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SUPERSTAR FACILITATION: THE ART OF LEADING MEETINGS 
WITH [NAME], [ROLE]

SCIENCE  PSYCHOLOGY  SKILLS 



CREATE AND MAINTAIN 
INCLUSION

WHAT MAKES IT 
CHALLENGING TO

IN MEETINGS?



Design meetings for successful outcomes

Creating an environment of involvement

Bringing people into the conversation

Taking weight off the facilitator

TODAY

SUPERSTAR FACILITATION 



NEXT TO “INCLUSION”, 

AN AGENDA
CORRELATES MOST WITH MEETING SUCCESS

SOURCE: 
Journal of Business and Psychology (2014)



THE OUTCOME 

THE AGENDA

THREE PARTS 
OF THE 
PERFECT 
MEETING 
INVITATION

THE WHY

SOURCE: 
Proceedings of the International Conference on System Sciences (2014)







EXERCISE – PERFECT INVITATION
1. Find a meeting in your calendar 

2. Add: a why, an agenda, and an expected outcome 

3. Share with a partner  



INVOLVED
PARTICIPANTS#1

MOST EFFECTIVE 
MEETING DESIGN 
CHARACTERISTIC

SOURCE: 
Journal of Business and Psychology (2014)



PEOPLE WHO ATTEND REMOTE MEETINGS ARE 

SOURCE: 
Journal of Health Expectations (2022)

35% LESS LIKELY
TO PARTICIPATE WHEN THEY JOIN REMOTELY 



SET CONTRIBUTION 
EXPECTATIONS 

SET EXPECTATIONS  IN THE BEGINNING

SOURCE: 
APA Handbook of Ethics In Psychology (2012)

OUTLINE MEETING 
TOPICS

1

2



EXERCISE: SET EXPECTATIONS 
1. Think of the next meeting you will lead at work

2. Rehearse starting that meeting with your breakout team

3. Rotate through setting expectations for contributions



WHAT IS THE 
EFFECT OF…

FEELING DISMISSED IN 
FRONT OF A GROUP

BEING TOLD YOU'RE 
WRONG IN FRONT OF A 

GROUP



RESPOND TO IDEAS WITH GRACE
WHEN YOU WANT TO ENCOURAGE “INVOLVEMENT“…



HOW DO WE
RECEIVE IDEAS

1. Show appreciation for the 
contribution

2. Say what you like about it

3. Talk about opportunities

UNREFINED IDEA?

WITH 
GRACE?



MOST IDEAS ARE BAD IDEAS

BUT...

ALL IDEAS HAVE SOMETHING GOOD



WHERE IS THE GOOD IN THESE IDEAS?
ALL IDEAS HAVE SOMETHING GOOD

"I think we should eliminate performance reviews"

“I think all employees should set their own work hours”

“Afternoons should be meeting-free to focus on tasks”

“We should get a big bonus after this successful year”



EXERCISE: ROUND ROBIN OF GRACE
• What is an idea you like for your team?

• What might an “unrefined” version of your idea look like?

1. Take turns playing the leader 

2. Each partner presents an idea to the "leader"

3. The leader responds with the 3-step model



DON’T WAIT

TO GET INVOLVEMENT

FACILITATE



1

SET UP AND PASS
CALL OUT TO BRING THEM IN 

START WITH THEIR NAME(S)

SAY WHAT TO TALK ABOUT AND FOR  
HOW LONG

SAY THEIR NAME AGAIN

2

3



ACTION PLAN
AN ACTION PLAN WITHOUT A WHO AND A WHEN IS JUST A WISH

WHEN WILL YOU USE SET UP AND PASS? 



FACILITATING A MEETING IS HARD
YOU CAN’T DO IT ALL



DECISIONS

PROGRESS 
REPORTER

ACTIONS AND NEXT STEPS

UNANSWERED QUESTIONS

FOR EACH AGENDA 
ITEM, REPORT:



REHEARSE 
ASSIGN SOMEONE TO BE PROGRESS REPORTER (NOTE TAKER)

AND TELL THEM WHAT’S INVOLVED 



ACTION PLAN
AN ACTION PLAN WITHOUT A WHO AND A WHEN IS JUST A WISH

WHEN WILL YOU TALK TO YOUR TEAM ABOUT THE
“PROGRESS REPORTER” ROLE?



3

2

4 TAKEAWAYS 
SUPERSTAR FACILITATION 

Set expectations for involvement 
and gracefully accept ideas 

Use Set Up and Pass to bring 
people in 

4
Re-imagine the “note taker” as the 
“progress reporter” 

1
Include an agenda, even when 
you’re rushed



WHAT WILL YOU USE?
WHAT WILL MAKE THE BIGGEST DIFFERENCE?

FACILITATING HYBRID 
MEETINGS



Together we can affect 
and prove something 
meaningful.

www.gravitylearning.com
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