 

2. Pre-survey or assess in advance as much as possible to help customize 
any workshops or other learning experiences. 

3. Develop and use shared norms or agreements to shape participation. 

4. Determine in advance the decision-making rules or criteria to use       
for (at least) major decisions. 

5. Commit to using an appropriate amount of time to build community 
and connections, particularly with ongoing groups. 

6. Rotate facilitation responsibilities. 

7. More frequently use purpose and outcomes to determine               
length and format. 

8. Better leverage synchronous and asynchronous segments for both       
in-person and virtual gatherings. 

9. Deliver or create value faster, particularly in any learned experience    
or virtual meetings.  

10. Extend autonomy and more freedom of choice to participants. 

11. Prepare more and present less in workshops and other               
learning experiences. 

12. Evaluate and assess results routinely. 

13. Document assumptions, timeframes, and metrics/indicators for results. 
Revisit and revise choices as new information and/or results warrant. 

14. Increase time spent examining workshop content implications             
(so what?) and applications (now what?) 

15. Seek, include, and amplify diverse sources, perspectives,                 
and voices. 



 

16. Select food that will fuel participants’ attention, energy,                  
and community. 

17. Reduce friction that inhibits participants being fully present              
and fully contributing. 

18. Build your capacity and confidence to “call an audible.” 

19. Appropriately acknowledge and explore the emotional scaffolding       
of many issues and conversations.  

20. Model and invite empathy, curiosity, and inquiry. 

21. Begin and end better. 

22. Include more opportunities for serendipity and informal             
connections and conversations. 

Bottom line? 

Every design or facilitation choice we make is an opportunity to ensure 
better discussions, decisions, or results. Time and resources will always 
constrain our work in this regard, but we should not let that impede our 
commitment to being as intentional as we can with every decision we make.  
Hopefully these 22 tips, ideas, and principles will make it easier for you to 
do so. 

Additional learning opportunities 
If you’d like to offer a professional development discussion for your 
colleagues or members about this post (or any other Facilitate Better essays 
here, I’m offering 30-minute online “Content&Conversation” sessions. Your 
participants read the post (and ideally, share any questions about it) in 
advance. We then convene online for a 30-minute conversation (your supply 
the platform and host/moderator(s) that explore their questions. Webinars 
(50-60 minute) are also a possibility). Use this form to contact me about 
either option. 
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