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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

Q: 1: Short Questions
I. Define facilitation 
Facilitation means to make things easy, where an environment has been created to enable participants to feel at ease and where work is made easier. 
II. What is a facilitator? Define his/her role
The role of the facilitator is to be content neutral whilst being process advocates, meaning that they guide the participants through the conversation in an unbiased manner. Their main focus will be to help a group work through a process ensuring that there are inclusive practices in place. 
III. Describe the various ways of establishing ground rules or norms.
Ground rules are there to help establish ways of working for the group, and what is expected of everyone. Ways that you can set out the ground rules is either to get the group to come up with a collective set to ensure maximum buy in, or have some pre written ones for more formalised settings.
IV. What are facilitation skills
Like anything else being a facilitator involves various skills which take practice to learn and refine, the focus is to remain neutral and unbiased, keep track of multiple lines of thought and conversation, keeping accurate notes and questions that stimulate thinking. 
V. Describe the things that should be considered to ensure successful facilitation
To ensure successful facilitation, the facilitator needs to ensure there is sufficient preparation, for example, check the meeting space, conduct a needs assessment, setting expectations. In order to start the facilitation, make sure that you are welcoming participants, introducing and explaining your role, set the time frames etc. During facilitation, ensure that you’re asking how its going, check the pace for everyone and obtain feedback as needed. Finally to end the facilitation, make sure that you summarise to help members make a clear statement of what was decided, develop clear steps with dates and names and clarify the follow-up process and accountabilities. 

Q: 2: Write a note on “Robert’s Rules of Order”
In 1870 Henry Martyn Robert was asked to chair some meetings, and noticed how chaotic they were, not understanding enough about how they should take place, so he researched and drafted a set of rules that were loosely on parliamentary procedure. In an organisational context it will follow a similar structure to that of others and facilitation groups can follow this as well. Loosely put, in order to achieve a successful facilitative group there should be these elements included. Agenda, following an agenda can provide more structure to the meeting and can help participants to achieve the goals set out. Motions, motions are used to discuss new items of business and can be used throughout meetings or facilitation groups in order to get points across. Postpone indefinitely, this will be used by the chair if a motion is not to be discussed further (however it may be re-introduced at a later date). Table, this action would be used to postpone the discussion of an item until later in the meeting. Question, this can be used in order to vote on any motions that have been brought forward for discussion, this would need to be seconded by another member of the group though in order to build consensus. Amend, where you would be able to change a motion after it had been debated, an amendment may be suggested, if so it will need to be seconded and voted upon. Commit, this would reflect back to additional committees to take on any action points, research or other delegated details in order to bring it back to the wider meeting. Adjourn, someone will make a motion to end the meeting and this needs to be seconded and voted upon in order to be carried through. Finally minutes, this is where an accurate account of what has been spoken about, debated or voted on within the meeting has been kept and then distributed to the wider group after agreement with the chair. As mentioned at the start this was something that loosely follows parliamentary procedure and will not necessarily be used strictly in this sense within all meetings and facilitated groups. 

Q: 3: Outline the various facilitation skill levels
There are four main skill levels for facilitation. 
Level one is introductory, a more entry level position where the facilitator will be able to perform the skills of active listening, questioning and time management allowing participants to be fully involved in the process. The facilitator at this level will encourage participation, keep accurate note, problem solve and action plan. The next level of facilitation (Level two) focuses on growing, after a facilitator has experience of gaining consensus within the group, in the second stage of facilitation skills the facilitator will be able to use surveys at the end of the facilitation process to encourage further work, set KPIs and measurable goals for the group ensuring that there are tangible benefits, create an atmosphere of positive challenge, where assumptions are skillfully challenged, effective decision making is taking place and that you are able to understand process tools which are matched to matters being considered. The third skill level is where an individual would be classed as skilled, where you are able to competently handle feedback and manage conflict throughout the group, at this skill level they will be able to offer intervention and apply knowledge of the group’s developmental stage to work towards consensus. The facilitator would be able to design their own surveys and create comprehensive summaries and reports for members of the group. The final skill level is where the facilitator is advanced, you will be able to facilitate for complex organisational issue, using the full range of tools available for the facilitator’s toolkit. 
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