


Group work Skills



Aims

To equip learners with the skills 

required to set up and facilitate an 

effective group.



Identify the mix of characteristics and personality 

types in a group 

Explore the value of planning and preparation in 

group work

Consider the importance of group dynamics 

Explore activities that can be used in group work

Explore facilitation skills and techniques to 

encourage and support a group of people to 

achieve their goal or objectives.

Recognise the importance of evaluation and 

reflection to develop and build good practice

Learning Objectives



Group Rules

Confidentiality 

Be sensitive 

Allow other people to speak 

Get involved 

Have fun and learn 

Ask questions 



Ice Breaker

Name

Role

Why are you here today?

What pop group would you like to be in and 

why?



What are the 

advantages and 

disadvantages of 

Icebreakers?

Icebreakers



Advantages of Icebreakers

Help people feel comfortable

Break up cliques

Sets the tone for the session

Helps teambuilding / builds rapport

Can illicit laughter

Encourages people to step out of their comfort 

zone

Demonstrates a point that will follow in the 

session

Gives the facilitator useful information 



Disadvantages of Icebreakers

Can make people feel uncomfortable

Can set the wrong tone

May have no relevance 

Can be embarrasing 

People might refuse to take part

Might take up too much time 

Can put people on the spot



Icebreakers : Checklist

Be enthusiastic – would you do 

the activity yourself?

Is it appropriate?

Timing

If it’s not working – move on



Experience of groups

What kind of groups have you 

attended?

Did you choose to go or were you 

made to go?

Did you feel comfortable?

Did you gain anything from being 

there?

Was the group well facilitated?

Good and poor examples?



Experience of facilitation

Have you facilitated groups?

What types of groups have you 

facilitated?

How did the sessions go?

Were there any issues with 

participants? 

How did you feel at the end of the 

session?

What makes a good facilitator?



What makes a good Facilitator?

Bring about an understanding of the topic

Smoothly manage the delivery of the session

Guides to allow members to get the most from the 

session

Encourages participation 

Stretches and challenges the group

Ability to think quickly and logically

To be an excellent communicator

By recognizing and utilizing the unique and valuable 

contributions of each member, an effective facilitator 

increases the collective value of the group.



Prepare in advance

State aims and objectives at the beginning of 

the session

Maintain control – manage the session

Deal with unproductive behaviour

Include all participants 

Guide the group and stay on topic

Provide closure and reiterate actions / results

Keep to time, but allow flow

Maximize member’s time and energy by 

keeping the event and discussions on track 

Taking a group through a process that 

produces a specific outcome (learning, 

decision-making, problem-solving, etc.)

Facilitator Responsibilities



Prepare in Advance

Good facilitators make their work look effortless and 

natural, but prepare in advance to be effective.  

Take into consideration the “who, what, why, and 

where” of your meeting or event to help you figure out 

the “how.”

Plan and Distribute Agenda / pre-session information

The meeting agenda is the document that defines 

what will be done at any particular meeting or event, 

and it helps both leaders and participants know what 

to expect and how to prepare. 

Facilitator Responsibilities



Prepare in Advance - Facilitator toolkit

When facilitating groups at meetings, events and 

workshops, there are a number of useful items and 

tools a facilitator should carry with them.

This facilitator toolkit ensures the group achieves a 

successful outcome, as well as helping the 

participants quickly settle into the environment they 

are working in.

What could be in the Facilitator Toolkit?



Facilitator toolkit

Name badges or labels 

Note paper and pens 

Clipboards to rest papers 

on

Stress balls 

Handouts, supporting 

documents or visuals 

Feedback forms 

Presentation slides, DVD 

on laptop 

Coloured flipchart pens 

Laminated ‘ground rules’ 

White Tack™ for placing 

working flipchart papers or 

visuals onto permitted walls 

(this minimises paint peeling 

off) 

Post-it Notes for capturing 

individual ideas and 

contributions

Flipchart paper / or an 

alternative such as Magic 

Whiteboard™ which is 

environmentally better and 

highly portable. 

Refreshments!!!



State your objectives at the beginning of the event

Members will be much better prepared to 

contribute and help you meet the objectives if 

they know what they are. 

Establish Ground rules or Terms of Reference

These ground rules help participants establish 

appropriate ways to interact with each other 

during the meeting or event. 

By stating the rules up front and getting 

agreement from the group, you’re more likely 

to see that happen. 

Facilitator Responsibilities



Include all participants 

Your methodology may vary, but the methods 

you use should include all members in the 

discussion and prevent one or two members 

from dominating the dialogue.  

Everyone may not talk, but no one should feel 

excluded from the process.

Staying on-task and on-time  

The group may have a lot to get accomplished 

in a short amount of time, it is easy to veer off 

onto other topics or easily get side-tracked by 

minute details of a conversation. help the 

group stay focused

Facilitator Responsibilities



A good facilitator will encourage but 

never pressure everyone to contribute

They should create the environment 

that gives everyone the opportunity to 

contribute and feel comfortable in 

doing so

Some group members who are 

withdrawn may just take longer to 

warm to the group situation and to 

open up

Include all participants 



Ensure everyone has details of day, 

time, venue

Arrive early and set the room up

Put the kettle on

Put the heating on*

Welcome everyone as they arrive

Sign in sheet 

Start with “housekeeping”

On the day a good facilitator will…



Group facilitation techniques and methods

These are some of the best group facilitation techniques to help 

your team achieve their goal. They are useful to aid idea 

generation, raise energy and help make group decisions.

Action Planning

Action planning is vital for team success. It is a simple and 

effective technique for gaining commitment for action.

Brainstorming

Brainstorming is an ideal tool for generating a large quantity 

of ideas within the group

Energisers

Energisers are ideal to raise personal energy levels within 

the group. Use these, where necessary, at appropriate 

intervals throughout the day, to re-vitalise the group



Group facilitation techniques and methods

Flipchart

Using a flipchart can provide a creative, yet structured, 

working environment and bring focus to the group

Go Wild

The ‘Go Wild’ facilitation method involves writing down 20 

ideas beginning with the phrase ‘wouldn’t it be good if…’  As 

a result, the group is encouraged to come up with better and 

more imaginative solutions. 

Meta-planning

a simple technique that encourages individuals to express 

their thoughts on the issue under discussion by writing key 

words onto Post-it notes and then collectively placing and 

arranging them into sub-groups on a flipchart or wall space. 

As a result, this approach helps to incorporate everyone’s 

ideas and contributions in the shortest amount of time. 



Group facilitation techniques and methods

Multi-voting

This technique allows groups to use Brainstorming to 

generate a long list of ideas. The group vote to then narrow 

down these ideas into a manageable size, for realistic 

consideration. 

Ranking

For example, each person might apply a one to six rating, 

where six is their preferred choice. Finally, the scores of 

each participant are then added together to determine the 

most appropriate and relevant idea.

Reverse Brainstorming

Try If the group is stuck, it considers the reverse of the 

problem you are trying to resolve at the time. For example, 

the group might look at ‘how to improve business 

communication’. The reverse of this is ‘how to make 

business communication worse’. Then, once you have the 

negative list, ‘flip’ each idea to turn it into a positive.



Group facilitation techniques and methods

Round Robin

This simple technique aims to raise participation levels or to 

help define a problem. Then each person in the group is 

asked to state their views on the issue under discussion, 

without being interrupted by anyone else in the group.

Three star rating

Start by giving each participant three stars to award against 

their preferred option or options. The participant then 

distributes, or splits the stars as they wish. As a result, you 

have a visual record of the preferred option.

Working in pairs or trios

This is an ideal method of group working, particularly at the 

earlier stages of a meeting. It helps encourage easy 

participation and break down any initial barriers. Discussions 

should last about five to ten minutes before bringing the pairs 

back together to discuss the issue as one group.



How do you manage 

unproductive or difficult 

behaviour?



Dealing with unproductive behaviour

Difficult behaviour is often unintentional or occurs as 

the result of an emotionally charged situation.  

You might be dealing with inattentive members who 

are engaging in separate conversations, taking calls 

or playing on their phones

You might also be dealing with personal agendas or 

disrespectful behaviour

Interventions could include:

Use gentle and appropriate humour for redirection

Restate the ground rules directly

Direct your questions to an individual 

Ask to discuss the issue outside of this group

Facilitator Responsibilities?



How to manage stronger characters who 

monopolise the talking / tasks

First acknowledge what the person has to 

contribute and then divert the discussion to 

other people, asking their opinions and moving 

on.

In situations that cannot be resolved in a group 

situation, the best strategy may be to discuss 

the problem with the individual concerned, in a 

way that is sensitive and positive and does not 

dampen their spirits and future contributions 

altogether.



Negativity

Aggression

Lack of Attendance

Scapegoating

Arguments 

How can you manage other 

unproductive behaviours? 



You are delivering a healthy eating session to a group 

of unemployed young people in a community setting.  

As part of the session they are asked to reflect on their 

own eating experiences.  

When you ask them to feedback on their own 

experiences you are met with deafening silence.

What can you do to get the group to participate?

Example 1



You are delivering the fourth session in a weight loss 

group. 

With the theme of surviving Easter!

During the session you and the group are reflecting on 

ways to overcome chocolate cravings and distractions 

One of the group members begins to monopolise the 

session explaining to the group about her hints, tips, 

and cheats. 

The group begin to listen to the group member and 

agree with what she is saying and lose sight of the 

session aims.

How are you going to deal with this?

Example 2



It’s wild around here……



Lions are leaders. 

They are usually the bosses at work…

or at least they think they are! 

They are decisive, bottom line folks who

are observers, not watchers or listeners. 

They love to solve problems. 

They are usually individualists who love to seek new 

adventures and opportunities. 

Lions are very confident and self-reliant.

In a group setting, if no one else instantly takes 

charge, the Lion will. 

Unfortunately, if they don’t learn how to tone down their 

aggressiveness, their natural dominating traits can 

cause problems with others. 



Otters are excitable, fun seeking, cheerleader                 

types who love to talk! 

They’re great at motivating others and                            

need to be in an environment where                                       

they can talk and have a vote on                                       

major decisions.

The otters’ outgoing nature makes them great 

networkers—they usually know a lot of people who know a 

lot of people. 

They can be very loving and encouraging unless under 

pressure, when they tend to use their verbal skills to attack.

They have a strong desire to be liked and enjoy being the 

centre of attention. 

They are often very attentive to style, clothes, and flash. 

Otters are the life of any party; and most people really 

enjoy being around them. 



Golden Retrievers focus on the present and 

devote lots of time to helping others and 

building relationships.

One word describes these people: LOYAL.

They’re so loyal, in fact, that they can 

absorb the most emotional pain and 

punishment in a relationship and still stay 

committed. 

They are great listeners, incredibly 

empathetic and warm encouragers. 

However, they tend to be such pleasers 

that they can have great difficulty being 

assertive in a situation or relationship when 

it’s needed. 



Beavers have a strong need to                                     

do things right and by the book. 

In fact, they are the kind of people                                         

who actually read instruction manuals. 

They are great at providing quality control in an office, 

and will provide quality control in any situation or field 

that demands accuracy, such as accounting, 

engineering, etc. 

Because rules, consistency and high standards are so 

important to beavers, they are often frustrated with 

others who do not share these same characteristics.

Their strong need for maintaining high (and oftentimes 

unrealistic) standards can short-circuit their ability to 

express warmth in a relationship. 



The development of a group normally goes 

through what 4 stages according to 

Tuckman 1965?

Group Development

Forming - the group gets together and a level of 

formality is common

Storming - heightened tension associated with 

competition for status and influence

Norming - rules and standards of behaviour are 

agreed

Performing - group matures to a point where it is 

able to work together as a team



Life Cycle of Groups



Group Cohesion
This is the extent to which members of a group exhibit a desire to 

achieve common goals and group identity. 

The following factors affect cohesion:

Stability - Cohesion develops the longer a group is together 

with the same members

Similarity- Cohesion develops when the more similar the group 

members are in terms of age, sex, skills and attitudes

Size - Cohesion develops more quickly in small groups

Support - Cohesive teams tend to have managers and coaches 

who provide support to team members and encourage them to 

support one another

Satisfaction- Cohesion is associated with the extent to which 

team members are pleased with each others performance, 

behaviour and conformity to the norms of the team



Group Cohesion in reality

Stability – keeping participants interested is 

important / group rapport is vital

Similarity – a weight loss group should be ideal 

for this to occur

Size – we can control this from the outset by 

stipulating a maximum attendee number

Support – Getting to know your group is 

important. Find out what makes individuals tick…

Satisfaction – This will aid Stability. If 

participants are getting something from each 

session, they will feel it is worth their while. 



Loafing
Loafing is the tendency for individuals to 

lessen their effort when they are part of                                                                                      

a group.

Causes of loafing in a team have been attributed to individuals:

perceiving others to be working less hard than themselves 

thereby giving them an excuse to put in less effort

believing that their own efforts will have little effect on the 

outcome

disliking hard work and assuming that their lack of effort will not 

be noticed

feeling "off form" and believing team mates will cover for their 

lack of effort

Developing Positive Group Dynamics



Performance
For a group to perform at its highest level of 

performance, methods and strategies need to 

be applied which will improve group 

productivity and reduce loafing. 

The subsequent effect will be to improve 

cohesion and develop positive group 

dynamics.

Developing Positive Group Dynamics



Once all other group work 

factors are in place it is 

important to have a plan for 

your session, implement it, 

monitor and review it .  

It may be necessary to 

change elements to fit in with 

learning styles, group 

dynamics, etc.

Why it is important to 

have a plan/focus?



• What is an evaluation?

• Why do we evaluate?

• When should evaluation take place?

• Who is the evaluation for?

• How are you going to do it?

Evaluation: 
What, Why, Who, and How



Thank you


