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[0 O Use an Ideas Bin —— A "bin" consists of blank sheets [1 one or two[ torn from an easel padand taped to the
wall. Any idea that is unrelated to the current topic is written on the easel padpaper [ i.e. placed in the bin(] . The
bin serves two valuable purposes: 101 it stores valuable ideas forconsideration at an appropriate and convenient
time, and 200 it allows discussion to stay focused onthe agenda topic. Using the bin is an effective way to keep
discussion focused and it helps peoplehold onto their thoughts and ideas without being disruptive to the meeting.
Explain the use of thebin at the beginning of the meeting. During the meeting the team leader or the facilitator
shouldrecord bin items as they come up, or participants should record their own bin items when theyfeel
discussion is getting off track.[] [ Estabfish and Use Ground Rules—— Ground rzdes are explicit rules that the
group agrees tofollow to help them facilitate productive discussions. Whether the group formulates the groundrules
or the meeting leader/facilitator presents them, all group members should reach consensuson following the ground
rules. The ground rules should be written down on easel pad paper andtaped to the wall for everyone to see.
Ground rules lay out the expectations of "the way thingsshould be done at meetings." Ground rules are used to
facilitate group interaction, not to restrictit. The group can change the ground rules or add new ones based on
group needs. Examples of some typically used ground rules include: arrive and start on time; stick to theagenda;
everyone participates; be realistic when accepting follow-up tasks; focus on interests, notpositions; separate people
from the problem; respect different viewpoints; share responsibility forfollowing the ground rules.Control
Dominating Individuals —— Make sure each individual has a fair chance ofexpressing ideas and opinions. Do not
let one person dominate the discussion. Of equalimportance is to ensure that quiet participants are expressing their
ideas and opinions. Thismay require the leader or facilitator to directly call on the quiet member and ask them for
theiropinion or for any ideas they would like to share.[J [0 Summarize m Conclude the meeting by summarizing
the discussion, decisions made, tasksdelegated, deadlines, and any action required by participants. Depending on
the time available,either address bin items or place them on the agenda for the next meeting. Include in
thesunnnary any review plans for follow-up or the need to schedule any succeeding meetings. It isfar easier to
schedule the next meeting while everyone is at the table then it is to wait and contacteach participant individually.
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