Facilitation Plan Template

page 1 of 7

Workshop Name                         Client                                    Date(s) __    ______

	Purpose:
	Deliverables:
	Materials:

	· 
	· 
	· 


Session Plan:
	Time
	Agenda Item/Background Question
	Process Notes/Output
	Materials

	
	Kickoff by Sponsor
	Purpose: To reinforce the importance of this session.
Output: Participants are informed and excited.
	None

	
	A. Opening


	Purpose: To enlighten, excite, empower, and engage the participants.

Techniques, Tools, and Instructions:

Open with Energy4
· Review Session Purpose (enlighten)
· Scope of involvement (empower)
· WIIFT (excite)
· Housekeeping Information
· Review the Organizing Tools

· Ground Rules (engage)
· Consensus

· Parking Boards

· Review the Agenda
· Gather Personal Objectives (engage)
Output: Informed, excited, empowered and engaged participants. 
	Prepared flip charts:
· Purpose

· Agenda

· Parking Lot

· Action Items

· Decisions

· Ground Rules

Post-it Notes

Marker pens

	
	B. Agenda Item/Background Question
	Purpose: 

Techniques, Tools, and Instructions:

Output: 

	

	
	C. Agenda Item/ Background Question
	Purpose: 

Techniques, Tools, and Instructions:

Output:
	

	
	D. Agenda Item/ Background Question
	Purpose: 

Techniques, Tools, and Instructions:

Output:
	

	
	E. Close the session
	Purpose: Close with Action
Techniques, Tools, and Instructions:

· Review Session Purpose
· Walk the Walls
· Process Personal Objectives
· Process the Parking Lot
· Review Decisions
· Identify the Next Steps – Listing 
· Conduct Communication Planning - Listing
· Evaluate the Session 
Output: Consensus on decisions, action plan for next steps, communication plan, session evaluation

	Flip Charts from opening:
· Purpose

· Agenda

· Parking Lot

· Action Items

· Decisions

· Ground Rules

New Flip Charts:

· Communication Plan

· Evaluation

Post-It Notes


Pre-Session Preparation:
	Action
	Responsible Party
	Timeframe
	Status

	Client Meeting/Interview
	Facilitator
	
	

	Pack supplies
	Facilitator
	
	

	Set-up room
	Facilitator
	
	

	Prepare flip charts 
	Facilitator
	
	


Post-Session Follow-up:

	Action
	Responsible Party
	Timeframe
	Status

	Document the session
	Facilitator
	
	

	Distribute the documentation
	Facilitator
	
	

	Follow-up meeting with the client
	Facilitator
	
	


Example
Workshop Name                         Client                                    Date(s) __    ______

	Purpose:
	Deliverables:
	Materials:

	· To identify improvements to the x process

· To develop an implementation plan
	· Process map for the improved process

· Implementation plan
	· Prepared flip charts

· Easels (#), flip chart paper pads (#), marker pens, tape

· Sticky dots


Session Plan:

	Time
	Agenda Item/Background Question
	Process Notes/ Output
	Materials

	
	Kickoff by Sponsor
	Purpose: To reinforce the importance of this session.

Output: Participants are informed and excited.

	None

	
	A. Opening


	Purpose: To enlighten, excite, empower, and engage the participants.

Techniques, Tools, and Instructions:

Open with Energy4
· Review Session Purpose (enlighten)
· Scope of involvement (empower)
· WIIFT (excite)

· Housekeeping Information
· Review the Organizing Tools

· Ground Rules (engage)
· Consensus

· Parking Boards

· Review the Agenda
· Gather Personal Objectives (engage)
Output: Informed, excited, empowered and engaged participants who are ready to go to work. 
	Prepared flip charts:

· Purpose

· Agenda

· Parking Lot

· Action Items

· Decisions

· Ground Rules

Post-it Notes

Marker pens

	
	B. What are all the steps that someone has to perform in the process today?
	Purpose: To identify all the steps in the current process.

Techniques, Tools, and Instructions:

Facilitator led listing exercise using small groups and post-it notes

Output: Current process map on the wall (keep this map visible throughout)
	Post-it notes
Marker pens

Flip chart paper and easel

	
	C. What is good about the current process?
	Purpose: To identify the strengths of the current process.

Techniques, Tools, and Instructions:

Facilitator led listing exercise with the entire group

Facilitator records responses on a flip chart 

Output: List of process strengths
	Flip chart paper and easel
Marker pens

	
	D. What are the problems with the current process?
	Purpose: To identify the problems with the current process.
Techniques, Tools, and Instructions:

Faciliator led listing exercise, silent individual work, using post-it notes

Gather and group the responses using nominal group technique 

Output: List of process problems
	Post-it notes
Marker pens

	
	E. Which problems are the most important?
	Purpose: To prioritize the most important problems with the current process.
Techniques, Tools, and Instructions: 

Facilitator led prioritization using dots
Output: Prioritized list of problems
	Sticky dots

	
	F. What are the root causes of each problem?
	Purpose: To identify the root causes of the most important problems.
Techniques, Tools, and Instructions:

Facilitator led root cause anaysis. Use the “fishbone” process if necessary.

Output: Root causes of each problem

	Flip chart describing the “5 whys” process
Flip chart with a fishbone diagram

Marker pens

	
	G. What are the improvements that will eliminate the problems?
	Purpose: To identify improvements that will eliminate the problems with the current process.
Techniques, Tools, and Instructions:
Divide the group into smaller teams and assign problems for solution. Record improvements on post-it notes. Debrief each team and bring the group to consensus.
Output: List of improvements
	Post-it notes
Marker pens

Flip chart paper and easels

	
	H. What is the sequence in which we should implement these improvements?
	Purpose: To create an action plan to implement improvements to the current process.
Techniques, Tools, and Instructions:
Ask the participants to put the suggested improvements in the appropriate order for implementation. 
Create an action plan by assigning dates for completion of each step and assigning responsibility.
Output: Implementation plan
	Post-it notes
Marker pens

	
	I. What will the improved process look like?
	Purpose: To map the new process.
Techniques, Tools, and Instructions:
Have the group silently rearrange the process steps, adding new steps where necessary, and eliminating steps were necessary (based on the improvements identified).
Output: Proposed improved process map on the wall
	Post-it notes
Marker pens

	
	J. Close the session
	Purpose: To close the session with clear understanding of next steps and  responsibilities for action.
Techniques, Tools, and Instructions:

· Review Session Purpose
· Walk the Walls

· Process Personal Objectives
· Process the Parking Lot
· Identify the Next Steps – Listing 
· Conduct Communication Planning - Listing
· Evaluate the Session – Use T-chart, silent listing, and post-it notes
Output: Action plan for next steps, communication plan, session evaluation, consensus on decisions if any
	Flip Charts from opening:

· Purpose

· Agenda

· Parking Lot

· Action Items

· Decisions

· Ground Rules

New Flip Charts:

· Communication Plan

· Evaluation

Post-It Notes


Pre-Session Preparation:

	Action
	Responsible Party
	Timeframe
	Status

	Client Meeting
	Facilitator
	No later than two weeks before the session
	

	Pack supplies
	Facilitator
	Before travel begins
	

	Set-up room
	Facilitator
	60 minutes before the start of the session
	

	Prepare flip charts 
	Facilitator
	During room set-up if not sooner
	


Post-Session Follow-up:

	Action
	Responsible Party
	Timeframe
	Status

	Document the session
	Facilitator
	Within 10 working days of the session
	

	Distribute the documentation
	Facilitator
	As soon as completed to all meeting participants
	

	Follow-up meeting with the client
	Facilitator
	As soon as possible following completion of the session and documentation
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