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The Conscious Facilitator Checklist  

· Clear your own calendar so you can be fully present for the exercise.

· Center yourself - take a few deep breaths, notice your feelings and body signals - jot down anything you want to check out later that may be useful for your own growth and development. 

· Have a clear agenda with timeline, let folks know what to expect.

· Reinforce brain friendly meeting rules - no technology, everyone fully present. 

· Start with a brief check-in that is appropriate to the event. 

· As you facilitate the exercise - use your  inquiry skills - ask questions to encourage participation and make sure every voice is heard.  Check your own motivation when asking questions --(be open versus having a point of view that you are hiding as a question :)

· Offer your own perspective once you’ve heard from everyone else. 

· Keep on track and keep the process moving along.

· If there are complex issues that come up and more time is required to explore them, establish action plan to address them so they don’t get lost or ignored.  

· At the end of the meeting, review the important points and check for understanding. 

· Have next steps identified and agreed upon before adjourning the meeting.

· Have a brief check out to close the session.  (Pose a question for everyone to respond to such as: What did you value the most from this experience and why?  What do you have more clarity about that impacts how you feel about working here?  What surprised you the most from our meeting today?)
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