Pharm 439: Community Service Outreach
Facilitator Observation Form
Session # (circle)*
2
3
4
5
Date: ________________

Please circle skills Student Facilitators chose to practice: 2 Directing and 1 Supporting.

	
	Facilitation skills
	Student A Name:
	Student B Name:


	Notes

	Directing the Process (navigator role: sequencing of events)

	A
	Opening with time for “CHECK-IN”


	A
	A
	

	B
	Watching the time


	B
	B
	

	C
	Including everyone


	C
	C
	

	D
	Enforcing the ground rules


	D
	D
	

	E
	Inviting shared decision making


	E
	E
	

	F
	Creating variety


	F
	F
	

	G
	Concluding the session


	G
	G
	

	Supporting the Team

	H
	Listening (e.g., clarifying, paraphrasing, summarizing)
	H
	H
	

	I
	Normalizing underlying conflict
	I
	I
	

	J
	Praising and acknowledging


	J
	J
	


*  Sessions 1 and 5 are facilitated by the faculty member, unless the group has 7 members, in which case the 7th student facilitates 20 minutes of Session 5.

1.  What could have helped this group have a better discussion?

2.  How did the energy levels of the facilitators and members contribute to the quality of the discussion?

3.  Other Comments

Pharm 439: Community Service Outreach
Participation Self-Observation Form

For each Session, choose 2 skills to intentionally practice.  Mark your choices for each session in the small boxes provided in the Session No. column.  By the end of the quarter you should have marked at least 6 boxes and made Notes to your self in 6 areas.

	Skills(  



Session No. (
	1   
	2
	3
	4
	5
	Notes

	1.  Demonstrate trust: share information, thoughts, ideas, feelings
	
	
	
	
	
	

	2.  Demonstrate an open mind
	
	
	
	
	
	

	3.  Understand other positions (e. g., ask clarifying questions, paraphrase, restate)
	
	
	
	
	
	

	4.  Keep discussion on track 
	
	
	
	
	
	

	5.  Engage in friendly disagreement
	
	
	
	
	
	

	6.  Let others speak
	
	
	
	
	
	

	7.  Address remarks to your group
	
	
	
	
	
	

	8.  Communicate needs
	
	
	
	
	
	

	9.  Value your experiences & opinions
	
	
	
	
	
	

	10. Offers suggestions to support your team
	
	
	
	
	
	

	11. Practice SLANT* — Sit up, Listen, Ask questions, Nod, & Track
	
	
	
	
	
	


Other Notes: 

Please retain this form for your records.  Use this data in your midquarter and final reports due Friday of week 5 and 10 of the quarter.

PHARM 439
DESCRIPTIONS AND EXAMPLES OF THE FACILITATION SKILLS

Directing the Process (navigator role: sequencing of events)

A. Opening with time for “CHECK-IN” — starting a meeting with a 5 to 7 minutes activity that allows members to reconnect. “To check-in, let’s each share one thing we do that …”

B. Watching the time — moving the team smoothly through the agenda or letting them know when time has expired. “That’s all the time we set aside for this topic. Now we need to turn to …” or “We have time for one more comment.”

C. Including everyone — soliciting the participation of all team members. “_____, you’ve been quiet throughout this discussion, would you mind sharing what you think about this?”

D. Enforcing the ground rules — protecting the trust within the team by making sure everyone remembers and follows the team’s rules. “____, our ground rule is ‘no criticism without a suggestion.’ I think I just heard a criticism, so do you have any suggestions as well?”  

E. Inviting shared decision making — permitting team members to decide how the team can function better. Facilitators may either ask members for their preferences, or a member might spontaneously make a suggestion. “Would it be okay to reverse the order of presentations, ____ has to leave early?”
F. Creating variety — interjecting variety into the meeting to prevent boredom. (For a team that normally sits through every meeting.) “Everyone stand up. Those who agree with ___, step towards my left. Those who side with ___, please step to my right. What would help you take a step toward the other side?”

G. Concluding the session — ending a meeting with a comment from everyone. “In the time that’s left, share in one or two words how you’re feeling about today’s discussion.”

Supporting the Team

H. Listening (e.g., clarifying, paraphrasing, summarizing) — clarifying means making a comment clearer. “Do you mean ______.” Paraphrasing means restating a comment with different wording. “If I can paraphrase what you just said, you feel that _______.” 

Summarizing means concisely restating the important points. “This discussion has brought out four themes so far, __, __, __ and __.”

I.  Normalizing underlying conflict — pinpointing for the team just where opinions differ while fostering a discussion where all members will honestly disclose what they think and feel. “Let’s see where we are. It seems like two members feel XYZ and the rest feel ABC. That’s fine, since there’s no right or wrong.”

J. Praising and acknowledging — reinforcing comments or behaviors that contribute to the discussion. “______, how you stated your understanding of the material was especially helpful. It cleared up some things for me.”

PHARM 439
DESCRIPTIONS AND EXAMPLES OF THE PARTICIPATION SKILLS

1.  Demonstrate trust: share information, thoughts, ideas, feelings — Group conversations feed off every person’s ideas—especially when they are not yet fully formed. Experiment with trusting others. “Let me think out loud a moment …”
2.  Demonstrate an open mind — Use the differing points of view that emerge during discussion to stretch your own understanding. “Help me understand what you mean.”
3.  Understand other positions (e. g., ask clarifying questions, paraphrase, restate) — clarifying means making a comment clearer. “Do you mean ______.” Paraphrasing means restating a comment with different wording. “If I can paraphrase what you just said, you feel that _______.”  Summarizing means restating the important points in one or two sentences. “I hear four themes so far, __, __, __ and __.”
4.  Keep discussion on track  — As a group member, you can help return an off-track discussion back to the topic at hand. “I’d like to comment on [the topic]. My feeling is …”

5.  Engage in friendly disagreement — Practice disagreeing without straining relationships.  Avoid name calling, trying to “win” through dominating the discussion, or using dismissive body language (e.g., eye rolling, sneering tone of voice, etc.). “Good point, but I think we have a friendly disagreement; in my view, …”
6.  Let others speak — Holding the group’s attention feels good. When you realize you’ve been monopolizing the time, end your comments. “It’ll take me about thirty seconds to finish, and then I’ll be quiet.”

7.  Address remarks your group — As you speak, make eye contact with several people. Avoid addressing comments to your shoes or the ceiling lights.

8.  Communicate needs — Help your team know what you need. “____, would you mind repeating what you just said. There was a loud noise by this window and I missed it.” 
9.  Value your experiences & opinions — Even when no one else on the team agrees with you or validates what you know to be true resist changing your beliefs in order to “fit in.” “Okay, it looks like I’m by myself in believing this in this group.”

10. Offers suggestions to support your team — When you notice something that can improve the team’s performance, offer it. “Would it be okay to reverse the order of presentations, ____ has to leave early?”

 11. Practice SLANT* — Sit up, Listen, Ask questions, Nod, & Track the speaker with your eyes. Team members will feel seen and heard by you when you use these specific behaviors.

* Acronym created by David Levin & Michael Feinberg. See Tough, P. What It Takes To Make a Student Magazine. New York Times., 2006 Nov 26; Sect. 6:44.
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