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Module 4: Making Meetings Work Better
Module 3: Understanding group dynamics and 

communicating across cultural differences.communicating across cultural differences.

Module 4: Using group communication skills to 
convene and manage effective community 
meetings.
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Condensed Modules Workbook

http://www.pew-
partnership.org/lpinstitute.html

Click on the link: Resources for 
graduates of our leadership 
programs 

Type Username: civicleader 
Password: partner4change 

How do I start?

Module 4: Making Meetings Work Better

Introduce yourself and 
discuss schedule.  
Introduce Objectives and 
Guiding Questions.
Provide outline of Module 

(4 (see session overview in 
Condensed Modules 
Workbook).
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Module 4: Objectives and Guiding 
Questions

Module 4: Take home message
Methods and processes (tools and 
techniques) for making meetings more techniques) for making meetings more 
productive
Discuss methods of identifying possible 
actions and prioritizing options
Identify consensus building techniques
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Module 4: 
Condensed Modules Workbook

Module 4: Introductory Remarks
Build on Module 3’s exploration of group dynamics and 
communication.

This module offers additional tools and techniques to help 
you effectively manage community meetings.

Well–managed meetings can:

Motivate people to become interested in issues and stay 
involved.

Communicate organizational values about people and 
ideas.

Contribute to the achievement of community goals.
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Module 4: Introduction and Icebreaker

Materials: 
• Flip chart with major topics to be covered
• Module 4, Group Handout 1 – “Why are we meeting?”
• 3” x 5” card and pen or pencil for each participant

Icebreaker: Meeting Purposes
Ask each participant to think about a 
recent experience attending a meetingrecent experience attending a meeting

Write on their cards:
Name
Type of meeting
Purpose of meeting (examples listed on 
Handout 1)
Purpose fulfilled (in their opinion)?

Share with group
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Debriefing: 
Icebreaker Discussion
Discussion: 

Demonstrated “getting acquainted” meeting 
facilitation technique.

Activity: The Nuts and Bolts of Meeting 
Planning

Objective: Provide basic information about how to plan effective 
meetings.

Materials: Handouts 2–8; flip chart and markers
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Activity: The Nuts and Bolts of Meeting 
Planning

Activity: Evaluate their y
meeting using checklist

Discuss Handouts 3 to 8:
Agendas (#3 & 4)
Stakeholders (#5)a o d ( 5)
Ground Rules (#6)
Write it Down (#7)
Facilitator Tips (#8)

Debrief: Nuts and Bolts

Discussion questions on page 11.

Have participants consider them on their own.

Transition: ‘These techniques help lead to 
generating ideas and making important 
decisions’decisions
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Two Techniques – Slip Method and 
Polling Method

1. The Slip Method for Identifying 
Possibilities

Materials: Flip chart paper, markers.

Purpose: Demonstrate methods of 
generating numerous possibilities and 
prioritizing actions

Group brainstorm (on wall poster) How do Group brainstorm (on wall poster) How do 
we bring people together to work on 
relevant community issue?

Sort (organize) into categories on separate 
sheets as a group; post on wall
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2. Polling Method to Prioritize Options
Materials: Wall posters from Slip Method, 
colored adhesive dots (5? for each person)  colored adhesive dots (5? for each person), 
flip chart paper, markers.
Purpose: Prioritize a large number of 
options.
Participants prioritize options from Slip 
Method.
Tabulate results and put on wall poster –
8–12 priorities ideal.

Debriefing – Slip and Polling Methods

Discussion Questions  pages 13 14  16Discussion Questions, pages 13–14, 16.

Debrief of SLIP: Discussion of how this 
encourages group partnering? How could 
you use this technique in a meeting?  Lead 
to creativity?  Any tension resulting? y y g
POLLING: Which items received most dots 
and why? Does this technique support 
decision making?  Pitfalls?



10

Technique – Negotiating Consensus

Materials: “Results” wall poster from Polling Method.

Purpose: Reach agreement on course of action.

In pairs, select 2 options on which group should take 
action.

I  f  h  l ti  d k t d  In fours, share selections and work toward consensus 
on 2 options.

As a group, work towards consensus on 2 options.

Tip: Remind them that this is just a demonstration; 
real consensus efforts would need much more time.

Module 4: Evaluation and Closure
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How do I start?

Module 5: Managing Conflict

Introduce yourself and 
discuss schedule.  
Introduce Objectives and 
Guiding Questions.
Provide outline of Module 

(5 (see session overview in 
Condensed Modules 
Workbook).

Module 5: Objectives and Guiding 
Questions



12

Module 5: Take home message
Conflict can be a constructive instead of 
destructive forcedestructive force

Conflict can be managed so that groups can 
deal with it and move forward

Module 5: Condensed Modules Workbook
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Module 5: Introductory Remarks
People don’t always agree – views influenced by culture, 
parents, age, personality, etc.p , g , p y,

Key: how to manage conflict 

Constructive, rather than destructive force

Module Five:

Explores sources of conflict

Tools to help groups manage conflictTools to help groups manage conflict

Module 5: Introduction and Icebreaker

Materials: 
• Flip chart with major topics to be covered (pg. 8)
• 2 posters on opposite ends of the room to create continuum from 

“Strongly Agree” to “Strongly Disagree”
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Icebreaker: The Human Continuum
Continuum from “Strongly Agree” and “Strongly 
Disagree” along wall (1 poster at either end).
Start with light–hearted statements (e.g., “Dogs 
are the best animal companions.”)
Ask participants to take a position along the 
continuum.
Move into debatable quotes about conflict (e.g., 
“Conflict is the natural condition of being alive.”)

hNo right or wrong answers.
3–5 “neighbors” cluster together and share why 
they chose position (~10 min.).
Spokesperson from each cluster presents 
highlights.

Debriefing: Icebreaker Discussion
Ask participants to sum up different views of conflict. Recognize the 
range of attitudes and beliefs.

Point out: In any group there will be range of opinions including 
strong opposing views (as demonstrated by continuum exercise).

Ask: “What are the implications when members of a group feel 
differently about conflict and the role it plays in community work?”

Consider using variation in workbook (pg 9), Discuss: “Conflict is a 
negative force in our community” “Conflict is a force for good in our 
community”  Discuss then ask: Are both statements true?y

Transition: We know something about where we stand (literally) on the 
topic of conflict, now we’ll look at how it plays out in communities.
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Activity: Conflict Analysis

Objective: Explore root causes of conflict in a 
community context.

Materials: 

• Stack of 3”x5” index cards for 2 groups 

• Pens or pencils

• Flip chart and markers

Activity: Conflict Analysis
Divide into 2 groups (out of earshot).

Groups identify conflict to focus on (should be 
reasonably familiar to everyone).

Individuals call out possible causes.

“Scribe” records on index cards (1 cause/card).

If time  move on to other conflicts  If time, move on to other conflicts. 

Combine index cards from both groups.

Volunteer sorts into categories based on 
similarities (10 min.).
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Debrief: Conflict Analysis
Volunteer “sorters” present 
work to large group.g g p
List of “Causes of Conflict” 
on the Flip Chart.
Refer participants to Group 
Handout #1 “Reasons for 
Conflict.”
Variation (p 12): 
determine which index 
card corresponds to 
Handout #1 categories

Transition: Now that we’ve explored reasons for conflict, we’ll 
look at how to manage conflict.

Managing Conflict to Make Decisions

Objective: Explore ways of resolving conflict.

Materials: Handout #2 “Making Group Decisions”; Handout #3 “Conflict Resolution 
Strategies”; Flip chart paper, makers, and tape; an orange; Handout #4 “Six Steps 
for Reaching Consensus.” 
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Managing Conflict to Make Decisions –
Introduction

Distribute Handout #2 
“Making Group Decisions”Making Group Decisions

Briefly describe 4 group 
decision–making processes:

Autocratic

The Few

M j i  R l  (  li i  Majority Rule (can limit 
creativity)

Consensus Building (can be 
mutually beneficial)

Activity: Conflict Resolution Strategies
3 groups of 3–6 people.

Handout #3 “Conflict Resolution Strategies ”Handout #3 Conflict Resolution Strategies.

Identify situation that created conflict among 
individuals or groups in community.

Discuss questions on handout.

Record answers on flip chart.

After 20 min  post sheets on wall  After 20 min., post sheets on wall. 
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Demonstration (pg 15)
Conflict Resolution Strategies asked us to think 
of problem as an orange in the middle of the p g
room.

Position 2 groups on either side of you.

Place “orange” in middle of 2 groups.

Ask everyone to abandon his/her position and 
move together to one side of the room, facing 
the orange   the orange.  

They are now looking at the problem together.

Demonstration
Exercise focuses on:     (flip chart, pg 15) 

Separating people from problemp g p p p

Interests, not positions

Variety of possibilities, not single answer

Judge on objective standards, not values or beliefs

Debrief (pg. 14&16): 

Acknowledge conflict; ID root causes and shared valuesAcknowledge conflict; ID root causes and shared values.

How does this approach feel different?

Discuss the move in terms of four points (pg 15). 

Consider in relation to conflict discussing today.
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Activity: Modified Consensus Decision–
Making

Purpose: Demonstrate how a group experiencing 
conflict can come to a decision that everyone can 
support.

Materials: Handout #4 (Misprint in manual) “Six 
Steps to Reaching Consensus.”  Flip Chart to 
record brainstorming.

Activity: Modified Consensus Decision–
Making

Work with entire group.

Start with 1 idea the group can 
consider adopting.

Brainstorm info that would 
strengthen idea – record on flip 
chart.

Eliminate Step 3Eliminate Step 3
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Activity: Modified Consensus Decision–
Making

Alternative is developed 

Participants vote to determine how 
close they are to consensus (see 
Voting Scale on p 17 or Handout).

Transition: you have begun to 
creatively answer the question: 
“How to get from conflict to How to get from conflict to 
decision making?”

Module 5: Evaluation and Closure
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Questions, Comments, Concerns?

Our next Connect Session:Our next Connect Session:

Wed. Feb. 25, 2009 10:30 AM

Review of Module 6 (BUILDING STRATEGIC 
PARTNERSHIPS) and Module 7 (MOVING FROM TALK 
TO ACTION)


