As a social enterprise, FNS operates with the agility
of a private enterprise with a non-profiteering
intent, managed by a volunteer team. Our
actions are guided by our four core values AIR-V:
Authenticity, Inclusiveness, Results-Orientation
and Volunteerism.

FNS organises regular learning and development
activities for local and regional network of
facilitators. FNS also manages the certification
for the Certified Competent Facilitator (CCF),
endorsed by the International Institute for
Facilitation (INIFAC).

• Useful factors to consider during facilitation – Space - Process - Outcome Time (S.P.O.T.)
• References to the Certified Master Facilitator (CMF) Competencies by
the International Institute for Facilitation (INIFAC)
• Real-life stories to aid in the understanding of principles and practices
• Tips and pitfalls when facilitating in different situations
• Theoretical underpinnings comprising references to research and
scholarly reports
• Application of Strength Deployment Inventory (SDI) to understand the
influence of motivation on behaviours for effective facilitation
• Visual representation of key concepts through photos and diagrams
In this book, Prabu and Janice bring the fruits of decades of theory and research,
along with their personal learning and insights, into astute illumination.
– Dr. Eileen Dowse, Author, Organisational Psychologist and Chair of International
Institute for Facilitation
SPOT on Facilitation® is a must-have resource for people as they embark on a journey
of facilitation development.
– Dr. Tom Schwarz, Professional Consulting Facilitator, Facilitator Assessor and
Facilitation Trainer and Principal of Kinnogene (Aus) Pte Ltd.
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What is Facilitation?
Facilitation is the art and science of helping
groups to be more effective in their meetings
and decision-making. The tools and processes
applied in facilitation encourage groups to use
their diverse backgrounds, values, interests and
capabilities to make higher quality decisions,
increase their productivity, and improve their
group dynamics. In short, facilitation enhances
the interactions between individuals and groups
in order to focus on results.
Facilitators serve as guides, leaders and enablers.
They play an important part in a well-run meeting
by ensuring the meeting is productive, focused,
inclusive and effective. Facilitators have skills
in planning agendas, creating productive group
environments, developing appropriate group
processes, encouraging participation, and leading
the group to reach its desired outcomes.
Source: International Institute for Facilitation
(INIFAC)
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EDITION

Trained associate facilitators from FNS volunteer
their services to Voluntary Welfare and NotFor-Profit Organisations. FNS-trained associate
facilitators are carefully selected professionals
who have demonstrated a passion for continuous
learning, practising and honing the art and
science of process facilitation. They have a good
understanding of theoretical underpinning of
process facilitation and are skilled in the correct use
of numerous process facilitation tools, techniques,
and methodologies.

SPOT on Facilitation® offers much insight into the art and science of process facilitation.
Centred around the easy-to-follow FNS 4D Facilitation® Model, the book presents
a wide array of effective tools and practices that extend its benefits to interactions
between individuals or groups. Whether you are a facilitator, teacher, trainer, lecturer,
coach, consultant, chairperson of a meeting, or someone tasked with the facilitation
of groups, you will find this book a handy guide in helping you to engage people and
empower teams to exceed desired goals. The pages of this book are filled with a wealth
of knowledge including:

“This book is very reader-friendly as a way to explore the powerful and necessary traits needed for
understanding the best facilitation skills and acquire the knowledge necessary for helping any group achieve its
goals efficiently.” — Dr Eileen Dowse , Chair of International Institute for Facilitation (INIFAC)

SPOT on Facilitation®

FNS provides professional facilitation training
and services for effective corporate retreats,
strategic planning, group decision-making, board
meetings, stakeholder focus group consultation/
engagement and Organisational Development
(OD) consultancy services for corporations and
government agencies at affordable professional fees.

SPOT on Facilitation®

Prabu Naidu
Janice Lua

Facilitators Network Singapore (FNS)
was formed in 2003 with the vision
to be the leading regional hub of
competent facilitators. Our mission is
to advocate and raise the professional
practice standard of process facilitation so as to
enhance the credibility of the profession and
provide value added services to our stakeholders.

Prabu Naidu and Janice Lua

First edition published in September 2011
Second edition published in October 2015
Copyright 2015 © Prabu Naidu and Janice Lua
All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any
form or by any means, electronic, mechanical, photocopying, recording or otherwise, without the prior permission of
the authors, except for inclusion of brief quotations in a review.
Limit of Liability / Disclaimer of Warranty: While the publisher and authors have used their best efforts in preparing
this book, they make no representations or warranties with respect to the accuracy or completeness of the contents
of this book and specifically disclaim any implied warranties of merchantability or fitness for a particular purpose. No
warranty may be created or extended by sales representatives or written sales materials. The advice and strategies
contained herein may not be suitable for your situation. The publisher and authors are not engaged in rendering
professional services, and you should consult with a professional where appropriate. Neither the publisher nor
author shall be liable for any loss of profit or any other commercial damages, including but not limited to special,
incidental, consequential, or other damages.
Candid Creation Publishing books are available through most major bookstores in Singapore. For bulk order of our
books, please email us at enquiry@candidcreation.com.

SPOT on Facilitation®: Engaging People, Empowering Teams, Exceeding Goals
Second Edition
Publisher
Editor
Layout
Cover illustration
Cover design
Published by

:
:
:
:
:
:

Website
Email
Facebook
ISBN

:
:
:
:

Phoon Kok Hwa
Corrine Teng
Lee Lai Yee
Lim An-ling
Megan Low
Candid Creation Publishing LLP
167 Jalan Bukit Merah
#06-12 Connection One Tower 4
Singapore 150167
www.candidcreation.com
enquiry@candidcreation.com
www.facebook.com/CandidCreationPublishing
978-981-09-6049-0

National Library Board, Singapore Cataloguing-in-Publication Data
Naidu, Prabu, 1957- author.
Spot on facilitation : engaging people, empowering teams, exceeding goals / Prabu Naidu and Janice Lua. –
Second edition – Singapore : Candid Creation Publishing LLP, 2015.
pages cm
Includes bibliographical references.
ISBN : 978-981-09-6049-0 (paperback)					
1. Group facilitation - Handbooks, manuals, etc. 2. Teams in the workplace – Handbook, manuals, etc. I. Lua,
Janice, 1962- author. II. Title.
HM751
302.34 -- dc23
OCN913340269
Printed in Singapore

Content
Foreword .......................................................................................................................... xxi
About This Book .............................................................................................................. xxiii

Chapter 1 – Introduction

1

What Is Facilitation? .................................................................................................... 1
Traditional Facilitation ................................................................................................. 2
Value to Organisations in Using a Facilitative Approach ........................................... 2
Coaching–Mentoring–Facilitation–Training–Consulting .......................................... 5
Stakeholders in a Facilitated Session ........................................................................ 10
Content versus Context ............................................................................................... 10
Bringing Out The Best in People ................................................................................. 13
Igniting Employee Work Passion ................................................................................. 13
Sailing as a Metaphor for Facilitation ........................................................................ 15

Chapter 2 – Becoming a Better Facilitator

17

About Strength Deployment Inventory® (SDI®) .......................................................... 18
Your Motivation and Values Guide Your Behaviour ................................................... 22

Chapter 3 – FNS 4D Facilitation® Model

25

D1 – Determine Requirements ................................................................................... 26
Big Picture Considerations .......................................................................................... 27
Logistical Considerations ............................................................................................ 27
Participant Considerations ......................................................................................... 27

D2 – Design the Session ............................................................................................. 45
Key Steps to Plan and Prepare for a Session ............................................................ 46
Group Size .................................................................................................................... 47
Design for Implementing Change ............................................................................... 52
D3 – Deliver and Debrief the Session ........................................................................ 55
Key Steps in Delivering a Session ............................................................................... 55
Group Memory ............................................................................................................. 58
Flip Charting ................................................................................................................. 59
The GO-AB Charts ........................................................................................................ 65
Give Specific Instructions on the Process Steps ........................................................ 68
What to Do if All Does Not Go According to Plan ....................................................... 70
Summarising Agreements Made by Participants ...................................................... 75
Concluding a Session .................................................................................................. 76
Debriefing the Session ................................................................................................ 77
D4 – Discover New Learning ....................................................................................... 83
Learning from the Experience and Transferring it ..................................................... 83
Over-correcting and the Pendulum Effect .................................................................. 85

Chapter 4 – Space – Process – Outcome – Time (S.P.O.T.)

87

Space .............................................................................................................................. 87
Physical Space ............................................................................................................. 87
Emotional / Psychological Space ............................................................................... 88
How to Create a Safe Emotional / Psychological Space ........................................... 88
Encouraging People to Speak Openly Without Fear of Consequence ..................... 90
Sunlight and Its Impact on Energy of Participants in the Room ............................... 91

Impacting the Energy in a Room ................................................................................ 92
Personal Space ............................................................................................................ 95
Small and Large Group Room Layouts ....................................................................... 96
Process ........................................................................................................................... 101
Setting the Stage ......................................................................................................... 101
Diversity ........................................................................................................................ 101
Respecting Diverse Cultures and Styles .................................................................... 102
Facilitating People with Disabilities (PWD) ................................................................ 105
Objectives, Outputs and Outcomes ........................................................................... 106
Objectives - Outputs - Outcomes Relationship Diagram ........................................... 107
Time ................................................................................................................................. 110
Keeping Participants Productively Focused on Achieving the Goal ......................... 112
When Participants Do Not Respond to Your Directions ............................................ 114

Chapter 5 – Core Practices

119

Staying Neutral ............................................................................................................. 119
Listening Actively – Asking Questions – Paraphrasing ............................................. 121
Collecting Ideas – Synthesising Ideas – Surfacing Assumptions ............................. 126
Staying on Track – Giving and Receiving Feedback .................................................. 133
Concluding and Following Up ...................................................................................... 135
Dealing with Non-supportive Behaviours ................................................................... 136
Managing Silence in the Room ................................................................................... 141
Facilitating Conflicts and Grievances .......................................................................... 143

Chapter 6 – Divergence and Convergence Tools

147

Brainstorming ............................................................................................................. 149
Brainwriting (Also Known as Written Brainstorming) ............................................... 156
Affinity Diagram or Clustering .................................................................................... 158
Force-Field Analysis .................................................................................................... 164
Needs and Offers ....................................................................................................... 168
Visioning ...................................................................................................................... 175
Gap Analysis ............................................................................................................... 178
Wandering Flip Chart and Entry / Exit Survey .......................................................... 182
Ambassadorial Sharing .............................................................................................. 188
Flip Flop Debate ......................................................................................................... 190
Timeline Gallery Walk ................................................................................................. 193
Decision-Making and Voting ...................................................................................... 197
2 x 2 Matrix ................................................................................................................. 206
Multi Criteria Matrix ................................................................................................... 209
Action Planning ........................................................................................................... 215
Introduction to Large Group Methods ....................................................................... 217
The Sticky Wall ............................................................................................................ 221

Chapter 7 – Applied Facilitation

229

The Facilitative Teacher or Trainer ............................................................................ 229
The Facilitative Consultant ........................................................................................ 236
The Facilitative Chairperson and Leader .................................................................. 239

Chapter 8 – Facilitator’s Presence

243

Impact of the Facilitator’s Energy on the Participants ............................................. 244
Grooming and Dress Code for Facilitators ................................................................ 246
Facilitator’s Posture ................................................................................................... 247
Use of Humour ............................................................................................................ 249
Hand Signals for Facilitators ...................................................................................... 250
Name Tags – The Good, the Bad, and the Ugly ........................................................ 255

Resources

257

INIFAC CMF Competencies and Related SDI® MVS® ................................................ 257
Facilitator Certification by the International Institute for Facilitation (INIFAC) ....... 259
Facilitator Certification by the International Association of Facilitators (IAF) ......... 259
Comparing CPF, CCF, and CMF .................................................................................. 260
INIFAC CMF - The 30 Sub-Competencies .................................................................. 262
Determine Requirements Template (D1) .................................................................. 265
Design Template (D2) ................................................................................................. 266
Checklist for Facilitator’s Kit Pouch .......................................................................... 267
Online Resources ....................................................................................................... 270

About the Authors .......................................................................................................... 271
The Story of FNS ............................................................................................................ 273
Acknowledgements ....................................................................................................... 275
Bibliography ................................................................................................................... 277

As a social enterprise, FNS operates with the agility
of a private enterprise with a non-profiteering
intent, managed by a volunteer team. Our
actions are guided by our four core values AIR-V:
Authenticity, Inclusiveness, Results-Orientation
and Volunteerism.

FNS organises regular learning and development
activities for local and regional network of
facilitators. FNS also manages the certification
for the Certified Competent Facilitator (CCF),
endorsed by the International Institute for
Facilitation (INIFAC).

• Useful factors to consider during facilitation – Space - Process - Outcome Time (S.P.O.T.)
• References to the Certified Master Facilitator (CMF) Competencies by
the International Institute for Facilitation (INIFAC)
• Real-life stories to aid in the understanding of principles and practices
• Tips and pitfalls when facilitating in different situations
• Theoretical underpinnings comprising references to research and
scholarly reports
• Application of Strength Deployment Inventory (SDI) to understand the
influence of motivation on behaviours for effective facilitation
• Visual representation of key concepts through photos and diagrams
In this book, Prabu and Janice bring the fruits of decades of theory and research,
along with their personal learning and insights, into astute illumination.
– Dr. Eileen Dowse, Author, Organisational Psychologist and Chair of International
Institute for Facilitation
SPOT on Facilitation® is a must-have resource for people as they embark on a journey
of facilitation development.
– Dr. Tom Schwarz, Professional Consulting Facilitator, Facilitator Assessor and
Facilitation Trainer and Principal of Kinnogene (Aus) Pte Ltd.

SPOT on
®
Facilitation

SECOND EDITION
Engaging People, Empowering Teams, Exceeding Goals

Organisational Development
ISBN 978-981-09-6049-0

Please visit FNS website at www.fns.sg for
more information and a list of current events.
Candid Creation Publishing

9 789810 960490

www.candidcreation.com

What is Facilitation?
Facilitation is the art and science of helping
groups to be more effective in their meetings
and decision-making. The tools and processes
applied in facilitation encourage groups to use
their diverse backgrounds, values, interests and
capabilities to make higher quality decisions,
increase their productivity, and improve their
group dynamics. In short, facilitation enhances
the interactions between individuals and groups
in order to focus on results.
Facilitators serve as guides, leaders and enablers.
They play an important part in a well-run meeting
by ensuring the meeting is productive, focused,
inclusive and effective. Facilitators have skills
in planning agendas, creating productive group
environments, developing appropriate group
processes, encouraging participation, and leading
the group to reach its desired outcomes.
Source: International Institute for Facilitation
(INIFAC)

SECOND
EDITION

Trained associate facilitators from FNS volunteer
their services to Voluntary Welfare and NotFor-Profit Organisations. FNS-trained associate
facilitators are carefully selected professionals
who have demonstrated a passion for continuous
learning, practising and honing the art and
science of process facilitation. They have a good
understanding of theoretical underpinning of
process facilitation and are skilled in the correct use
of numerous process facilitation tools, techniques,
and methodologies.

SPOT on Facilitation® offers much insight into the art and science of process facilitation.
Centred around the easy-to-follow FNS 4D Facilitation® Model, the book presents
a wide array of effective tools and practices that extend its benefits to interactions
between individuals or groups. Whether you are a facilitator, teacher, trainer, lecturer,
coach, consultant, chairperson of a meeting, or someone tasked with the facilitation
of groups, you will find this book a handy guide in helping you to engage people and
empower teams to exceed desired goals. The pages of this book are filled with a wealth
of knowledge including:

“This book is very reader-friendly as a way to explore the powerful and necessary traits needed for
understanding the best facilitation skills and acquire the knowledge necessary for helping any group achieve its
goals efficiently.” — Dr Eileen Dowse , Chair of International Institute for Facilitation (INIFAC)

SPOT on Facilitation®

FNS provides professional facilitation training
and services for effective corporate retreats,
strategic planning, group decision-making, board
meetings, stakeholder focus group consultation/
engagement and Organisational Development
(OD) consultancy services for corporations and
government agencies at affordable professional fees.

SPOT on Facilitation®

Prabu Naidu
Janice Lua

Facilitators Network Singapore (FNS)
was formed in 2003 with the vision
to be the leading regional hub of
competent facilitators. Our mission is
to advocate and raise the professional
practice standard of process facilitation so as to
enhance the credibility of the profession and
provide value added services to our stakeholders.

Prabu Naidu and Janice Lua

