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CALENDAR OF EVENTS

Instructor Teaching Schedule Time

Session 1 (Monday Morning)

Course Introduction and Overview 1 hour
Personal Biographical Sketch 1 hour
Personal Biographical Sketch Exercise 1 ho

Session 2 (Monday Afternoon)
Brainstorming Session 2Nho

Discussion Groups 2 S
Group Development 1 2 hours
Nonverbal Codes our
Session 3 (Tuesday Morning)
Evaluating Interpersonal Relations 1 hour
Rating Errors 1/2 hour
Leaderless Group Exercise 2 1/2 hours
Session 4 (Tuesday Afternoon)
Nominal Group Technique Exercise 1 hour
“"Abilene Paradox" - Video Exergise 1 hour
"Lost on the Moon" - Exercise 1 hour
Quiz and Review 1 hour
Session 5 (Wednesday Morni
Staff Meeting 1 1/2 hours
Conference Leading 1 1/2 hours
Conference Leading gDe ation (inst) 1 hour
Session 6 (Wedn@s: Afternoon)
Discussion 66 o SK=F 1 hour
Discussion G fionstrations 2 1/2 hours
HOME
(TRursday Morning)
eading/Staff Meeting Demos 4 hours
(Thursday Afternoon) '
Leading/Staff Meeting Demos 3 hours
eview 1 hour

ssion 8 (Friday Morning)
Certification Examination 1 hour






THE NATURE OF WORK GROUPS

INTRODUGCTION

Small groups are the very essence of our daily living. n
exist as humans alone, but in groups of from as small twORED as
large as ten or more members. Most people spend a maj p@rtion

of each day in small groups. Groups are a fact of @rgan ional
life and are actually the building blocks of ou andzations.
A careful examination of any organization reveals ma arate but
interdependent work groups, task forces, commit s, @and councils.
Groups structure themselves in a variety way§gs such as group
size, norms and member roles. Also, power ge¥atighships within and
between groups influence who does what fg (o) Status within the
group determines one's standing in ioly to other members.
Group cohesiveness also represent important factor in
determining the level of group eff performance.

Communicating in small groups i much a part of our lives that
most of us take it for granted, i g to perceive and understand
what 1is happening in theseWgroups or how to make them more
effective. We need to nd how to communicate more
effectively in them, o weg are doomed to wunsatisfying and
ineffectual discussions. kmowledge of organizational behavior
would be incomplete without orough understanding of basic group
processes.

fined by various writers with reference to
Pons, goals, structure, interdependence, and

ong members. The following definitions seems best

ssions regarding small group communication:

members'
interactd
suite or Ais

This definition emphasizes interaction and mutual influence.
Interaction implies communication, the exchange of signals between
or among persons who belong to the group, and that at least some
of these signals are perceived and responded to in such a way that
each group member makes some difference in how each other member
acts in the future.



The small group is one in which members can perceive at least
peripherally all the group members at once, with some awareness of
who is and is not in the group, and the role each is taking.

The "two person" group (dyad) has been arbitrarily elimin
discussion in this course because there is a lot of evid
dyads function considerably differently from groups t
more members.

TYPES OF GROUPS THAT DISCUSS o V

Discussion groups refer to a groups of pers
other face to face in order to achieve som
This definition implies several characteris

ng with each
intgrdependent goal.

o A small enough number of memb each to be aware of
. and have some reaction to ea

- From three to rarely
o A mutually interdependen

- Success of eac r 4is contingent upon the success
of the entire frou

o Oral interaction, ving speech communication

- Verbal
- Impro
- Con teraction

- Gige d ke
o A cooperation exists among the members

- ain amount of disagreement and conflict
APFgument is viewed as positive
Coexist rather than defeat or win attitude

n groups may be divided into two general types: private
lic. A "Private" discussion group is one that is made up
nree to fifteen people who meet together for the purpose of
discussing a problem that has been identified, or a series of items
sted on an agenda. "Public" discussion groups are more formal,
as prepared presentations are made by one or more persons, often
followed by questions from the audience.




Private Groups

o

Conference

A method by which people of similar backgrounds of
experience or knowledge meet together in a planned i
discussion and supervised by a trained leader fo
purpose of reaching a useful conclusion and/or defigi
plan of action.

Committee

A small group assigned the responsibil o rforming a
task that cannot be done efficiently a rger or parent
organization.

Group Discussion

ether with a trained
ing and resolving a topic
ions are usually
iction.

A group of persons (6-20) me
leader for the purpose of di
of mutual interest. Gro
considered as a method

Staff Meecting

A gathering of thfee o re persons for the purpose of
giving instructiol} andfexchanging information or for the
purpose of discuss nd solving problems.

Public Groups

(@)

Panel sgfion

three or more (3-6) persons presenting
ation in an orderly, informal conservation, guided
signated moderator, before an audience on an

o)
Y - 3 £ 3 3 0 0
sighed subject. There is no audience participation.

- The moderator directs the panel discussion calling on
each panel member in turn.

- Each panel member knows in advance what they are going
to say but may not know what the others will say.

= Although panel members use an agreed upon outline of
questions to follow, the speaking should be relatively
informal, with direct impromptu responses to each others
remarks. _



o Panel=Forum

A panel discussion followed by audience participation gn
the form of oral or written questions.

o Symposium
A series of speeches by two to five experts giVing eir

viewpoints on a single issue. There is no audie
participation.

- Symposium members plan in advance whﬁyﬂl say
ove

{

= Careful to cover the issue but n
o Symposium=Forum \

3

each other

A symposium which is followed i
the form of oral or written ions

ce participation in
o Public Interview (Collo
A presentation that 113 wo groups of people of three
or four in each gro diBcuss a tcpic of problem before
an audience. One oup omposed of experts on the topic
or problem, while {the her group has prepared itself to
represent the audi ith questions and remarks pertinent

to the topic udience participation is limited to those
‘questions arks presented by its represented group.
Other Types Of icgGroups

O Sen 4@ :
’3\5‘ of people meeting together for the purpose of
tu

dWing a subject under the leadership of an expert.
Workshop
. A group of people with a common interest (professional or
vocational) meeting together for an extended period of
_ time to improve their individual proficiency, ability, and
understanding through research, discussion, or education.



o Institute
A series of meetings arranged for a group of people wh
are to receive instruction and information in a specif
field of work.

o Convention

An assembly of delegates from area units of a pa

organization who meet together to discuss lens of
concern to the total membership. A conven®ioMm make
use of several of the of the previous types al
communication.

THE SMALL GROUP AS A "“SYSTEHM® \Q
SW_ D

rson joins a group
dst a simple addition
dea of a "“system". The

You have probably noticed that when
there is a major change in the group,
of a new member. This illustrategft
small group can best be understoof
components and forces. With a Stems perspective we are more

The variable (characterist f a small group can be classified
into three broad categg@ries: 1nput variables, process variables,
put variables" are the components from
which the small grgup ormed. These include the members of the
group, the reasg fdrming the group, relationships to other
groups, resourc ilable to the group, and physical setting in
which the gro i tioning. "Process variables" refers to how
the group £ internally, procedures they follow, how they
communica themselves, and how they do their work as a
group. 0 0§ variables" are results of the group processes,
includi WO accomplished, personal effect on group members, and
ges. Keep in mind that these are not separate, but as

tated, everything influences and is influenced by
else in the small group - it is a gystem. Another way

GROUP DEVELOPMENT

Groups tend to form structures and develop standards that help them
to. function effectively and maintain themselves as a group. These
standards or "usual way of doing things" are most helpful to the
group as everyone knows what is going to happen and how it is going
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to happen. These "usual way of doing things" are often called the
culture of the group. Members are expected to conform to these
standards or informal rules and pressure if often exerted by e
group on individuals who deviate from them. From this process
social control a group derives its strength to pull togeth s\a
group and increase its effectiveness.

Effect Of Time On A Group

Researchers have studied how small human groups dev w change
through time. As a' general rule there are gradwal C es in ithe
way 7the group systems functions, but some ve Pt changes can
also be observed. Any demarcation into distinft p in somewhat
arbitrary: the decision of when a group has {moved from one phase
to another, and even of how many phases t be, depends on

of phases in their
on *the primary purpose
es. Time is certainly
ARy group.

the person doing the observing and clasg
life history, the exact sequence depe'439
of the group's interaction and other_yaRfife
an important variable for underst

Single-meeting groups differ fromm@st committees and other types
of groups that meet for sevegal ore discussions. The one-
meeting group has no cha to) develop a history, regqular
procedures and rituals, org€extensSefe norms and values. Except for
previous contacts with ofher Jparticipants in different groups
context, there is little ig’ on which to predict each other's
behavior. There is future for the group, no need to build
cohesiveness. Mode group emergence have little relevance.
" An assigned leade sually be accepted willingly unless they
are totally in e, With 1little time to spare, members
usually accept t esjgnated discussion leader's statements about
the purpose ures for the meeting. If the leader has an
agenda or o follow, the group will 1likely do so with
gratitude.

When ers ow that they will be meeting numerous times, they
will geakemuch more time to get organized and will move through a
se sgof ases in the life history of the group. First comes a
pe orientation during which the group will not readily
1 y outline for problem solving. Even though it may appear

e discussion is about facts of a problem, objectives, and

ssible alternatives, the real agenda item will be the development

of) a group structure: roles for members (especially, who will be
the primary leader), norms to govern behavior, shared values,
general procedures for decision making and problem solving, who
will interact with whom and in what ways, shared objectives, and
so forth. This period of time may seem like aimless milling around
to an untrained observer. But after such relational issues have
been resolved to some degree, the group will go into a work phase
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characterized by much compiling of information, suggesting of
courses of action, and more or less open conflict until decisions

emerge.
Depending on the degree to which the group achieved a bie
structure of roles, norms, and procedures, there may be

cycling between serious work and problems of interp al

relations, with the group seeming to have begin anew a an

meetings. Or it may move forward from problem toWproblem with
great dispatch, spending little time on mattégs value,
procedure, roles, and interpersonal relations.

Invariably there will be some cycling throughf tim ween matters
of work to be done and group mainten@nce JJ (socioemotional
relationships). Every problem solving gigu s both task and
social dimensions to be dealt with thr cussion. These are
not totally separable, but the emph i shift from social
relations to task as a group becomes clearly organized through
time.

Bruce W. Tuckman reviewed a lar er of studies of phases in
the development of several f¥small groups. From a wide
variety of different phas cxibed by observers of therapy,
encounter, learning and lving groups he synthesized a
four-phase theory of gro defelopment applicable to all small
groups. He chose rhyming to stand for these four stages:

Phase 1: Forming Q
During the tipl stage a collection of people attempts to
o)

develop group with a sense of interdependence of
purpos ership; also called the "orientation" phase

by v 1 writers. While "forming" 1is going on the
digfusSan are sizing each other up, trying to decide how
wi act and react, what the attitudes, skills and

omp

encies to other members may be, and whether or not to
a’ personal commitment to the group. Collectively, there

ke
. s Mlikely to be much talking about goals, "where we are
Q~> ng". A structure of norms and roles (including leadership)

egins to emerge. :
Phase 2: Storming
During this phase, the interaction is likely to be marked by
a great deal of conflict about information, the nature of the
task facing the group, and how to achieve it. At a different

level this phase involves a struggle for power, influence, and
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leadership roles. There will be considerable open resistance to
influence by other members and what appear to be majorities, with
few or no members appearing willing to accept and support_.the
suggestions of others. it may seem that nothing is b&hng
accomplished with so much open conflict, but the groundwgrk
later cooperation and coordination is being laid.
In this phase, the group works out d Wways of
0 proceeding, guidelines or rules f?r embe duct, and
standards, for evaluating their decisiong. Tihere is likely
to be much open expression of opij n ow marked by
considerably more agreeing with each othdr than in Phase 2.
In place of strong positions of indiviguality common in Phase
2 are efforts to reduce conflic group is going to

be productive, a structure of rgfleg)and\statues emerges, along
with a high degree of cohes

Phase 3: Nerming

Phase 4: Performing

Discussion will now be tergd on the task of the group. A
solution to the prob ny) may emerge fairly quickly
with consensus or mafloritg support. There is likely to be a
lot of rephrasing ofWthe /solution by various members of the
group. If neede pla or putting the solution into effect
are worked out

Tuckman's inter a ocial psychologist and his objective of
finding simila as in the 1life histories of groups with
divergent maj ses may have led him to label three of the
four phase h rds concerning social relations. Actually,
productive WK Work, producing the groundwork for a final group
solutio a¥y be going on in these phases. In that sense

YperfoRing™y is occurring to some degree in all phases of the
'sN\lLife. The important thing here is to be aware that it is
£ groups to move through stages, as it is for all human
onships, from a phase in which identification of common
and a basis for cooperation and trust is laid down, to an
: tion of various alternatives, to a periocd of time in which
1EI'€ is rapid goal achievement. Long-term groups will tend to
Spiral somewhat through these phases, going back over the periods
f forming, storming, and norming from meeting to meeting, as new
problems and members are introduced into the group system, and as
other components of the small group system change through time.
Such a spiralling through growth and work stages should be no
surprise, for it is characteristic of all living systems. There
is even a spiral-like progression during the time when many groups
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consider and evaluate each possible course of action as a solution
to their problem.

Tension

The tension experienced by members also varies throughl thme,
dependent upon handling of both social and task issues, Wh one

feels tense, one may be irritable, ill at ease, and, gene Yy
uncomfortable. Muscles are tightened in the face, Wabdomen,,
hands, and even in the feet and legs. Headaches n evelop if
tension is not dealt with. The two gene of tension
associated with discussion groups have been #gdenti d as: primary
and secondary.

Primary tension is the name for the tﬁh\g?ease and stiffness
that accompanies getting acgquainted armarks of primary

tension are extreme politeness, app t boredom, or tiredness,
and considerable sighing and yaw en members show primary
tension, they speak softly and teg 2ly. Frequently they can
think of nothing to say, and manWlOmg pauses result. Members who
are extremely affected by prama shsion may pull back from the

circle of others, look awa e group, or even read.

Members of one=-meeting grdups nnot afford the time needed to get
will acquainted with each , but groups that will meet often
may be wise to do so oups failing to do so, talking only about
their work and the ms confronting them, often continue to be
plagued by shyne ence, apparent apathy, absenteeism, and
inability to re gions based on open and honest confrontation
of ideas and be Very early in the life of a continuing group
it pays to tly with primary tensions; take time to talk
about who n is, ask each other questions, air differences
in feelin‘i‘;;d ackgrounds, chat about hobbies and interests,

n

i

maybe a social hour or party. Don't expect members of
a con ngWroup to get to work on the agenda at the very start
ch n@y meeting either. Even groups with considerable history
igence’ some amount of primary tension at the start of each

s need to confirm where they stand with each other, to
eaffirm their relationships, and that each is accepted as a unique
ividual. Thus a brief period of "ventilation", chitchat, or
small talk is needed before getting down to work, often before the
meeting is "called to order" by a designated leader.

Secondary tension results from differences among members as they
try to accomplish their goals. Persons in a small group differ
over their perception of a problem, over procedures for working as
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a group, over values of relative importance and goodness, over
alternative means for achieving goals, and over who should do what
for the group. The sings of tension from such conflicts are qujite
different from those of primary tension. Voices get loud ang
strained. There may be long pauses, followed by two oppgn
persons trying to talk at once. Members twist and fidget
seats, bang on the table, wave their arms, or even get up a
around the room.

Every group must develop norms and procedures sor reducing
a

secondary tension. Once it 1is under control, on will
usually emerge quickly, HBe confirmed by the gro etails of
implementation will be worked out rapidly. Thr ut Jits history,
a group will cycle from periods of high o nsion among
members, and periods of high to low harmony andW\productivity in
accomplishing the work of the group. So oups try to ignore
secondary tensions because dealing i h is often very
difficult, uncomfortable, or even pai A%group may dodge the
issue of a clash over values or meansg

They leave the touchy area of hufig ations and return to the
safe area of doing the job. The cs'em, however, never goes awvay,
and if ignored or dodged will, confjin®e to impede their progress.

Facing up to secondary tensio redlistically is the best way to
release them.

This may mean discussing ho egbers feel about each other, joking,
and openly dlSCUSSlng gach otlier's behavior, roles, and norms. It
may take conciliat ompromising, or other techniques for
resolving conflic and disagreements. Some degree of tension is
helpful, of cour =24 as the individual is not productive when
totally relaxed ertensive, so with the group. Learning to

evel of tension, developing tension-reliever

maintain a pr
roles, and s for handling tension are keys to effective

Role ruture
e, fully-organized small group each member has a definite
50 i or role. The concept of positions or roles in a small
@ is most clearly seen in an athletic group such as a
asketball or baseball team. Each member has a set of definite
@sponsibilities, plus more general ones to assist other members
of the team as needed. All share to some degree in shooting or
batting, and in the event one member is not able to perform
optimally, members can often substitute for each other. Who plays
each position is determined largely by the relative performance
skills of all the members of the group. A discussion group with
the task of problem solving or learning will in time develop almost
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as definite a structure of member roles as does an athletic team.
This is accomplished through a sort of trial-and-comparison basis.
Although certain socioemotional and procedural roles are neededgin
every small group, many of these and most of the task roles dep

on the purpose and environment of the group. While a new g
forming, much effort will be spent in determining who
perform the kinds of behaviors needed to unify and coordindgeNghe
activities of the members, and to accomplish the gr 's
Some of the roles may change considerably in latter phas
group's life as new demands are made on the membersv e

environment, different stages of the problem=solvin cess, and
partial changes in membership. )

Some discussion groups have certain appointied of elected posts.
For example, most committees have a desigd\iq_ec irperson who is

responsihle for such duties as calling ifgs, planning agendas,
coordinating the work of other co e mbers, and making
reports to the parent organization. tee may also have a

designated secretary or recorder.
For a small group to be effecfiiv a stable set of roles (or
division of labor) must emerge a e accepted by all members.
Then each member can be ex ted)) to perform certain types of.
actions or task for the g . s is not to say that everyone
plays a role totally different ffrom everyone else, or that two or
more members may not perfo t same types of functions. Indeed,
some behaviors, such a upp ng needed information, may be widely
shared among the memfd But in the mature small group, each
person has a uni ; bf functions to perform, which combined
with those of th 2 embers provide for all the group's needs
in discussing a i its work. Any effective long-term group
has specialis n be counted on to act when their skills are

g, testing ideas, managing conflicts, and so
group must not depend too much on these

needed for
on. How
speciali ofalso when they are absent no one else will be able
to stepf@n toWperform those behaviors vital to the progress of the

roup members have considerable flexibility, and each can

e a wide variety of the behaviors useful to the group.
<<§? the ideal all-around discussants would be those who are so

ensitive and versatile that they could diagnose what each group
& which they belong needs from them, and perform those things.
But no human being can be all things, so we tend to seek role
profiles suited both to our skills and limitations and to the needs
of each group.

The role a person has varies from group to group. In some groups
a person's role will also change as new persons join the group or
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as the problems facing the group change. A major principle of
small group theory is this: The role of each member of a group is
worked out by interaction between the member and the rest of
group. What seems to happen is that a member of a discussion gr
does something. If others respond favorable, that member is
to do this sort of thing again, a response to previous
reinforcement. Soon that type of behavior is a part of thei
If other members reject the behavior or do not respon avo
(negative reinforcement), the person will not be likely to

way again. Gradually, from this pattern &s selective

reinforcement, a fairly stable set of roles emergesfi group,
and members come to expect each other to beha sgme ways and
not in others. Of course, a member who hasf#been inforced for
proposing new ideas may not always be able toldo sB as the problem
changes, and members who have not previo initiators of

em to try idea
cet has been added

ideas may suddenly have experience
initiating. If positively reinforced
to their roles.

A person's role in a small group up of many behaviors of
various types. The complete ro an individual is a sort of
summary of these types of behavidyg, ®reflective of the relative
proportions of each. - There Ware J'several types of behavioral
functions that members of agmall up perform during discussions.

rsorijymay perform more than one of these
information and asklng for more
We Tend to name a person's role on the
iors they most often performs as a group
role consists of an amalgam of those
ey provide most often and in relatively

During a single speech, a
behaviors, such as both g
information from othex
basis of the kinds of
member, but in re
kinds of behavio

- proposing goals, plan of action.
ivities; proddlng group to greater activity; defining
o) iti®n of group in relation to external structure or goal.

rmation Giving - offerlng facts and information, evidence,
rsonal experience, and knowledge pertinent to the group
ask.

Information Seeking - asking other members for information:
requesting relevant evidence.

Opinion Giving - stating beliefs, values, interpretations,
judgements; drawing conclusions from evidence.

iz



by giving examples, 111ustratlcns,

Dramatizing =~ nontask (sometimes even éevian% group

and explanatiofg.

purpose) comments that evoke fantasies ab ons and
places other than the present group and tipe, cW¥iding

joking, storytelling, and fantasizing; n theme of the
drama is a tentative value or norm being tesfed as a possible

group norm or position. \

Coordinating - showing relationsh betWween or among ideas;
integrating two or more solutio ¥ one; summarizing or
reviewing what has previousl aid in bits and pieces;
suggesting teamwork and coo

Consensus Testing = asking roup has reached a decision
acceptable to all; su ting) that agreement may have been
reached.

Suggestin ProcedureY, - uggesting an agenda of issues,

outline, probley
proposing some

olv pattern, or special technique;
2dure or sequence to follow.

agfgroup records on write-on board or paper,

Recording ]
ts ‘and minutes; serving as group recorder and

preparing

reducing secondary tension by reconciling
pointing out common ground of values and

- introducing strangers, and helping them
reducing status differences; encouraging
formality.

Norming = suggesting standards of behavior for members:;
challenging unproductive ways of behaving in a group; giving
negative response when another violates a group norm.

These are the major types of behavior that are needed to develop
a collection of persons into a group, coordinate their efforts,
provide and use resources and thus achieve interdependent goals.
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Other types of behaviors that spring from purely personal needs
work at odds with the best interest of the group as a whole. Among
these self-centered types of acts are the following:

Withdrawing = avoiding important differences; refusing o
with conflicts; refusing to take a stand; covexni
feelings; giving no response to comments of others.

Blocking - preventing progress toward group 1 by
constantly raising objections, repeatedly bringifyg up the same
topic or issue after the group has considered d jected
it.

Recognition Seeking - boasting, calling nt to one's own

expertise or experience when it is not ngcessfiry to establish
credibility or relevant to group tadl; e ing irrelevant
experiences; game-playing to elici or pity.

Horseplaying - making tangentia S; ©ngaging in horseplay
that takes the group away fr e us work or maintenance
behavior.

Advocating = playing thg adWgcate for the interests of a

different group, thus actifg asjits representative, apologist,
or advocate counter t e interests or consensus of the
current group.

ord rs; interrupting and cutting off;

Dominating = givddg
Wi way; insisting on own way.

flattering to g

Attacking - 7 the competence of another, name-calling,
impugning otive of another instead of describing own
feeling; expense of another; attempting to destroy
" facell

This 1 o self-oriented behaviors could be expanded
consid ly. he import thing is for you to be aware of.- whether
a me r trying to contribute to the interdependent group goal,

or nipula®ing and using other members for selfish goals at odds
wit e best interests of the group as a whole.

tworks Of Communication

Concomitant with the development of somewhat specialized roles in
a group is the development of a communication network. The phrase
communication network refers to a pattern of message flow or
linkages of who actually speaks to whom in discussions. A members
who open a meeting may find the others expecting them to initiate
discussion on a new topic or at subsequent meetings. Persons who
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speak frequently will find others looking (literally) to them for
comment on each new issue or when there is a lag in conversation.
Infrequent verbal participants will themselves be more and -
overlooked, and the comments they do make ignored.

Many types of networks have been identified, but the
as well as the actually used channels must be looked
group to fully understand its structure. Hopefully, the ?emecnatlc
group has an all-channel network in which all particjipants =

to comment on a one-to-one basis with all others, @ to
as a whole (see illustration).

A wheel network is to be avoided in which all g
toward one central person (leader) who alonefn
as a whole or to any individual in it.
network, occurs when an autocratic leader lieu
they interact directly, and who in turp o subordinates. The
persons at the ends of the Y rarely i YeEginteract directly with
the leader. In both the Wheel and / etworks the central person
is usually very satisfied with th Micipation and status, but
the peripheral members tend gt little satisfaction in
participation in the group. SomeW%i , however, the central person
(leader) becomes overloaded i ore messages from other group
members than they can ha =) then becomes frustrated and
dissatisfied. The centr, P is then said to be suffering
information overload. A eellor "Y" network forces some members
into a position of 1low ing, and hence low satisfaction.
Interaction in such g®8gricted networks sometimes breaks down into
two or more private rsations going on at the same time between
pairs of individufl 7ing a group meeting.

speak to the group
r hlerarchlcal

work permits rapid communication without having

a central gatekeeping authority; everyone is
ey want while it is pertinent and fresh in mind.
flows freely from person to person. At least half
are addressed to the group as a whole, and all
can hear and attend to all one-to-one or one-to-few
Free feedback of questions and responses 1is thus
Many studies have shown morale to be highest when all
are open, and some have indicated superior problem solving
lex tasks by groups with such networks compared to more
siwr1cted networks of flow of communication. To have a functional
All-Channel network will take some conscious effort on the part of
oup members, but you are well advised to see that departures from
such a completely open net are very brief.

The All-Channel
to get clea
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Status

Status refers to the relative importance of each member and thei
prestige. As group roles emerge, each person is placed on =
of ladder or pecking order within the group. Thus, sta

closely associated with position in a communicatien

than do low-status members, that highs communicate more
each other than with lows, and that lows tend to addr
comments to persons higher in status than themselv rather than
to members of equal or lower status. Discussants t terrupt
and ignore the comments of low=status persons r moge Witen than
those of highs. However, the status hielrarch small group is
not inflexible; it may change through tihe a embers make
contributions to the group's goals, and roles\chanfje. Most persons
find satisfaction in the psychological rewax thfit come from high
status: being admired, responded to, s@Er , and liked. We
spend much time and effort acquiring &£h mPols of high status,
such as, fine automobiles, tailored clWot , houses in exclusive
neighborhoods, trophies, and titl

ping, status will often be
's position in' the society
by such benchmarks as wealth,

When a small group is first
ascribed on the basis of ea
external to the small group

education, work, person fa ¥ or position in the parent
organization of a committeg. H&wever, status is earned or achieved
in the small working gr ased on each member's perceived
contributions to the oup goals, so that order would 1likely
change drastically ctional roles emerged.

impact on status and roles in a group
today, dependin e beliefs and values of the members. A
decade ago ¢ predict that in a mixed sex group, a male
would almo emerge as leader, and that the status of
females w he average be lower than the status of males.

Today, i uation is not necessarily the case, however, some
men te to ist the leadership of a woman, no matter how capable
and men will refuse, as a matter of principle, to follow any
plagfls sugg@sted by a man. When the discussion group mirrors the

st eg between the sexes for position within the group, this
genda item will interfere with productive work.

ost small groups establish two or three levels of status in their

rarchy. This does not mean that lower members are not judged

to be of value, or that they are unhappy in the group. Cohesive
groups value the contributions of each member, and every member
knows it. High is not necessarily better, just more influential.
Case studies of student groups often contain such comments as this:
"Every member of our group played a vital role. Jim, our leader,
was most important in the success of our project, but even quiet
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Norman made a vital contribution with his careful research and by
arranging a place where we could meet. He could always be counted
on to do his part. I would not change a member of this group en
if I could®. '

Norms

Every group develops norms. These are rules of conduct, dard
of participation, or expectations of how member ould behave.
They are not regulations imposed by a head perso ower to
punish, but guidelines that all or most members plicitly.
Norms both guide and regulate behavior of ers. They
determine how and to whom members speak, how ey ss, where and
how they sit, what they talk about, what la age may be used and

so on.
@ small group, norms are
pfembers realizing what is
mportant in establishing
, At that time, behaviors
become norms if the tension

During the developmental stage of a
developed rapidly, often without ¢t}
occurring. The first meeting is 4
norms, especially the first few n
that are typical of primary tens
is not released early.

Group norms may or may b ated openly, but they can be
detected by a keen observer. e best evidence comes when someone
acts contrary to a norm a i then punished in some way by the
group. For example, hers may frown, fail to respond, comment

behavior, or even scold the violator: "Let's
1ot go blaming one another". Every norm
woflp's productivity and member satisfaction.
couynter-productive or reduce satisfaction need

negatively about t
stick to the iss
has some impact
The norms that
to be change

Two gener es of norms develop as a group culture emerges: (1)
those ggWVerfi the specialized role of each member and (2) those
that t&)all members. Members share in the expectation that

bothgtyp of norms will be complied with.
So xapples of role-specific norms are:
“The leader should prepare and distribute an agenda in

advance of each meeting.®
o "The leader should summarize from time to time, but other

members may do so if the leader does not when a summary
is needed."®
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o "Mary may play the critical tester of all ideas, asking for
evidence pointing out logical fallacies, and otherwise

evaluating." »
o "Mike should tell a joke to relive secondary tensio
the climate gets stressful from an argument ove

different points of view".

Some examples of typical norms that would apply to every er of
a small group are: : :

o "Each speaker should relate their commen toy has been
said previously during the discussiop¥. N\ (productive)

opinions". (counter-productive)

o "Discussants should avoid challengi\}fh leader's

members are to work

ined to conform to the
ion of the norms may mean
iolator or they disagree
early understood, but still

Conformity to procedural norms is ess
together. Discussants are usuall
procedural norms of the group. An
that the norm is not understood
with it. If procedural norms
violated by one or more me tRis should be called to the
attention of the group and on should be taken. Continued
violation means the memberffeel e norm is some how detrimental.
Here are two examples of{\prodedural norms typical of effective
discussion groups: "Member 1d stick to the agenda, unless all
agree to change it". ile brainstorming, no one should criticize
any idea suggested”

In order to cl d possibly change norms of a discussion

group, first s eir effects. Group awareness of harmful
effects can Jfea ange. A participant should try to discover
answers to <4§F wing questions if they sense that something is

talks to whom? How do the persons talk? Where do they
? To what degree do they ask for evidence supporting
position? How are ideas evaluated?

What seems to be the practical effects of each of these

modes of behaving? For example, are ideas going untested?
Are some members ideas accepted uncritically while others
ideas are ignored? Is there much evidence of frustration?

wrong th ﬂ\g;; be due to a counter-productive norm:
&t egularities of behavior can be seen? For example,
si

o What happens when a member deviates from a norm? Is this
deviant behavior punished in some way?

ig



Once you have formulated the norms you believe to be detrimental
to the group, state it to the members, describe the evidence of its
existence, and suggest that it be replaced by a different no or
pattern of behavior. The group will likely discuss this prob
for a few minutes, and decide to make the change. Even if is
done by consensus, members may still need reminders of the ge

for some time to come until it has become largely habituatag.

Norms are based on the shared values-beliefs of what is ré@latdvely
good or bad, productive or unproductive. Values are &ften eXplored
and developed in what appear to be tangents roups's

discussion topic, in sequence of comments that e fantasy
chains. The process of grqup dramatizing o ntasy chaining
relates to unconscious meanings or nee o] e or more
participants. Hence such fantasies have gr@at p8@wer to motivate
discussants. Usually several persons icigate in a group

. Consider how this

a loss for what to
there is an awkward
Suddenly someone says
bject, a tangent about

fantasy chain, but not necessarily all nu
process occurs. Quite often the group
say or do. Talking peters out, or
tenseness due to conflict among m
something that appears to be of
persons in some other time and p

Interaction speeds up, a pi of) excitement is heard in the
voices; often there is som nii or an edge of hostility. The
volume of sound often gdés up as the group begins the chain
association. Many signs o% infferest are seen among those who do
not participate verba tless movements increase as people
try to find a way tg into the conversation.

t about persons and events outside the
occurred in another time (past or future)
the same time, on a different level, the
ly the problems of the group at the moment,
kes, loves, jealousies, tense relations between
ns with other groups, unverbalized hidden agendas,

The fantasy is
group, that cou
and another
talk mirror

such as fe
members, grelagt
and so th.

Fanpfisy, cha®ns can easily be detected by an observer watching for
th ting sudden changes of pace, levels of excitement, and
o electric tension in the air. To interpret the fantasy,

r sudden 1insight into what is going on in the group that

s not been openly discussed. Systematic analysis will not work.

ough fantasy chains a group establishes a new realm of social

reality for its members, a dramatic conflict, with shared values
and interest.
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Cohesiveness

The term cohesiveness is used by social psychologists to refer_,to
the common bonds and sentiments that hold a group together. To
that a group is high in cohesiveness is to say that a relati
among members, on the average, are highly attractive to th
have a high degree of "stick togetherness" and unity.

the concept directly. How would you observe and mea
resultant of all the forces acting on the members to4emai
group", a widely accepted definition? Obviously Wr
must observe selected behaviors that can be consjider index of
how cohesive a small group may be; members indi uallassessments
of how closely knit they are as a group; how’ n embers feel
a sense of belonging or affiliation to the droupfas expressed on
a scale, attendance at meetings; favorable4eMarksg about the group
to outsiders; degree of conformity to th X rms that call for
behaviors different from those the memb an¥fest in other social
situations; achievement of consensus thereof, especially
in expressions of value.

Researchers have shown that greu high 1in cohesiveness have
greater rates of interaction ,thamylé@ss cohesive groups, express
more positive feelings for ea othBr, and have more satisfaction
with the group and its pr ts he higher the cohesiveness of
the group, the greater confrol #ver member behaviors the group as

a whole will be able to ex&xt.

ess is associated with a high degree of
y with unusual problems, and to work as
encies. Production groups, if highly
ore than low cohesive groups, but may not
sgare influenced by intragroup norms for less
ohesiveness is associated with the group's
ability to ers to conform to the majority or high-status
members' gd Conformity in many problem-solving groups
contri es very low quality decisions which is may be the
roup think", which does not allow for disagreement with
f high-status members. Deviance from the beliefs of

s members or the majority may be put down so powerfully
ons holding valid information that negates those beliefs
gins to doubt their own information. As such groups
ue through time they become very predictable, less creative,
@s able to use novel ideas, and the challengers to this process
are silenced or even put out of the group. The very persons who
could contribute most to the quality of solutions by pointing out
fallacious thinking find the group less and less attractive while
the cohesiveness among the majority is growing. Thus we have a
dilemma of how to maintain a productive degree of creativity and
critical thinking while at the same time maintaining a high degree

A high degree of co
ability to cope effe
a team in meeti
cohesive, can p¥ed
do so if the
production.
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of cohesiveness essential to high potential, personal satisfaction,
and loyalty.

However, we do know that a group that accomplished its objecti ,
provides members with satisfaction in their participation, offic
prestige in belonging, and is successful in competing wigh
groups, has high attractiveness to its members. We also k
cohesiveness is fostered by the degree to which membe kn nd
like each other as persons, their frequency of interacW®io and
the amount of influence exerted by each o the roup.

Interestingly, open disagreeing has been shown to regfrequent
in high-cohesive groups than in low-cohesive groups. imate of
trust in which each member feels secure permi expressions of

disagreement on issues, facts, and ideas, pro d disagreement
is aimed at arriving at high-quality solution§. B@t if high-status
members resist disagreement as a personalqafifront, then whatever

cohesiveness is achieved by other means at the expense of
low=-quality decision making (groupthi hly successful and
cohesive groups tend to first get we inted and interested
in each other as persons. They the need for secondary
tension generated by disagreement nd ways to reduce these
tensions by giving priority to ence, rational thinking, and
compromise. After decisions have reach, such groups restate

the value of the group and of ch Bf its members. Members can be

heard saying such things ¥ "o proud of our grcup, we really
thresh out ideas until we frrive at the best, and then we team up."
ou,
t

Even if I disagreed with Joe, I'm glad you spoke up. "We

disagreed openly and es ¥and I learned a lot from you. I like

that." '

In order to enhanf€e c veness a group should consciously do the
following:

o Dev ong identity as a group and a group tradition

on I , This can be done by developing nicknames for

'9up, insignia of membership, referring to past events

ith ide and pleasure, ceremonies and rituals, and

hasizing the high quality of accomplishments.

tress teamwork, and give credit to the group. Avoid
alking about what you did personally for the group,
especially if you are the designated leader. Volunteering
to do things for the group, and emphasizing how important
the group is to you will help get members feeling closer
to each other.

o Recognize contributions to the group goal by members, thus
rewarding individual members from within the group. Low-
status members especially need reward and praise from other
group members, and not criticism, if they are to develop
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the loyalty that will make them more productive and
dependable.

o Show human concern for the persons who make up the gr ,
providing warmth, affection, and direct attention
personal tensions and problems that members indicat
soon as personal needs are dealt with, however, t oup
should get back to the group task.

o Support both disagreement and agreement, w h basically
means working for a norm of open expression isflgreement

or support for ideas. Highly cohesive grou oW more
disagreement; open conflict needs to be coWraged, not
repressed. When the conflicts are le ersons who
supported rejected ideas that helped bui a better group
solution, and comments such as "Le@is\ge ehind this", are
needed.

1 le goals, which also
ield a sense of pride in
oups that fail to reach
lay lowered cohesiveness and

o Help the group set clear an
provide enough of a challe
group achievement. Conti
their objectives tend t
may even break up.
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NON VERBAL CODES

Nonverbal components of messages are equally as important as
verbal in determining listeners interpretations and res sas s
Furthermore, a large proportion of the interacti

discussants is done with signals that are entirely nonver It
is estimated that sixty-five percent of meaning w sons
communicate is the result of nonverbal signals. Some®i the
meaning derived from nonverbal cues during face-to- interaction
is as high as ninety-three percent. Four ions of
communicating via nonverbal signals are especi ortant to
Xeep in mind when considering what happens duri process of
discussion:
o You cannot not communicate in a fage ace small group.
Nonverbal cues go out from you f@nstan ; you cannot
stop them. Even if you sit ive immobile and

seén and responded to by
islike, worry about what
ith you. Another way to

impassive, that behavior wi
others, possibly with dis .
you are up to .or what is

put it is that in a gro othing never happens" with
anyone.

o Many nonverbal cu re hly ambiguous when not
clarified verball¥y. r instance, a smile can mean
friendship, agree t §/disdain, gloating, private
reverie, or j abo anything.

o In any ca e the words signal one attitude or idea
i d the nonverbal cues signal another, the
Thus ay "I'm really interested in that idea" in
<§’ while looking at notes in front of you, the
u¥ feelings are communicated primarily by our nonverbal
ignals. These signals can rarely be concealed from
: sensitive persons in the close proximity of a small
prevent tension from the mixed messages that result when
a discussant attempts to deceive, bluff, or play

re likely to believe the nonverbal signals.
a
P peaker to whom you are responding is almost

e to believe that you do not care what he or she
uggasted.
0

group. Integrity or sincerity is the only means to
manipulative games with other members of a small group.

Within a few seconds after you enter a group, you are ready to pass
judgements on the other members. You are ready to predict which
members will be friends, which will be hard workers, and which
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trouble-makers. But if someone dared to ask how you make these
judgements, you would probably be hard-put to provide an articulate
answer. Is it the clothes they wore? The shape and smell of their
bodies? How they combed their hair? Maybe it's the way they sat,
or where they sat, or how they moved their beodies when they tu d
to lock at you?

Functions Of Nonverbal Signals In Small Group Communicatio

Nonverbal signals serve six major functions

contradicting verbal statements, expressing emotioc
the interaction, and indicating status relationshi

of theses functions can help you act in
appropriate when responding to others and t@

own signals

more clear and unambiguous to them. \

Supplementing The Verbal %

A movement or gesture may effecti r at what is being said,
as when a person points to item a chart at the same time
says, "now look at the third it our list of ideas". Such
repeating makes the verbal megsageNdotbly clear. Other nonverbal
messages serve to complem laborate what is said. For
instance, a discussant mig sh is head from side to side while
saying, "I cannot accept tRat sliggestion. I consider it immoral®,
in a voice louder and more ined than usual, or heold up three
fingers while saying ere are three things in support of your
suggestion®.

s ve emphasis or accent the verbal message.
eased force on a particular word or phrase,

Some nonverbal
A nod of the hea

n

and a shake t inger can indicate, "This is an especially
important t r word I am now uttering”. Thus by repeating,
compleme and emphasizing, nonverbal signals can supplement
the verh@l.

smbead is often used to indicate agreement or to bid at an

iction without saying anything. If the chairperson of a small
group asks, "Do you want to vote on this?" and then sees one person
shaking their head from side to side, no vote will be taken at that
time. A finger movement can indicate to another discussant that
you want them to lean closer to you, or a circle made with the
thumb and forefinger can say in effect "I approve”, "I'm okay”.

SukEtiguting For Words
<§;.y tures are substitutes for words. A back-and-forth nod of
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Because only one person can be speaking at a time in an orderly
discussion, a great deal of the communication among members is done
with nonverbal substitutes for words. Not to be aware of these,
or not to consciously look for them, will mean that you are missing
many important potential messages among the group members.

Contradicting Verbal Messages

When something that a person says in a discussion doesn seém to

“ring true", often that is because the nonverbal c adict
the words uttered. For instance, someone might s, I go
along with that", but in such a way that you expec to give

no real support to the idea. When you observe al messages
that seem to contradict what someone is sa , 3
pay to point out and ask what the person medhns.

Expressing Emotions : \

As the previous example indicated, r feelings are communicated
more often by nonverbal cues than we say. Try saying, "I
d

like you" in a variety of way otice how each seems to

indicate a very different feeling. ting close to another person
can ‘indicate more positive féglin for them than any words can
convey.

Regulating Interactio

dges control or direct the flow of
embers. A designated discussion leader
may use nods ead, eye contact, and hand movements to
indicate who peak next when two or more persons have
indicated agfesi o do so. Favorable nods encourage a speaker
to continuge, &8s a lack of overt response or looking away often
signals |} t Persons will show they want to speak by leaning
forwar ralisy a hand or finger, opening the mouth, and possibly
by u r a ' nonverbal sound such as "uh". Hand signals may be
use sPpeed up a dawdling speaker, or slow someone who is

.. So it is that nonverbal cues are the primary means of
tifig the flow of verbal interaction in a discussion group.

Certain nonverba
interaction amon

dicating Relationships

It has previously been pointed out that sitting at the end of a
table may indicate leader status or desire for a high degree of
influence in a small group. A feeling of relative superiority is
often indicated by staking out a larger than average amount of
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territory at a table (with books, etc.), suddenly getting very
close to another, a penetrating stare, a loud voice, and a
patronizing pat or other touch. Relatively high status persons
tend to have more relaxed posture than lower status group members.
On the other hand, uncrossing arms and legs, unbuttoning a coat,
and general relaxation of the body often signal openness and\a
feeling of equality. Body orientation, the angle at which
participant's shoulders and legs are turned in

W

relation to the group as a whole or another person, indica
much one feels a part of the group, and often that o is Pmore

committed to a subgroup than to the group as a wholV

Types Of Nonverbal S8ignals

Although we usually respond to a pattern of mul ous nonverbal
signals, rather than to a single cue, noneth®lessiit is important
to be aware of the variety of types of such o help you avoid
overlooking some of them,. There ar ays of classifying
nonverbal signals. Those which are 1 ow seem to play an
especially important role in communjmgtion among members of small
groups.

lParaverbal Cues

These are the characteristffics oice and utterances other than
words from which 1listen®&rs nterpret meanings of speakers.
Included are such variab as pitch, rate and fluency of
utterance, dialecti variations, force, tone quality, and
silences (pauses). ers tend to agree on the characteristics
they ascribe to pased on vocal cues. Included are such
characteristics udes and interests, personality traits,
adjustment, eth grglup, education, anxiety, and other emotional
states. The a voice has been recognized as an excellent
indicator of sson's self-concept and mood. How we react to
statemen as "I agree" or "Okay" depends much more on the
pitch te and tone of voice than on the words themselves.

Cda

Anxie out “communicating has been related to nonfluencies such
as ter tions ("uh"), repetitions, hesitations, sentence
cogfecfions, and even stuttering. To discover how you infer from

c , tape record a discussion. Everyone in the group should

te ust to the voices, trying to ignore the words, and then

a description of the mood, feelings, or attitudes of each

her person in the group. A comparison of the results often show
st¥rikingly high agreement.
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Facial Expression

Facial expression is highly indicative of feelings and moods.
Without a word being spoken, you can often perceive anger, support,
agreement, disagreement, and other sentiments from facial
expressions. With the close physical proximity typical of a s 1
group meeting one can easily detect changing moods of fel
discussants if one is simply aware of facial expressions.

Eye Contact

Americans in small groups often use eye contact t k edback,
when they want to be spoken to, and when they want ! ticipate
more actively. In a competitive relationship be®geen %two persons,
direct eye contact (or staring) may indicate i like "lets

riendship and
act is used to
s. Averting the
that one wishes not
e contact are often
who offer limited eye

fight" whereas in a cooperative group it sighifi
cohesiveness. As previously mentioned, co
regulate the flow of conversation among disdus
look from another is usually taken as g

to speak. Persons who seek and pro
regarded as more believable than
contact.

Eye movements can also signal d t, dislike, superiority, or
inferiority. In short, the ] ovide many important clues in
human interchange.

Movement.

signify much to the sensitive observer.
dicate who should speak next. Leaning
the group usually indicators interest,
dicates the opposite. However, leaning away
eld out-of-doors might simply indicated being
twisting and shuffling of feet may indicate
mpatience with the pace of group progress. Members
signal that it is time for the meeting to end.

toward another
whereas leani
during a dis
relaxed.

A
frustratj o
moveme o

Dr@ Accessories
se e often cues to status as members get acquainted in a small
» Crosses, social organization pins, jewelry, hair styles,
d type of clothing often say much about how a person sees self,
reference group memberships from which one derives norms, and
personal values.
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Any single nonverbal cue may be meaningless or highly ambiguous.
But if you are careful to observe all the types of nonverbal cues
a person is sending, you will gain a great deal of information

helpful in relating effectively and in interpreting his or her
verbal messages.
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EVALUATING INTERPERSONAL RELATIONS

In all human interactions there are two major ingredients - content
and process. The first deals with the subject matter or the task
upon which the group is working. In most interactions, the fdiu
of attention of all persons is on the content. The seclmd
ingredient process, is concerned with what is happening KN

and to group members while the group is working. Group
or dynamics, deals with such items as morale, i
atmosphere, influence, participation, styles of

leadership struggles, conflict, competition, cooperagi In
most interactions, very little attention is paid rocess, even
when it 1is the major cause of ineffective pf action.
Sensitivity to group process will better enable “ne diagnose-

group problems early And deal with them mor tively. Sincé
these processes are present in all groups, are of them will
enhance a person's worth to a group and le Bim to be a more
effective group participant. \

CHARACTERISTICS OF GROUP BEHAVIOR :;
Below are some observation guidgll help one process analyzeé
group behavior.

Participation
One indiéation of involvem s verbal participation. Look for
differences in the of participation among members.

o Who ar h participators?

o Who _ar heglow participators?

e any shift in participation, e.g., highs become
lows suddenly become talkative. Do you see any
le reason for this in the group's interaction?

(e} w are the silent people treated? How is their silence
interpreted? Consent? Disagreement? Disinterest? Fear?
etc.

Who talks to whom? Do you see any reason for this in the
group's interactions? :

o Who keeps the ball rolling? Why? Do you see any reason
for this in the group's interactions?

Influence
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Influence an participation are not the same. Some people may speak
very little, yet they capture the attention of the whole group.
Others may talk a lot but are generally not listened to by other
members.

o Which members are high in influence? That is, whesn th
talk others seem to listen.

o Which members are low in influence? Others do@qot sten
to or follow them. 1Is there any shifting in iR€lu@nce?

Who shifts? V
o Do you see any rivalry in the group? I@e struggle
o

for leadership? What effect does it h other group

members?

Styles Of Influence \
Influence can take many forms. It cangf osI®ive or negative; it

can enlist the support or cooperation rs or alienate them.

How a person attempts to influen n er may be the crucial

factor in determining how open or e other will be toward

being influenced. The followi ems are suggestive of four
styles that frequently emerge _in S.

o Autocratic: Doe ny attempt to impose his will or

values on otherfigro members or try to push them to

support his decis§on Who evaluates or passes judgment

D me s? Do any members block action when
the direction they desire? Who pushes
p organized"?

on other gro

Who eagerly supports other group members'

decimioNg? Does anyone consistently try to avoid
c ct unpleasant feelings from being expressed by
(e} oil on the troubled waters? Is any member
IQ@ally deferential toward other group members - give
th power? Do any members appear to avoid giving
egative feedback, i.e., who will level only when they

ve positive feedback to give?

@Laissez faire: Are any group members getting attention

by their apparent lack of involvement in the group? Does

' any group member go along with group decisions without
seeming to commit himself one way or the other? Who
seems to be withdrawn and uninvolved; who does not
initiate activity, participates mechanically and only in
response to another member's question?

e

o Democratic: Does anyone try to include everyone in a
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group decision or discussion? Who expresses his feelings
and opinions openly and directly without evaluating or
judging others? Who appears to be open to feedback and
criticisms from others? When feelings run high and
tension mounts, which members attempt to deal withgthe
conflict in a problem=-solving way?

Decision-Making Procedures

Many kinds of decisions are made in groups without consi g the
effects of these decisions on other members. So éi1§§;>§ try to

impose their own decisions on the group, while want all
" members to participate or shar: in the decisio re made.

o Does anyone make a decision and ar out without
checking with other group member Sel authorlzed For
example, he decides on the to dlscussed and
immediately begins to talk . What effect does

this have on other group m

o Does the group drift toljc to topic? Who topic
jumps? Do you see a for this in the groups
interactions?

o} Who supports ot rs' suggestions or decisions?
Does this suppo re in the two members deciding the
topic or activil £ the group (handclasp)? How does
this effect oth up members?

o idence of a majority pushing a decision
er members objections? Do they call for
y support)?

o y attempt to get all members participating in
2 n (consensus)? What effect does this seem to
on the group?

Do anyone make any contributions which do not receive
ny kind of response or recogaition (plop)? What effect
oes this have on the member?

unctions

These functions illustrate behaviors that are concerned with
getting the job done, or accomplishing the task that the group has
before them.

o Does anyone ask for or take suggestions as to the best
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way to proceed or to tackle a problem?

te) Does anycne attempt to summarize what has been covered
or what has been going on in the group?

o Is there any giving or asking for facts, ideas, opini
feelings, feedback, or searching for alternativesg?

o Who keeps the group on target? Who prevent
jumping or going off on tangents?
Maintenance Functions
These functions are importanf:to the orale o he Wroup. They
maintain good and harmonious working rel nSi among the
members and create a group atmosphere which €nables each member to
contribute maximally. They insure smoothya effective teamwork
within the group.

o Who helps others get into tH sion (gate openers)?

o Who cuts off others or rupts them (gateclosers)?

o  How well are members ing their ideas across? Are
some members preocc@piedfand not listening? Are there
any attempts by o mbers to help others clarify
their ideas?

o How are ideas rej d? How do members react when their

accepted? Do members attempt to support

&y reject their ideas? .

Something way a group works creates an atmosphere which

a

in turn 4 eWealed in a general impression. In addition, people
may difffer 19 the kind of atmosphere they like in a group. Insight
can ined into the atmosphere characteristic of a group by
fi W s which describe the general impressions held by group
n .

Who seems to prefer a friendly congenial atmosphere? Is
, any attempt to suppress conflict or unpleasant feelings?
o) Who seems to prefer an atmosphere of conflict and
disagreement? Do any members provoke or annoy others?

o Do people seem involved and interested? Is the
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atmosphere one of work, play, satisfaction, taking
fights, sluggishness, etc.?

Membership

A major concern for group members is the degree of acceptapce
inclusion in the group. Different patterns of interacti
develop in the group which give clues to the degree and Wi
membership.

o Is there any sub-grouping? Some times @two three
members may consistently agree and suppo Wther or

j caonsistently disagree and oppose one anot

o Do some people seem to be "outside! e p? Do some
members seem to be "in"? How (lare gthose "outside"
treated?

o Do some members move in and £ e group, e.qd., lean
forward or backward in thei or move their chairs
in and out? Under what ions do they come in or
move out?

Feelings Q
During any group discussidgn, ings are frequently generated by

£
the interactions between mb . These feelings, however, are
seldom talked about. _Obse may have to make guesses based on
tone of voice, faciressions, gestures, and many other forms

of nonverbal cues.

o What g of¥'feelings do you observe in group members:
an rpftation, frustration, warmth, affection,,
e meMf, boredom, defensiveness, competitiveness,
e

o N see any attempts by group members to block the
expression of feelings, particularly negative feelings?

w is this done? Does anyone do this consistently?

s
andards or ground rules may develop in a group that control the
behavior of its members. Norms usually express the beliefs or

desires of the majority of the group members to what behaviors
should or should not take place in the group. These norms may be

clear to all members (explicit), known or sensed by only a few
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(implicit), or operating completely below the level of awareness
of any group members. Some norms facilitate group progress and may
hinder it.

o Are certain areas avoided in the group (e.g., sgx,
religion, talk about present feelings in gro
discussing the leader's behavior, etc.)? Who s o)
reinforce this avoidance? How de they do it?

o Are group members overly nice or polite to e8gh oBher?
Are only positive feelings expressed? Do memb gree
with each other too readily? What happe hen members
disagree? ’

you nmust talk%; "If I tell my problems Jou have to tell
your problems®) Do members feel robe each other
about their feelings? Do ques . nd to be restricted

e} Do you see norms operating about partigipation or the
kinds of questions that are allow e. w"If I talk,
e
e
to intellectual topics or e“Aés? outside of the group.

EVALUATING DIMENSIONS

Behavioral definitions and ideal acteristics of individuals
working within groups includ e fPllowing:

¢ Decisiveness: The tentf\to which an individual is able and
willing to make a igflon when required.

Adfon all alternatives, especially under
press , wWithout vacillating or procrastinating

sVa constant willingness to decide rather than
ng rfor more information or procrastinating in

X ing issues to closure
D&gision Quality: The extent to which an individual makes
o

soufid decisions based on the exercise of judgment and
nsideration of all available information

Ideal Characteristics S |
- Decisions exhibit qualitative depth of action rather

than quantitative, shallow, or impulsive decisions

c

- Generally makes firm decisions but allows for
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alternative approaches if things go wrong or if
significant new information is presented

- Looks at long-range consequences and implications rather ’
than handling only the short-term immediacy of problems

-~ Makes decisions logically and consistent with
organizational goals and policies

o Planning: The extent to which an individual can amfgicipate
future possibilities or consequences of present si ons

A

and alternatives

Ideal Characteristics

alternative actions

i
- 1Is able to provide future implicat(ongrarious

- Anticipates situations or pr Nnd prepares in
advance to cope with them

- 1Is aware of both the im n riorities at present

and also is aware of po

- Develops realistic

uture priorities

oal objectives

- Projects and int€rpre

Organizing: The ext
information,
orderly, logd

ity

Ideal Chs

(R

rends

which an individual can assemble

ials, thoughts or actions into coherent,

ops ideas in a orderly fashion, without unnecessary
sion or irrelevant information

- oordinates group efforts effectively

Ppoblem Analysis: The extent to which an individual
dentifies and analyzes all relevant variables and their

interrelationships

Ideal Characteristics

- Quickly perceives and defines problems and central

issues

- Objectively seeks and sorts out pertinent information,
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considers organizational goals and weighs consequences
of alternatives

-~ Sees relationships among the people involved within the
problem and within the organization

- Perceives differences in priorities

© Productivity: The extent to which an individual acHy y
and constructively participates in group or in@jvidual
problem solving

Ideal Characteristics V

- Consistently strives towards meeti ipdividual or
organizational goal '

= Frequently offers pertinent in in or ideas to
others

- Energetic and efficient, _at P to complete all work
assigned

e extent to which an

tarting behavior, is willing
instruction, and is willing to
and interpretations of policy

o Initiative/Self Directi
individual demonstra
to originate action

comes; does not merely let things happen

(proacpi reactive)
- Acti luences events rather than passively
a t ‘
e

- ntly develops new approaches, ideas, methods, and
retations of policy

&Assumes responsibility and control in situations
requiring prompt action - .

- Accepts additional assignments or devotes extra time to
assignments C
o Leadership/Personal Direction: The extent to which an

individual effectively directs the behavior of others to
accomplish a task or goal without arousing hostility.

Ideal Characteristics
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- Commands positive attention and respect and generates
impressicn of self-confidence

- Influences others to accept ideas and support positions

- Motivates others, without alienating them, to perfor
at full potential and accomplish objectives

= Directs group discussions without dominating ,oth

- Accepts and appropriately responds to coumsel
disagreement

Encourages free flow of ideas and coop ti resolution
of problems

i

Interpersonal Sensitivity: The ext to ich an
individual is able to perceive and to the needs,

interests, and capabilities of r
Ideal Characteristics

- Perceives the perspec needs of others and
considers them in seled§i and advocating a course of
action

~ Modifies behavi wh erceiving adverse impact on
others

]Jude and encourage others

!
e
4]
rt.
p
o
=
[

naintains positive working relationships
oviding support and collaboration

Compo Self-Control: The extent to which an

indi unctions in a controlled, effective manner

u ress and pursues tasks to completion despite
positi®en or difficulties

Id Characteristics
Keeps composure under pressure

- vdverall performance does not deteriorate even under
stressful conditions

Accepts time delays, constraints and disappointments
without being irate or discouraged

- Performance remains stable when progress is slow and
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pressure from opposition is strong
- Continues working, does not give up
o Flexibility: The extent to which an individual perceives
accepts the need for change; modified behavior style
position in response to changes in situations or
priorities; modifies approach to obtain goals
Ideal Characteristics

= Readily shifts behavior to accommodate change
situations

- Demonstrates resourcefulness in implémenting
alternatives in working to obtain

- Uses a variety of approaches ungilj fin one that works
to attain objectives

- Backs off position if perc ituation has changed
or group support is abse

which an individual

isely, and persuasively,
onverbal communication; the
listens to others attentively

o Oral Communication: The
expresses ideas clearly,
including gestures a
‘extent to which an i
and with comprehenfion

Ideal Characteristl

cively to what others say and extracts
ormation

- Q directly to a question or issue without
usion, disorganization, or rambling
AsVappropriate, translates technical language to level
f audience

Gestures and other nonverbal communication indicate
control of self and situation and serve to facilitate
communication

- Technical qualities of oral expression (volume, rate,
vocabulary) do not distract from basic clarity of
communication

o0 Written Communication: The extent to which an individual
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expresses ideas in writing clearly and in good grammatical
form '

= Document is complete, all significant aspects incl

= Detail elaborates upon overall description ra
confusing or competing with it

- Careful and appropriate choice of words
- Clarity not impaired due to problems o 1ling,
grammar, and punctuation
RATING ERRCRE
e rmance of others,

ess. The following
of rating errors:

When people are called upon to evaluate kb
errors may be unknowingly brought intg
descriptions cover the six most commo

0 First Impression Effect

hen the person being rated
of a testing process, but then
“poops out®™. The e erving this person may become
so impressed withfthatgearly behavior that a high rating
is given, even th h e total behavior warranted a lower
rating.

This error evidences its
does well at the beg j

ating error is the last impression or

Related to
: ere behavior occurring at the end of the

recenc

process ©r bad, is given undue weight by not taking
into ation the total behavior.

o H
Thisherror evidences itself in the tendency to allow a

. ndidate's performance on one dimension to influence the
raging on all the other dimensions, even when there is
ittle evidence for such ratings on those other dimensions.
It is important that raters try to keep the dimensions as
distant as possible. Some of the dimensions are closely
related, and skill in one area often goes along with skill
in ancther. Nevertheless, careful attention to the amount
of actual behavior justifying a rating will help to avoid
this type of rating.
o Leniency Effect
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This error evidences itself in the tendency to be an "easy"
rater. It is often less offensive to be generous than it
is to make objective, but lower, ratings.

Conversely, there is also a tendency, among a fewer n
of raters, to be excessively and unjustifiably hars
key is to focus attention on the behavior observe
process.

o Central Tendency Effect

This error evidences itself in the predisp ’!\gﬁgko "play
it safe" by avoiding the use of extreme rati ¥even when

they are called for and justified.

Sometimes raters fail to assign the Bininhm or maximum on
the assumption that no candidate c e at bad or good.
It is very important to make fajmydBstifictions among
candidates, and the full range cores should therefore
be used. ‘

o Contrast Effect
This error evidences itsel wan a particular candidates's
evaluation is influenc&g by Jkhe evaluation of the preceding
candidate.

Keep in mind that u e evaluating against specific
criteria and aga t another candidate. The key is to
focus on th 1 amount and nature of the behavior
observed.

idences itself when candidates remind you of

dpproach to situations thereby resulting in higher

than are justified. The reverse situation can also

ccu resulting in lower ratings than the actual behavior
1d dictate.

t is important to remember that the rater is not the one
eing evaluated.

ould be realized that the rating errors described may
IMfluence rater evaluations. This does not mean that they
automatically will have some impact. Awareness of the types of
rating errors which may occur is an important step in reducing
their potential effects.
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CONDUCTING MEETINGS

WHAT GROUPS DO BEST

The most common use of meetings is to bring people together
disseminate information. Information is useless unless it comps
people to solve a problem, make a decision, or devise _a\PBiah
Useless information bores people. The pure i3
dissemination meeting, held at regular periods during t
of an organization, has one guaranteed result: boredom!

It is this experience of the reqular use of i people
together that has made most managers skeptical abou otential

of groups. Typically these types of meetings ual allow very
little participation for most of the member group. Many
group leaders lack communication skills, ldadership ability, and
an understanding of the responsibilities oup’ leading. So, in
a short period of time, the minds in thegg nder. By the end
of the meeting, the subjects that havegbeen ked about have been
sen ignored.

1S ¥ regarding meetings and
diminish the time spent in
Wng people together solely for
re. When possible, convert

Consider the following recomme
groups: (1) Do everything possi
pure information dissemination.
this purpose is asking for

information sharing to olving, decision making, or
planning. For instance, [the nouncement of a new policy can be
a problem-solving agenda presenting two or three cases to which
the policy must be applied. 2) Give the group some work to do.

on in calling any good meeting is that
» ocgether to do what groups do best: employ
their members' mifids Wn Processing information for the purpose of
problem solvin ecPsion making, or planning. Information
processed fo rposes 1s useful - never boring =~ and the
process of 1s one of discovery and exhilaration.

The underlying assu

do not other people's time by calling a meeting. Treat a
group ‘Yas kind of superior intelligence, and engage the group in
tas orthy of it.

Finally, §§!~h r problems, decisions, and plans are simple ones,
ast

e & typical meeting goers:

'There's the group leader who gets a power fix from calling
all subordinates into one room and playing meeting master.
He's similar to the project manager who relishes the temporary
chance to chair meetings of her peers and calls unnecessary
project meetings"®
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"There’s the boss who detests department meetings; they're a
waste of time, she'd rather write her workers a memo, she
doesn't need their input on decisions.®

“and there's the worker who agrees with this boss. He's t
more important things teo do than sit through a meeting wh
his opinions and ideas do not count.®

"There's also the eager meeting attendee. To her, a g
is a paid break in the day, a chance to ca uf@ on
? expertise in conducting the meetings.

daydreaming or doodling."®
Wgraj ect
eWw call and
benefits of orally communicating inform

spontaneous feedback form the group. T imfortance of this
oral exchange is felt by all meeting a . They not only
actively participate in the meetin e satisfied that
their time was well spent. These eeting leaders and
participants form the base for produé#tivV€ meetings, a goal of
countless business profession oprecognize the benefits.
Well-executed meetings produ and problem solutions
that might not occur to a I orker at a desk. They also
boost morale, and productivit the process, by creating a
feeling of involvement employees. All <chis is
accomplished during a e=- cient session, not necessarily
short but always as sHort @s possible.

"Then there are these meeting goers: group lead
managers with valid reasons for every meeting

Purposes Of Meetings

A productive meetifg s with a purpose. You have a good reason
, and you plan the meeting keeping the
ind. Every decision you make from who to
invite to to how to run it, revolves around the

meeting's Following are several common meeting purposes:
sh

o e information or plan a project. You have news,

P s, or other information to share with a group,

in ation best communicated orally or with an
diovisual presentation. Or, various people need to
elay information and hear news from others.

To receive information. You need information from
others, information best received through oral rather

than written reports.
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o To analyze and solve a problem. The problem is one that
affects the entire group and can be solved best through
discussion and debate of different viewpoints.

© To reach a group decision. The opinion of everyone i
the group counts and the decision is best made after
discussion.

© To explain and gain support for a decision. You h
authority for making a decision and reason forWoind) so
alone; now you need to tell affected parties ab and
to solicit their support.

o To make a recommendation and solicit fe ac ou have
an idea or you have made a tentative I8io and you
want spontaneous ‘reactions from peop wh 1 be
affected or from others whose opinio yoll respect.

o To generate ideas for a new pr'¢§§~sf plan. A

brainstorming session is in -‘ng o figuring out ways
of working or for thinking ssible new prograns.

Be careful not to provide too .m rmation into any single
meeting. Giving people too mucHy né@ws at one time or asking them
to solve too many problems atgonc e8troys meeting effectiveness.

Whatever the purpose of yg@ur me ng is, make sure you explain it

in advance to the attendegs. hey should know ahead of time, for
instance, whether they're ding to listen to a report or help
solve a problem. ndees need this information not just to
satisfy their curi ut to adequately prepare for the meeting.
Meeting Fundame s

No matter 45’ purpose, all productive meetings have several
similarit Certain elements characterize an effective meeting
and ce :sist ditions are necessary for a successful meeting to
occur espomsibility for these characteristics and conditions is
shaged byWthe meeting leader and the participants. Therefore, all
p igipants should be made aware of these fundamentals.

teristics Of An Effective Meeting
aracteristics of an effective meeting include the following:

o All participants have a valid reason for being included
in the meeting .
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o All participants know the purpose of the meeting and
arrive prepared to fulfill that purpose :

o There is a meeting agenda

o The meeting is run time efficiently and sticks to the
agenda

o Objectives determined in advance are achieved by e
of the meeting

o All parties leave the meeting knowing what was ‘
accomplished and what is expected of ‘them %future

j

Conditions Necessary For A Successful Meeting

To be successful, all meetings must have ecified leader and
all participants should understand and res leader's role.
However, leadership is essentially sha yvyWll participants, as
well as, a feeling of responsibility eeting content and

be safe and supportive.
ss their views frankly
icipants should display
's views.

outcomes. The meeting atmosphere she
All participants should feel free
without fear of repercussions.

interest in and respect for each

Planning The Meeting

Once a purpose for calling ting has been identified, and the
time and circumstance @ eem right, you want to make sure that the

time will be well Know what you want to result from the
meeting and that t s will merit the meeting time and effort
required. To acgOmpdi this a certain amount of time is required

to plan for a pr tiwe meeting.

Objective \

Determi exa®tly what you want to accomplish through the meeting
it wn specific objectives. Base the objectives on your

and

ov 1} meeting purpose and, when possible, write the objectives

fro egparticipants' point of view. Here are some examples:
Meeting purpose: To share information about a plan to
develop a training program

Objectives:

- To understand the reasons for the training program
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- To become familiar with all the parts of the program
and understand their individual roles in executing the
program

= To know the deadlines for their program tasks

o Meeting purpose: To analyze and solve two problems ¢
have arisen with the training program

Objectives:
= To discuss the general lack of interest trai have
in the program and to make recommendatio fo
increasing interest
-~ +to discuss the inadequacies of t inifig facility
' and to make recommendations for Ampro nts

o Meeting purpose: To reach a grou ifion about
budgeting funds for an acting i training program

Objectives:

- To discuss the expec izational results from
implementing an acti ficer training program

- To weigh the ex d sults of the program against

the costs

- To decide whet not to budget funds for the
program

Participants
After meetin ves have been established you must concentrate
on who wilX be nding the meeting. Based on the objectives for
the meetifyg,decide who to ask to the meeting by
asking edgidns such as:

o needs the information you intend to shar=z?

(o} rom whom do you need information from?

Who is affected by the problem to be discussed in the
meeting?

o Who has the authority to make a decision or approve an
action?
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If the meeting purpose is to discuss a controversial issue, make

sure you invite an equal number of representatives from both sides
of the issue. And make sure both sides of the issue are
represented by people of equal status.

Review the number of participants on your list. Is it a manage e
group considering the objectives you want to accomplish? Consi
any additional people to invite purely for political reas

Agenda

Prior to the meeting an agenda should always be red and it
should be based on the objectives established forlt meeting.
List the topics to be discussed in the meetindy in e .order in
which they will be covered. Sequence topics the purpose

of the meeting.
importance, with
o1 so takes advantage

coverage of the most
e given to sequencing the
termine how one topic

Some experts say covering topics in the
the most important topic first, is bes
of early meeting energy and guaranteé
important topics. Considerations she@l
topics in a simple logical or
naturally leads to another.

Fill in activities planned r verage of each topic. For
example, the activities £ ic many be "group discussion
and debate", while the actfivities for another may be "introduction
and slide show™.

Write the name of thef on in responsibility for each particular
agenda item and all@Qt ime frame you expect each item to take.
Allow enough timefforffud’l participation by meeting attendees.
Try to end the ith a positive topic, something you expect
to gain genﬁq;, val from the participants, so the meeting can
end on an upbke

The ag d:‘\i% help you keep the meeting on track and will be

wlHen yodu evaluate the meeting and plan follow-up sessions.
cipa will also find the agenda useful. Send them the
with your announcement of the meeting. This way,
nts can prepare fully for the meeting. If the agenda is
gular staff meeting, invite participants to suggest agenda
3, and incorporate theses into the meeting if appropriate.
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Date And Time

At this point you will need to choose a date and time for your
meeting. Choose a day and time when participants are apt to be
most energetic. Not Monday morning or Friday afternoon and t
right after lunch or right before the end of the working day.

Avoid surprise meetings. They disrupt schedules and so t

participants adequate time to prepare. Consider these fo g
guidelines when setting up your next meeting:

© Plan a meeting date that allows you enough e t
properly prepare for the meeting (gather i on,
produce handouts, etc.)

o Consider current organizational priofitie d upcoming
events
o .Identify who you absolutely mu \at your meeting and
plan around their schedules
o If you are deciding a day ; for a regular staff
meeting, ask participant e meeting time
preferences. :
Place
When considering a locatio the meeting give some thought to

you will ask to attend. You must match
ns to the number of persons invited and
2 planned for the meeting. . It may be to

the locations of peoj
the facility accommgd
to the activities gyot

your advantage t d e meeting away from your normal workplace
in order to avoil egyday distractions.

Announceme\ﬂq

The fi plafning step for meetings is to write and distribute a

meetihhg aNlmgouncement. Include the following information in the
anpdungement:

ames of all meeting participants
Meeting date

o
o Start and end times (estimate end time based on your
agenda)

o Meeting location
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© Meeting purpose and objectives

o What materials, if any, participants must bring
Attach a copy of the meeting agenda and distribute the announcemgnt
far enough in advance to allow participants to reserve time for
prepare for the meeting.

A/V Equipment And Materials

During you final preparations you should consider at types of

audiovisual equipment, visual aids and materials y il need to
conduct the meeting activities you have planned Pl o display
the meeting objectives and agenda at the meeting:.

How To Conduct The Meeting \ '
Productive meetings are extensions of lent plans. Once you

m, how, when, and where,
are guidelines for
ting. These guidelines
meeting is responsible for

know what you want to accomplish, wi
it is time for execution.
successfully executing each phase
assume that the person who call
both the meeting content and oc .

Preparing The Room

ight by having the room ready for business
icipant arrives. Get to the room early
g preparation steps. Allow enough time
you have any preparation problems.

Start your meeting of
by the time the firsd

enough to take the -%
to call for assi e

ngement of tables and chairs. Are they set

up
o j@st$he lighting to your needs. Check from different
at or glare.
c

he€k any audiovisual equipment you are planning to use.
ke sure you know how to operate the equipment and

hether it is working properly.
0 Arrange visual aids, such as the flip chart for
documenting meeting data, so they can be seen from all

o

seats.
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o Check to make sure that you have all the meeting
materials you need are on hand, and that there is enocugh
for everyone.

Opening The Meeting

A productive meeting does not necessarily begin once

invited arrives: it begins at the time planned. Start ng
on time. If you have latecomers, keep going. Do no and
restart the meeting. Your on-time participants will recog that
you were ready for them and that you do not inten waste their
time. This recognition helps set the climate fo oductive

meeting.

Display enthusiasm. Be energetic and upbeafl fr e start, and
maintain vour enthusiasm throughout th etifg. Make sure
everyone knows each other. Introduce any p ifbants who are new
to the group.

Go over the meeting objectives and a. Make any appropriate
changes suggested for the agend = cessary, review ground
rules for any activities planne er the professional level
of the participants and then det e whether it is necessary to
review such rules as:

© Allowing everyone fa chan to speak

© Showing respect fo h other's opinions
o Giving cons e, not destructive feedback
o Accepti ck professionally

During The

Meetin ;§§S§t'veness relies heavily on excellent leadership
techni h the meeting in general and with individual
actiyitie Following are overall guidelines for the meeting
leaddepnfand for participant activities:

P

Stick to the agenda

Maintain a productive climate

Encourage and structure participation

Ask good questions

Provide constructive feedback

Give or get clarification of vague statements
Discourage generalizations

Protect minority opinions

000000005
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Keep participants on the subject
Reduce tensions :

Observe participants

Provide necessary breaks

Maintain professionalism and enthusiasm
Maintain control of the meetings

000000

Closing The Meeting

It is the leader's responsibility to recognize the<ﬁﬁme close

the meeting and to do so formally. Otherwise, p i ts may
begin drifting onto topics unrelated to the meetin inishing
its effectiveness. Or they may drift out of the Weetilhg room with
an unsettling feeling that business was left i d. To avoid
both of these situations, follow these closi

o Begin wrapping up the meeting w Xd anned to do so,
unless participants are invol iscussion that

all agree should continue

o Summarize the major point & he“meeting

- State what was accompl¥shé

- State action items re upon, persons responsible
for actions, an adlidles

o Decide wher and wh&re e group will meet next. Decide
on a preliming ag for that meeting

o Conclude cing crisply, positively, and on time

Following Up

Can you c ting productive once you leave the room? Not

always. ion items were decided in the meeting, the proof of

produc ityNis in participant follow through. Always check with

particip s to make sure they are carrying out the actions they

agrged to the meeting. Be sure to help them with any problems

th ve encountered. To be productive, meetings must meet the
criteria:

The meeting objectives were accomplished
o Time was used efficiently

o The participants were satisfied with the results
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CONFERENCE LEADING

The planned conference is a departure from the formal busing
meeting, in which someone either addresses the group or condulle
the meeting under the rules of "parliamentary procadure” Th e
planned conference involves no lost motion. It quickl
important problems before the group, the solution o
stimulates the best thinking of everyone present. It is
process guided and directed by a competent leader.

DEFINITIOHN

A conference is a method by which people of ila ckgrounds of
experience or knowledge meet together inf a anned informal
discussion and supervised by a trained le the purpose of
reaching a useful conclusion and/or defiMjit an of action.

CONFERENCE BENEFITS

Conferences has been found to WweW\effective in bringing about
changes in thinking and attgtud mong conferees. Conference
members have an opportunit to)) compare their experiences,
techniques, practices, an il hies with those of the group.
When they hear the interpfetatfon others have put on a situation
ienced they are often willing to
en by the majority of the group. Other
e in one method of operation to that

e individuals in the conference, or
thods, ideals, and interpretations.

similar to one they have
adopt the attitude A
outcomes can be a
suggested by one

ocedure a conference is successful to the
contribute from their own experiences and
comment up@n e experiences and opinions of others. The value of
n entirely dependent upon reaching an agreement.
a er of elements that are extremely important to the

a conference:

As an educa
degree to

mbers have common interests or similar backgrounds

0¥ The leader has planned for the meeting and acts in a group
facilitating capacity rather than dominating one during the
conference

0 Members try to solve their mutual problems by exchanging
ideas and experiences

°
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© Facts when available are carefully gathered and are used
as the basis for all deliberations

o Discussion is carried on in a planned and systematic

© The discussion leads to a conclusion or plan of ac ;
even though it may be concluded that without furt
a plan of action at the time is not possible

Dozens of different kinds of meetings can meet the above Ceria
and be classed as conferences. Following is a sa list:

- Advisory committee meetings
Faculty/staff meetings
Club meetings
A superior and a subordinate discus
A gathering of a professional orgafi
Peers discussing problems of g aviors

t

000000

Any of the previously mentioned gro pe€ople can meet and yet
not have a conference if:

o They are not trying to problems
o The leader or one or &wo rs dominate the meeting
0 Members are only tryl to Jgive their own ideas and

experiences but arg unwi ng to accept available facts or
new ideas
o The meeting does n the criteria in other ways

ily with available facts and with the ideas
and attitudeg ference members, but are inappropriate for
passing ale
conferenc

v' information or skills. Spur-of-the-moment
seldom a success. Planning of the conference by
preparation for the conference by the members is

2pbers” of a conference group should be willing to share their

d believe that conference results will be better than the
[ any one member. If one or more of the members, or the
is determined to indoctrinate the group with their own
and succeeds in doing so, the result will not be a
nference.

Sufficient time must be available to permit systematic discussion
of agll facets or the problem. Solving a problem by the conference
method takes more time than dealing with it in other ways. If a
group is to be together for only one short meeting, and the members
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are not familiar with conference techniques, it may not be
practical to attempt the use of conference methods.

If a group wishes to discuss a problem casually and then leagye
conclusions to each individual rather than having the group con
on conclusions, then the conference method is inappropriate

CONFERENCE LEADING PROCEDURE

Conferences are typically used for solving pr ms rough
democratic group discussion. They may be used to idagt at the
group perceives as a concern, question, or situation t hey want
to raise for discussion, exploration, or soluti

are used simply to gather facts, informatigh, s
attitudes on which decisions can be based.

Solletimes they
stions, and

oup of people with

as concerning the
o prepares for the
the conference members

Group membership is composed of a sm
similar backgrounds to permit exchan
problem. There is an acknowledged
conference in advance and who also
for work on the problen.

Members of the group contribyte Che discussion by presenting
facts, relating personal ex nces, or giving opinions bearing
on the problem. Facts andf 1dea bmitted are evaluated by the
group as to their signific@nce §in helping solve the problem.

ip chart paper the original problem and
ons for solution. While the leader is
e progress of the meeting but without
The discussion ends with conclusions or

The leader records o
group selected contrA
responsible for g

being a-dominate 4fi
a plan of action

Identify T nfefence Topic
The f£fi s in preparing for a conference is to choose a

confegencefhtopic. Sources where potential conference topics may
be in®lude: internal directive from administration, requests
fro tside source, or from group instigated activities. To

dered as a conference topic, the following conditions

o Of interest to each member of the grdup
0 Within the experience of the group

o Can be solved by the conference method
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o Has only one clearly specified objective

Difficulty in wording the problem-solving topic is often
experienced after a problem suitable for group discussion has been
identified. An effort must be made to word the conference ic
in such as way that it will pin-point a single issue, and will

the conference members a clear idea of the problem t
expected to solve. The topic selected for a proble g
conference must meet the following criteria:

o Must pinpoint a single issue
o Cannot be answered by a simple "yes" or "nV

o Specific and limited so that it can d in one
session
0 Will usually start with the wo or "how"

o Examples of conference topic

- What are the advantag d sadvantages of ?
- How can the conditi e d by be corrected?
- How can the time allo or training be best utilized?

Prepare A Conference Ann@e
If a conference is to be a ting where the members are to solve

their mutual problepf By exchanging ideas and experiences, then it
seems logical to Q em give thought to and prepare for the

conference in a n 5 the meeting. This can be done by sending
to the members¢n ndfincement suggesting the type of preparation
they should n vance of the conference.

The confer ouncement should contain the following:
@ the announcement
o heading "Ccnference Announcement"

&

he word "TO:"
List the persons invited to the conference

:E - Individually or by group, such as rank or title

o The word "FROM":

- Name of conference leader (or if someone else, who the
announcement came from) : ‘
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Body of the announcement
- Date, time, and location of the conference
- A statement of why the conference is being calle

- An explanation of the problem and give the titl§ o
the conference

- Ask members to come prepared to discuss e pr en

= Convey a feeling of importance to theg pa ¥oants

O
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SAMPLE CONFERENCE ANNOUNCEMERT

October 29, 1590

CONFERENCE ANNOUNCEMENT
TO: All members of the Department Training and W
Committee
FROM: William J. Vandevort, Training Office

Your attendance 1s requested at the Cz
Asilomar at 1600 hours on October 31,

Fire Academy at

hed Ey several of the
Jard” to a problem they are
“tain types of fire department

The Training Division has been
departments® company officers in
experiencing with the delivery off CE
training.

The officers have stated em to be "an obvious lack of
interest by several of thd fird) fighters while performing routine
drills during training sesSjong¥. Furthermore, they are concerned

problem 1is essential in order to
of all personnel.

that the correction
maintain operating

th

The conference opdi "How To Increase Interest 1In

Repetitive Drilig®

o this conference to solicit your input and
P solve this dilemma in our training program.
ime formulating 1deas for the solution to thls

I have invi#ed/vo
assistance, t

Please

clusion of the conference you will receive a copy of the
r your own information and use.

n ely,

William J. Vandevort, Training Officer
Conference Leader
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Prepare The Conference Plan

A conference plan is a self-prepared working guide to keep the
leader on top of their subject throughout the conference. Itgis
a reference, to be consulted as often as necessary, and is
result of considerable pre-=planning for the conference.

The conference plan should contain the following:

© The heading "Conference Plan®

o The words "Conference Topic:" (include the Vf the
conference here)

o The word "Introduction®

= Provide an explanation of the aking necessary
information available to th ‘@rence members so that
they get a clear picture o blem
- The objectives of the rengce should also be stated
here
© The word "Definitionsg{

- Provide definiffions any words that could have more
than one meani or fthat may be unfamiliar to the
conference memb

© The words " ted Chart Headings"
= Provifle so chart headings that will be suitable for

use hegconference
- cases these headings will be acceptable to the

cdfiferees, thereby avoiding the unnecessary wasting of
i while chart headings are discussed and selected

é words "Leading Questions"”

Prepared questions are listed here for the purpose of
stimulating discussion during the conference
- They may be used anytime during the conference as the

need arises



0 The words "Cases And Illustrations®
- Provide some "examples® or "illustrations" to assist in
introducing and explaining the problem or to use if the
conference discussion begins to lag
© The word "Summarize®
-~ Summarize the conference and review the reco ndaQions

made by the group that will be entered on the c@pference
report
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SAMPLE CONFERENCE PLAN
CONFERENCE PLAN

CONFERENCE TOPIC: How To Increase Attendance of the Ar Tradning
Officers

INTRODUCTION: V

A. Introduce Problem
1. As a Training Officer you vEy t responsibility
imister

to organize, manage, and training to the
fire service personnel our®department and the

county level.
g he county level we must

f&n and complete the various

2. To direct this trai
meet in order t
training programs.

3. Attendance t eetings in the last six (6)
months ha av@raged two-three (2=3) training
officers peRm h. There are nine (9) training
office in t area.

responsibilities cannot be carried by
two-three (2-3) training officers who

Location - Local OES Office

_ 2@ Results of Low Attendance

1. No training programs developed.
2. Apathy fosters on county and department levels
3. County Fire Chief's &Assoc. gquestions T.0.'s

credibility and county function
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SUGGESTED CHART HEADINGS:

Reasons for low attendance
Methods to improve attendance

LEADING QUESTIONS:

Why do you think there is low attendance?

Do you think this organization is functional? V

What are some methods to improve attendance?

What can be done to overcome this probl

N\

articipation our annual
id not occur. It takes

CASES AND ILLUSTRATIONS:

Due to 1ow‘atténdance and lac
Multi-agency control burn worHs
full participation for succef

SUMMARIZE:

Summarize the conference d review the recommendations made
by the group that wil ntered on the conference report
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Conducting A Conference

The success of a conference depends a great deal on how well the
leader comes across to the group members. The leader should el
out the group <carefully, analyzing their attitudes

personalities. Since no two groups of people are the s
follows logically that the same methods that have been sd@gc 1
with one group might fail with another. It is important the

leader determine the appropriate approach and put the g p aB ease
in order to get the best results from the conference.
Suggestions For Conducting A Conference EV

o Introduce yourself to the group.

= Indicate your name and positio the top of the chart
paper.

o Place the topic'or problem o of the chart paper.

o Define any word in the t may confuse or leave
doubt in the conference mind.

o The introduction to t l1em may take 30 seconds or five
minutes, dependin problem. At this time you are
preparing the mi conference members so they will
be better prepare ontribute in the discussion.

o Explain the s under which you will run the conference

- Youm o tell them that you are not an authority
t, only the leader of the conference.
BAC members to speak up when a thought or idea
493' mind. However, as them not to interrupt if
a -ther member is speaking.

1nd the members to listen to ideas presented by other
members (evaluate the idea before condemning it).

ark your suggested headings on the chart

= The chart headings will usually be accepted by the
conference members, but if they want them changed, go
ahead and replace yours with the new suggested heading.

= You may also find that the chart headings will have to
be changed once the conference has begun. The decision
to change the chart headings should come from the group
members.
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© Begin the discussion with the use ¢f illustrations or
guestions.

- If the members feel any of the suggestions placed on the
chart should be removed, draw a line through the o
they do not want listed

- Keep the discussion on the topic

- 1If the discussion slows down, use illustrati@ms a
and questions to stimulate thinking.

- Do not list your ideas on the chart, butlj u feel
your information needs to be placed thé& chart, try’
to get one of the members to brin You can do
this through the use of direct

= As a conference leader you sh
discussions. :

ecome part of the

the conference when the
tained.

It is up to the leader t
desired information hag

o A summary of the discuss hould be made by the leader

and placed on a char

- Conference me rs want to make recommendations and
if they do, 1li thése on the chart also

- Inform th ers that a report on the conference will
be sent :

Write A Confezxen Rgfort

The confere rt serves to record, summarize, and review the

proceedi o%f, the conference. It is a reminder of the meeting and

the pl o ction decided upon. The report gives each member a

perm record which can be used for reference purposes.

rgaring the report the leader has an opportunity to review and
zegthe problems discussed, and to spot weak, incomplete, and
in points and conclusions. Many times these matters can be
rsidered to advantage at later conferences.

THle report should follow closely the exact language used or the

exact phrasing written during the conference. Minor changes to
clarify points are allowable. :
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S

Short sentences and short paragraphs sections should be used in
writing the report. Conciseness in expression is very desirable.
Avoid involved or wordy reporting.
The conference report should contain the following:

o Date of Report

o The heading: "Conference Report®

o The heading: "Conference Members" y

= List the persons who participated in e rence
© The heading: "Conference Leader"

- List the name of the conference\
o The heading: "Conference Topic ule the title of the

conference here)

o Body of the report

- Date, time, and locatio the conference
= Purpose of the confefenc

- Definitions

- Facts accumulat (based on chart work)

- Conclusions and endations

ions reached as the result of the
h may include recommendations to be
of action to be followed)
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EAMPLE CONFERENCE REPORT

October 29, 1990

CONFERENCE REPORT

CONFERENCE MEMBERS: LaFever, MacDonald, Maffie, @icGre and
Myer
{ ]
CONFERENCE LEADER: Ronald L. Martin
CONFERENCE TOPIC: How to Increase Atténdarkte Of The Area
Training Officers \
The conference was held on October 1 at 0900 hours on

Thursday, October 12, 1989. The pu e the conference was to
determine methods by which attend d be increased at the
area Training officers' meeting.

The arez of concern in this cas as @ecreasing attendance of local

department Training Offic he monthly meeting. The
participation of all the Tfainifig Officers is needed in order to
organize, manage, and admiRist local and regional delivery to
training to the fire pexsonn

The problem discussj tered on two main points: "reasons for
low attendance", fods to improve attendance". The results

of the discussio

ning Officer "burn-out"
centive

6.4 Too frequent

7. Impersonal

8. Conflicting schedules
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1. Bi-monthly meetings

2. Rotating meetings

3. Rotating responsibility

4. Formal agenda with reminders

5. Personal report to the Fire Chiefs

6. Request an appointment of a liaison to our committee
7. Professional/Guest Speaker(s)

CONCLUSION AND RECOMMENDATIONS: V

At the conélusion of!/the discussion, a brief s conducted
and it was acknowledged that the suggestilons ided by the
conference members would be compiled an arfled to the Fire
Chiefs, area Training Officers and confereNge ers.

Sincerely,

Ronald L. Martin, President E

Solano County Training Offi AgEsociation

Conference Leader
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Conference Leading Techniques

Conference Chart Work

Charting refers to the technigque of recording significant
in a conference in such a way that they are visible to al
members. It includes charts which are built up in the cou
a discussion, as well as, those which are prepared in a
the leader. The utilization of charts allows the confere
leader to arrange ideas that are presented by the g i

manner that the conference is stimulated by grea thfinking
Reasons for using conference charts include: {
o Chart headings serve to direct thihki
o Helps to keep the discussion on the i by focusing
attention of the group on the pr
o Provides a systematic means o cKing the problem
© Enables the group to mainta ~to-date record of their

progress

o Since only group-accepte® idefdls are recorded on the charts,
the group is contin ly re of what it recorded, there
can be no accusatiofl of e record being in variance with
the agreed upon ide

preferred because they can be tacked or
ence room and thereby serve as a visual
ed to as the conference progresses for
ne continuity of the conference. From the
up members is gives them a feeling of
h&ir contributions appear before the group and

The use of paper cha
taped to walls of t
record. They can
review and to poi
standpoint of
importance t

serves as entive for more active participation.
Chartwo j:‘\&e most flexible instrument a conference has for
i ideas. As a discussion aid it 1is practically
abI®. But a certain degree of skill must be developed or
s are 1likely to be disappointing. Consider these

oints when making conference charts:

Select chart headings which will help the group solve the
problem most effectively

© Arrange the group so that no one has difficulty in seeing
the charts
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© Allow the group to review the chart headings briefly to see
if any improvement can be made

o Charts should be prepared in advance of the meeting
o Chart should be neatly and legibly lettered
o Avoid using unnecessary or words unfamiliar to th u

© Abbreviations can be used if they are explained e

e \K
o : Record responses promptly = it encourag@ pation
t

o Avoid talking to the chart to such
contact is lost

that group

The leader should summarize and confirm e on the chart that
have been presented by the group. Thj es ot mean that each
idea must be voted on the members, but mean that each idea

should be discussed sufficiently s eW%eader is reasonably sure

& b
that group consensus has been rea @

Also, the leader must remember, tha® tRe chart is a means toward the
end and that writing on the c s Jis a secondary responsibility,

while the primary job is ss the group to think the problem
through.

Suggestions For Dis n Leaders

The purpose of t 1 sion leader is to assist the group to do
its job. The r Helps set the stage, keeps the discussion

wide participation, and assists the group
stematic approach to its task.

moving along
in establis

Some of ctions of the group leader are:

Climate - The leader has an important
in developing the climate of the group. They should
ake sure the group members become acquainted with one
nother. Informality on the part of the group leader along
with a warm and friendly attitude toward all group members
encourage participation. o

o Stating The Question - Clear phrasing of the question which
the group is being asked to discuss is important in
focusing the groups attention on its basic task and
purpose. A well stated question stimulates constructive
and creative group participation.
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Encouraging Group Participation - The group leader can
encourage group participation by:

-~ Keeping aware of individual's efforts to be heard a
by providing them an adequate opportunity to contribu

Helping the group understand the meaning and i
individual contributions

Maintaining continuity of group discussion by igting
out the relationship of similar ideas of ed b
different group members
: I {
| Encouraging inter-member discussion r fhan member-

leader discussion .

ingja non-critical
vatuating member

= Conveying acceptance by exhibhif€
attitude and by refraining '43?

contributions
- Not letting anyone take monopolize the meeting,
and not rely on those re always articulate and

eager to talk

Keeping the discuEsion the subject. Some diversions
may be fruitful,lbut ly insofar as they can be related
to the main topi

ources - In most groups, participants
dge and skills which are useful to the
should become aware of these resources

- A good brisk pace is
ut do not move it faster than the group wants
tience is an important attribute of a good leader

in developing consensus by occasionally reviewing
p@ints developed during the discussion and by summarizing
at appears to be the group conclusions

Do Not Give The Answers - Do not get involved in the
discussion. It is very difficult to be impartial,
especially when you have strong opinions on the subject
being discussed. Other reasons for not getting involved
are:
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= The prestige of leadership may give your view a little
more weight than anyone else's and you will be using
your position unfairly if you express your ideas

- Once you become involved as a participant, expressi
and defending vour own views, you will not have t
perform the real functions of discussion leadeRgh

Tips For Discussion Leaders

o To call attention to a point that has not b sidered:
"Has anyone thought about this phase o he oblem?®

© To question the strength of an argument: ¢'What reasons do

we have for accepting this argument?
o To suggest that the discussion j n ing from the point:

“Can someone tell me what bear has on our problem?”

o To suggest that no new in ti is being added: "Can
anyone add anything to e ation already given on
this point?"®

o To register steps nt (or disagreement): "Am I
correct in assumi th all agree (or disagree) on this
point?"®

o To bring thegfeMgralizing speaker down to earth: "Can you
give us a sfie example on that point?"

o To sugggst gfha®personalities be avoided: "I wonder what
beari s s on the question before us?"

o To hat some are talking too much: "Are there those
e

h@wen't spoken who have ideas they would like to
r .'E
o T uggest the value of compromise: "Do you suppose the

best course of action lies somewhere between these two

oints of view?"
To help a member having difficulty expressing themselves:
*I wonder if what your saying isn't this . . .?2"

69



Generating And Choosing Alternative Solutions

This 1is the “thinking up" phase. It is the bridge between
perceiving, defining, and analyzing a problem, and evaluating and
deciding on a final solution. It is a time for creativity and
originality.

Thinking up alternatives can be lots of fun, particularly
situations. There is less chance of getting fixated and
down. Another person's idea will trigger a new though
mind will take off again. This connective creativity

described and popularized by the advertising professiggég;gd e new

ideas are always in demand. The ad people found
nd
individually.

" ridht conditions groups can achieve "synergy"
creative ideas than group members could generate

A practical technique that can be used to gengratefideas is called
"brainstorming®. It is a technique that e to discussion
leaders because it is simple and effectjmge as so many uses.
Its power stems from a combination ﬁ rategy of deferred
judgement and the natural connective Spgati¥ity of groups. The
rules are simple: Everyone tosses g Shmany ideas as possible.
The ideas are written down by the G ier. Nobody is allowed to
criticize or evaluate any idea til after the brainstorming
session 1s over. ~

Listed below are the essentij ts of a brainstorming session:

o The group leader wiites)/down the problem for which
solutions are ught the conference pad. The gquestion
should be brg pecific, and stimulating.

qﬁéstion should be made clear to the

backgpewund| information as well as information regarding
i will be used.

o} eWghpund rules” for brainstorming should be clearly
1 ed. These are:

very idea is acceptable (even if it sounds silly)

No evaluation of ideas is permitted by the group during
the brainstorming. This includes both verbal and
nonverbal expression of approval or disapproval

= The quantity of ideas is the main goal. This is called
freewheeling.
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-~ Building on the contributions of others, referred to as
"hitch-hiking®, is encouraged. Some of the best
suggestions result from the stimulation provided by the
ideas of others.

= A time limit for the brainstorming stage should he s

o The group leader lists each idea on the conferenceWwa®) a
guickly as possible. It is written exactly as give
Hesitation in recording the idea sometimes givesWgthe
impression of disapproval.

(Usually the session begins with an initial

of ideas
and then slows down. At this point, a n of ideas
may be stimulated if the group remai i for several
minutes and thinks about the problemfand e ideas

previously suggested)
o The follow-through. Once ideas T~§§pressed, something

must be done with them. The mn@&thf@mef evaluating and

utilizing the ideas resulti rQn brainstorming depends
upon the area of freedom oup, the nature of the
problem, and the time av

Another method used to solici® fee@back and ideas is called the

Discussion 66 Method. Dis s 6 is based on the assumption
that group leaders wish to fise scussion technique in which all
of the group's ideas may b® bragught out. This procedure is used
to organize a large group me g into many small groups that work

concurrently on the
questions for a sped

guestion. The purpose may be to get
panel, to identify problems or issues,
eas or possible solutions, or to get
thinking by members of a large group.

Qup leader presents a question to the entire
sse Y, which may be seated in rows in an auditorium or
small tables. . This question should be very concise,

ited, and specific.

e audience is divided into groups of six.
Each group appoints a recorder-spokesperson.

© Each group is to record as many responses to the question
as they can think of in three (3) minutes.

o Recorder-spokesperson records all of the responses
suggested.
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o Each group has three (3) minutes to decide which one of the
responses suggested is most important and is to be
presented to the speaker. Thus, a discussion occurs in.
groups of six members for six minutes - Discussion 66!

There are several uses for the Discussion 66 Technique i
include:

© Providing time so all members may participate

o Making public many facts known only to a few flgmbers of a
small group ;

o Provoking audience questions f

é Evaluating an experience shared by the entifre group

© Making nominations \

o Achieving other purposes depend% a quick canvas of

the thinking of a large grou

Nominal Group Technique

Nominal Group Technique (
group meetings. It allows

method of structuring small
dual judgements to be effectively
pooled in situations where u inty or disagreement exists about
the nature of a problemgpand S possible solutions. The process
has been extensively in business and government. and has proven
especially benefici
planning.

isGQhefpful in identifying problems, exploring
"9‘ ab¥ishing priorities. It works particularly well

The techniqu
solutions, ag

in ‘"stran % grSups where it 1is important to neutralize
differen inYstatus and verbal dominance among group members.
However GTN\is not useful for simple information exchange,
negotiati or policy setting in representative bodies.

al,size of an NGT group is five to nine members. With an
1ze group, the entire process can be comfortably completed
nutes. In no case should the session be permitted to last
hree hours.

Pre-Meeting Preparations

1. PFormulate and test the NGT estion.
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2. Assemble supplies (easel, flipchart, felt-tip pen, masking
tape, and deck or 3 x 5 cards for each group). If possible,
type the NGT question at the top of a sheet of paper and
duplicate a copy for each member.

3. Prepare the meeting room. Wall surfaces should be suitabl
for taping up sheets from the flipchart. The hest tab
arrangement is a U, with the easel located at the ope .

4. Train inexperienced group leaders. If the group 1 er
have never conducted an NGT session, you should, arra a
training session that simulates the process. N
questions for training purposes are either the
guestion the group is planning to use or t al

question, "What barriers do you anticip iMjyusdng NGT in
your own organization?% If the actual estionl is used, the
training session is an occasion to pido%, tes# the phrasing
of the NGT question.

The NGT Question

You should pay careful attentio
It should be as simple as possib
the desired level of specifidity

phrasing of the question.
ut it should elicit items at
d "abstraction.

Several people should be involyed in preparing the question. They

should begin by clarifyi thé objectives of the meeting. They

should then illustrate the s of items they want to get from the

group. With object and examples in mind, they can proceed to
i Q

the composition of estion.

The Opening S en

The openin nt is important because it can set the tone for
ng. It should include at least three elements:

the who X
irst’, the importance of the task and the unigue

cOptributions of each group member should be noted.

o econd, the group should be informed of the session's
overall goal and how NGT results will be used.

o Third, the four basic steps of NGT should be briefly
summarized for people who are unfamiliar with the process.
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Conducting The NGT Process

Step One: ilent Generation of Ideas in Writin

1.

Distribute the question on individual sheets of paper or
display it before the group. Read the question aloud th
group and ask members to respond to it by writing thej

in phrases or brief sentences. Remind them that 51nce

not be collecting their lists, good penmanshlp is u

Ask members to work silently and 1ndependentlz Demo rated
good behavior by doing your own silent writin iately
stop disruptivie behavior, such as talking.

Some members may ask about the meaning o question.
You may illustrate the degree of abstrac 1on esired, but do
not lead the group in any direction. 51stent

questioners to respond to the NGT whatever way is
most meaningful to them.

Allow four to eight minutes fo
a short period of silent writi
the members produce.

tep. In a large group,
imit the number of items

Round-Robin Recor

2:

Explain that the objec
thinking.

f this step is to map the group's
the table, each member is to

present orally o ca from his own list in a phrase or brief
sentence witho elaboration, or justification
You will con go around the table until all ideas have

been presentgd

member is to decide whether their item
dupli already presented. A member may pass at any
time ay re-enter the process later in their turn.
(C inugytd call on members who have passed). Encourage

to "hitchhike" on others' ideas and to add new items,
ven tlpugh these items may not have been written down during
S#€p One.

Explain

T leader should record items on flipchart sheets as rapldly
possible, numbering items in sequence and recording them in
the member's own words. If possible, avoid condensing and
abbreviating. Ask long-winded participants to come up with
simpler wording. If this causes delay, tell the person you
will return for a shorter phrase and move on to the next item.
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After ybu fill a sheet with numbered items, tape it to the wall
where it will be visible to everyone.

With a large group, the length of the list can be controlled
in several ways. For example, you can announce in advance
vou will solicit items around the table only two or t
times. Or, when a sufficient number of items have b
generated, say that you will go around the table only
moxre.

Explain that the purpose of this step is
presented. Read each item aloud in se
comments. Members may note their agree@lent Bf disagreement,
but arguments are unnecessary since
independently in Step Four. Do no
As soon as the logic of a positiqs

ime on conflict.
r, end discussion.

tes to be devoted to this
allow two minutes times
short, allow only the number
us 15 minutes for the voting

Announce in advance the number
step. (The usual rule of th
the number of items. If ti
of minutes until adjournpent,
in Step Four).

Encourage viewing thel listf as group property. Anyone can
clarify or comment on em. Above all, do not ask a member
to clarify the item the ave contributed. It is particularly
useful to encol omeone other than the contributor to
clarify items The group leader can model good behavior at an
i th a comment such as, "Well, to me this

ew items can be added and small editorial

.7 Duplicate items may also be combined. However,

B should resist attempts to combine many items into
“egories. Some members may seek to achieve consensus

our: Voting

Ranking is the simplest and usually most effective voting
technique. Sometimes ratings are used, with each of the five
most important items on a list rated on a one to five scale.
Ranking is usually preferable, however, since it can be quickly
tallied and the results are easily interpreted.
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Each person should receive fire 3 x 5 cards (seven cards if the
list is long). Ask members to select the five (or seven) most
important items and write one in the center of each card. They
should write the item's sequence number in the upper left
corner. Tell them not to be concerned with penmanshlp th
only purpose of writing the item on the card is so that e
will not have to refer back to the sheets on the wall w
rank-order their five cards.

6 | V
Parking spaces

reserved for

For example:

handicapped.
Give the group a time limit (fo ive minutes) for
selecting its priority 1tems a ountdown ("You have two
minutes left"). Request th group members work 51lently,
and that they wait to rank-or e cards until everyone is

finished and the ordering n bé& done together.

When everyone has completedgthe set of five (or seven) cards,
announce that the rank deping will begin. Go through the

following instructj out delay, 'using this general
wording:
o Spread out in front of you so that you can see
' all fi at once. Decide which card is more
. t

n all the others. Write 5 in the lower
orner and underline it three times. Turn thel
the least i ini

is important of the four remaining
rd ? Write 1 in the lower right-hand corner an
erline it three times. Turn the card over.

Select the most important of the three remaining cards.
Write 4 in the lower right-hand corner and underline it
three times. Turn the card over.

o Select the least important of the two cards that are

left. Write 2 in the lower right-hand corner and
underline it three times.
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o Write 3 in the lower right corner of the last card and
underline it three times.

Parking spaces
reserved for
handicapped.

&Qbe vote on the
1y

nkings alongside a
8@l example below shows
list of 27 items

Collect the cards, shuffle them,
flipchart in front of the group.
column of item numbers. The hypo€®
how a group of six members vo

v
2,1, 1, 1 15. 3, 3
16. 4
, 4, 5, 5, 3, 17.
, 2 18.
19. 4, 3, 3, 1
20. 2
21. 1
22.
23. 4
24.
25.
26.
27.
5,04, 2

iscussion of the voting pattern. Resist the temptation

play numerical games, such as adding the rankings together
ogrrive at a consolidated score. In the above example,
adding the scores would obscure the different patterns of
upport for items 1 and 5. '

If time permits, the group can further clarify the items and

vote again. Keep the discussion brief, and caution people not
to change their minds frivolously. Research shows an average
change of only 10 to 12 percent from the results of the initial

vote.
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Summary Of NGT Procedures

PremMeetiné Preparation
o Formulate and test the NGT question
o Assemble supplies

o Prepare the meeting room

o Train inexperienced group leaders V

Opening Statement i

Inform the participants of the context of t session, indicating

how NGT results will be used in subsequen . Summarize the
four basic NGT steps for groups who familiar with the
process. .

Conducting the NGT Process

1. Silent generation of ide in ing
Read the question aloudfand members to list their responses
phrases or brief sentehces)) Request that they work silently
and independently. Al 8 minutes.

of ideas

2. Round-robin rec
Go around t t &ind get one idea from each member. Write
13
’ s

the ideas o chart. As you finish each sheet, tape it

to the w t the entire list is visible. Encourage
hitchhi ther ideas. Do not allow discussion,
elabor@t , or justification.

3. 8 d ussion of the list of ideas

lain” that the purpose of this step is clarification. Read
emgl aloud and invite comments. Then read Item 2 and

inue discussing each item in turn until the list is
ered. Arguments are unnecessary because each member will
have a chance to vote independently in Step 4. As soon as the
logic of a position is clear, cut off discussion.
4. Voting
Each person selects the five (or seven) items that are most

important to them and writes each on a 3 x 5 card. These are
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then rank-ordered. The votes are recorded on the flipchart in
front of the group. The group then discusses the voting

patterns. If desired, the items can be further clarified and
a second vote taken.

Decision Making

The decision making process takes place within a spa@e
during which the problem solver or decision maker(s)

toward a projected goal. If any of the elements oiaé:j;;

making process are overlooked or misused, we can
exceeding the "operating tolerance®.

For example, if too much time is taken on s in e "climate",
or it too little attention is paid to stati thé question, or if
too rapid progress is made toward reac thg goal, then the
decision making process breaks down. h\

Elements of decision making can be - o much or too little
emphasis but as long as deviatio o Wwot exceed the operating
tolerance, effective decisions ached. The discussion
leader needs to be aware of th thetical operating tolerance

and be capable of taking correctiv@a@tion when is becomes apparent
that the group norms for deciSjon king are being violated.

The elements of decision mMlaking include the following:

o i . imate ually conducive to problem solving
» g is one that is free from threat and one

Sical and psychologlcal surroundings are

expression of opinion and consideration

Ground rules involve determining the
to be used, the type of participation, and the
Nof time available to reach a decision.

its. What is being expected of the group, what
icies, rules, traditions, and directives serve as
idelines within which decisions are to be made.

Stating The Question. A question asked of a group should
be short, understandable, specific, and meaningful. The
group should have the question in their view at all times.

o Collecting Data. All facts, opinions, and circumstances
having a bearing on the question should be brought forward.
At this point in the problem-solving conference, group
members should state opinions and differences, but should
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not try to make their point of view prevail. This is the
time for collecting evidence, not the time for deciding
whether or not the evidence is conclusive.

o Weighing The Data. Pros and cons can be examined to
determine the validity of the data which have been
collected. This should be done with the viewpoint_o
determining "what really is the problem”.

o Determining Problems. Group members must now indicdate #hat
they believe to be the problems, and chancesqare t real
problem or problems will be somewhat diffe th
originally anticipated.

data, members try to understand oth oints, hidden
agendas are explored, and member uraged to state
their opinions. The result is alWpossible solutions
are brought forward.

o Determining Alternate Solutions. 1In p s of
weighing data and determining problens|] theggroup evaluates
vi

o Choose Solution. Select t tifon that appears to be
most appropriate. Almostja ys, there will be more than
one acceptable solution toWth®, problem..

nY, MHnce made, require action. It
1s to be done? How is it to be
done? Who will do en will it be done? What type
of accountabili co ls will be employed? What kind of
feedback wil sed to report results of the decision.

o Taking Action. Decj
must be determined: Wha

Functions Of TheGr Observer

e process of watching how a group functions;
ays or processes it used in trying to achieve
The use of observers is based on the assumption
unit which has a process of operation, and that

improve its own procasses, the group must have data
abo w it is operating. s -

os®'groups the on-going process continues at a low level of

ivity because there is not a device or mechanism for helping

t group diagnose its difficulties and change its processes. The

observer role has been developed in an effort to change the level
of productivity.

The group observer serves as a dgroup conscience and seeks to
observe, record, and report back to the group data about the
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group's behavior. In order to evaluate its processes, the group
needs several different kinds of information about itself
before changes in its behavior are possible, such as:

o Does the group have a direction toward a goal?

o Where is the group located with reference to its
solving?

6 What is the rate of progress toward the goal?

o Is the group using the creative abilities 1 s
members?
A group observer may record data on a e of group
phenomena, such as, leadership roles, problems off communication,
motivation, participation patterns, inte n relations and

other factors which effect the group pr productivity.

basis on which to
. Therefore, the major
eedback to the group in

Without such information the group
evaluate the effectiveness of its paOCes
purpose of the group observer to
regard to the discussion pr so it may overcome any
difficulties it may be experiencl In order to give complete
attention to group process, t observer does not participate in
the general discussion.

In some groups a pattern hag§ b established whereby the last ten
or fifteen minutes o mee g are set aside for discussion of
their progress with observer. A most effective use of
observers is to pe lem to break into the discussion at any
time they feel t pficial to do so. In this way a group often
has a chance rly take stock of its process and take

er its behavior. To always wait until the

in§yan analysis of group behavior. Very often the observer
i ecause the observer makes a report which is highly
and judgmental. Group members may resent such a report
i€t the "feedback" it is getting until it discovers that the
's comments are directed at persons, but at process. When
a report to the group consider these suggestions:

o Skip and personality clashes
o Report favorable observations, and "accentuate the

positive". Call attention sparingly to weak points at
first; as the group matures comments about difficulties
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may be increased.

o Phrase comments about data in the form of tentative
hypotheses or expressions of feelings, such as, "how did
you feel about our progress?" or "I was wondering what
would have happened if we had made a decision earliexr2"®
The ocbserver may want to ask the group if they agre
these observations. This manner of reporting permitSht
group to reject any of the observer®s comments if all
the members are not ready to accept them.

o Do not make judgmental analysis V

o Try starting comments on the participatio atterns,
communication problems, or problems or ie ion and
goal setting.

t

An observer may enter the discussion with_gu ents as:

. I wonder why?
During the past ten
speaking. Do we need a
point? Most of us seem
earning"® for an hour. Is

"We seem to be bogging down as t

summary sSo we can go on to t
lost. We have tried to defi

Or an observer may confine e remarks to a brief statement at the
close of the meeting, such :

stes our leader did most of the talking,
f the group became involved in the
member did not participate during the

then more and
discussion. 1
-whole sessioff.®

"No one ke or more than five times and everyone

partic least once"
"pPo I&a d facial expressions indicated great interest

t ughout”the session. Only once did we have a near crisis.

at wa® when one member said "but how can anyone think like

? I don't agree with you at all!" The leader saved us by

whether -we could see how some people really do think

th and several members gave illustrations which helped all
us understand that point of view”.

"This is a good session. We have begun to think together as
a group. Was one reason for this the fact that no one
challenged another's judgment although several of us found
inadequacies in the solution the group had worked out?
Everyone seemed to be trying to advance the group's thinking
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e

rather than to sell his own idea®.

"We were working at cross purposes during much of this
session. Two definite fractions emerged early in e
discussion, one ‘pro' and one ‘'con'. Instead of helping e

to see the other's point of view, most of us wer
thinking up arguments on one side or the other. On
suggested a restatement of the problem to take into count

the evidence on both sides, but no one else pick up.
We might have used the blackboard to list the eviden both
sides with which we all agree, the alternati on ich we
do not agree, and what evidence is further n .4 Perhaps
we could spend part of next session studyi W got into

this jam and where we go from here?"
The observer's role is like a mirror. Throu thé@ir observer, the
group sees itself in action. However, theli eflected may be

less beautiful than expected. Unless oup and each of its
members can accept the observers's rep ary effort at objective
appraisal, it may do more hare tha . uch depends upon how

the report is presented.
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STUDENT INFO

PARTICIPANT:

FIRE INSTRUCTOR 2B

BIOGRAPHICAL SKETCH EXERCISE

RATING FORM

EVALUATOR:

Record written observations of the presentation in the appropriategspac

Voice:
Body Language:
Eye Contact:

Grammar /Vocabulary:

Command Presence:
Audience Attention:
Audience Response:

Use of Humor:

Use of Visual Aids:

Logic of Presentati

Excellent

Good

Fair

Poor/Improvement Needed
Unsatisfactory

APPENDIX A

Grade

SWOoOIrNO

Job Dimensions

Oral Communication Skills
Composure & Self Control
Organization of Material

Total

Grade

/]



’ - As people represent information internally, they meove their eyes,
even though that movement may be dngt With a unnally or-
. ganized right-handed person the following beldk true, end the
* resultant sequences are systematic. (NOTE: There are some people
| wbo are organized in a right-to-left reverse manner.)

| VISUAL(V)  AUDITORY (A) JKINESTHETIC (Rsb |

- Eye movements can allow you to know bow a person is internally .
" representing bis external ‘world. The person’s internal represen- .
tation of the external world is bis “map” of reality and each
person’s map is unique.

' AmmAnAdiv D

o



JAL‘ 3
V%Pﬁ%,

EYE-ACCESSING CUES

§~

- VR Visual rmembere@\g images of things seen before,

in the way the n before. Sample questions thar

- usually elici d of processing include “What color
are your gfoghe eycs”' and “What does your coat look -

ore. Questions that usually elicit this kind of processing

Q e, or seeing thmgs differently than they were seen

clude “What would an orange hippoporamus with purple

.. spots look like?” and “What would you look like from the

other sidé of the room?” _

o AR Auditory rcmmbered: Rcmgmbering sounds heard be-

fore. Questions that usually elicit this kind of processing

include “What's the last ‘h‘“g I said?” and “Whart does e

your alarm clock sound like?”
. % -



w <+

j | EYE-ACCESSING CUES
ve 7 VR '
NS
AS Q@ QO =N\
( . N/
)

A€ Auditory commm@?nng words never heard in

quite that way be g sounds or phrases together
in a new way. ns that tend to elicit this kind of

processmg you were to create a new song nght

_ now, w 1: sound hke’" and “Imagine a siren
. sound an electric guitar.” f .

ry digital: Talkmg to oneself. Statements .that
ehcxt this kind of processing include “Say some-
g to yourself that you often say to yoursclf’ and “Rc-
cite the Pledgc of Allegiance.”

- K Kinesthetic: Feeling emotions, tactile sensations (sense of

touch), or proprioceptive feelings (feelings of muscle move-

. ment). Questions that elicit this kind of processing include

“Whar does it feel like to be happy?” “What is the feeling

~ of touching a pine cone?” and “Whart does it feel like to

e 3P Q7



- INSTRUCTOR INFO

FIRE INSTRUCTOR 2B
GROUP DYNAMICS AND CONFERENCE LEADING

LEADERLESS GROUP EXERCISE

INSTRUCTIONS:

The Fire Chief has been delayed in getting to today's stgff
meeting. He has called and requested that the group begify t

meeting without him. y
Please discuss all of the items listed on the aggnda ave a

consensus agreement among all participants pri hi® arrival
in approximately 30 minutes.
STAFF MEETING AGEN #

1. Fire Officer I certification is bei conSidered as a
prerequisite for testing for Fi p®in in the department.

Chief Officer certification i 1ng considered as a
prerequisite for testing to C fficer. The Chief has
as
o

stated that if he uses the r&@8requisites, that he would
waive the written examinaggd at are the pros and cons of
the issue?

2. The paramedics have raise question of "paramedic burnout®.
W what plans the department has for
in the future. What steps can we
otential problem?

3. One of this als is to increase the department's
ogram. Please discuss ways of providing a
wire education for the public. Please provide
ce ideas with an estimated cost of each.

4. Boo e been missing from the station libraries. What steps
e for controlling this that will still allow the
o be used by department personnel?

ons¥der the issue of having a routine station, apparatus, and
personnel inspection program. Develop recommendations for an
inspection policy that will include: who will do the
inspections, when the inspections should be accomplished, and
how the results will be documented.

6. The Training Officer has been experiencing difficulty in

* getting the training manual sections completed by those
companies assigned to do the work. He would like. some
recommendations on what could be done to get the training
manual completed.
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INSTRUCTOR INFO

FIRE INSTRUCTOR 2B
GROUP DISCUSSION TECHNIQUES

LEADERLESS GROUP EXERCISE

INSTRUCTIONS:

The Fire Chief has been delayed in getting to today's staff
meeting. He has called and requested that the group begin fhe
meeting without him.

Please discuss all of the items listed on the agenda a ve
consensus agreement among all participants prior to his ol
in approximately 30 minutes.

STAFF MEETING AGENDA $2 \
The present EMT-1 training program must#belreWised. (The EMT

instructor is on shift, he trains the captfTH® once each month
and then the captains train their re tWye crews). Our only
instructor will not be able to tea the first of the
year due to a change in instructo lifications. We need to
maintain our EMT-=1 FS certificatioma we need at least two
alternatives to the present s m.

The department is going to y afnew piece of aerial apparatus
equipment. We need a conse sgddecision on which type of
aerial apparatus to bu an arcticulating boom, a ladder
platform, or an aeria] dder. Please provide a recommendation
and the rational fop Ye ecision.

The department is @ofisidering using non safety employees to do
fire preventioyf MasPegglfions. The city manager has determined
oad on the fire fighters would allow him
0 10 fire flghters off the line and into these

to move fr 5
new posi n t8a reduced wage. We need to develop a list of
pros an ] this issue along with a recommendation.

Which type should it purchase, the polycarbonate
e or the traditional leather helmet? Please support

 has been discussing the possibility of developing an
extra duty (overtime) call back system. Develop a fair method
for calling back personnel for extra duty (overtime) which will
be acceptable to the majority of the employees.

It appears that the captains at e3ch station are not
communicating. There is very 1littl® consistency in getting
things done between shifts at the fame station. Make a
recommendation to correct this problem.
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INSTRUCTOR INFO

FIRE INSTRUCTOR 2B
GROUP DISCUSSION TECHNIQUES

Leaderless Group Exercise Rater Instructions

While evaluating the participation and contributiong of r
candidate, consider the following behaviors.

® Was your candidate selected as the discussi V? Why?
e Was your candidate selected as the recor ? &5
@ Was your candidate selected to presenff theggroup's

recommendations? Why?
e Did your candidate outline "beha® to facilitate

discussion (look for positives 2@ other's ideas,
take turns, brainstorming i itially, practice
active listening, etc.)?

e Did your candidate offer i that seem to have value to
the group? Could they jUgtify their opinion?

e Was your candidate vol@¥ed in the discussion versus just
"play acting"?

e Did your candi
recognize thei

®
) date serve as a "gatekeeper" to keep the

n moving along?
® andidate monopolize the discussion, become overly

and find fault with others?

your candidate able to verbalize persuasively,
ncisely, and logically?

In eValuating your candidate, please use the dimensions shown
below:

Problem Analysis

Oral Communications
Interpersonal Sensitivity
Composure and Control
Decisiveness
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INSTRUCTOR INFO

FIRE INSTRUCTOR 2B
GROUP DYNAMICS AND CONFERENCE LEADING

Leaderless Group Exercise Rating Sheet

Candidates Name:

Raters Name:

Instructions:
Rate each dimension with a score between 1 and 9. n er 1
being the lowest score and the number 9 being the n score.

The scores are ranked in this manner:

Problem Analysis

Oral Communication

Interpersonal Sensitivity Q

Composure and Contro

Decisiveness @Q
Total Score: %

General Comm S

e

Below average: 1-2-3 Average: 4-5-6 ?\ age: 7-8-=9
Dimension: % Score: :
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“LQST GN TE‘QE MG@N” "E’EST |

Your spaceshﬁp has just crash Eandcd on the moon. You
“were scheduled to rendezvous with-a mother ship 200
miles away on the lighted surface of the moon, but the
.rough landing has ruined your ship and destroyed all the
equipment on board, except for the 15 items listed below.

- Your crew’s survival depends on reaching the mother
ship, so you must choose the most critical items avagi&bl

~ for the 200-mile trip. Your task is to rank ﬁze 15 1tem0
terms of their importance for survival. Place numbg
by the most important item, number two by th&sdegn
most important, and so on ihmugh number 15,
important.

| Box of matches -
___Food concentrate

—Fifty feet of nylon rope e
- ——Parachute silk » -

—Solar-powered porta he ng un‘at |
Two .45-caliber p ols
e One case of dehy te mxlk

A axd kit contammg mjccnon nced&es o |
—0 ar-pewcr@d FM i‘ecewcratransmltter SRR,

CMppendixG o g



LOST ON THE MOON TEST: THE ANSWERS

Following are the answers to the group problem-salving test, “Lost on the Moon, ’

ltems NASA's ‘ NASA's . Yours Eror - - Group Error
. R Reussoning flanks Ranks Pointe Ranks Palnts

Baoxof - - -
matches

Food’
concen-
frate

Fifty feat. - | Q‘ -
of nylon . %

fope -

Parachute
silk”

’ o, K
Solar- ’ . : Te
powered
ponable : . -
heating
unit

Two .45:.
caliber

pistol

0

Two
100-pounc
tanks of
oxygen

Stellar

map (of

the '

moon's

constel-

lation) —



- kit

Self-
inflas
ting lile
raft

Magnetic
compass

Five
. gallons of
- water

Signal
flares

First-aid -

Injection
needles

Total

Scoring for individuals:

. - 0-25—aexcellent 56- 70—poor . -
Error points are the absolute 26-32—good. 71-112—very poor, '
ditference between your ranks 33-45—average . suggests possible faking
and NASA's (disregard plus  46-55—f{air or use of earth-bound

or minus signs). : logic.

A

au



STUDENT INFO

FIRE INSTRUCTOR 2B
GROUP DISCUSSION TECHNIQUES

Discussion Technique: Symposium=Forum

Discussion Topic: Work week/staffing change proposal

Scenario: V

The city of Asilomar has proposed to ge)) the fire
department work schedule from a 3-platoo 6 work week
to a 3-platoon 40 hour work week, each atopn working a 8
hour shift per day. In addition the & ts to replace
regular fire fighters that are on s ulgd leave with part-

been done in the
ew program of part-time
3d and implemented. The

time fire fighters. ©Neither propgq
City in the past, thus a complete
fire fighters would have to be dg
City claims that as much as 1.
in overtime costs by reducing duled overtime due to Fair
Labor Standard Act, requiriang ime payment for all hours
worked over 52 in a work d overtime for call back of
regular employees to fi i vacation leave.
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FIRE INSTRUCTOR 2B
GROUP DISCUSSION TECHNIQUES

Discussion Technique: Symposium=-Forum

Introduction:
The symposium-forum discussion is a series of brief es
on a single major problem or topic, with each sp r selected
because of their position or expertise. Althougiht eakers

W order'to cover
i t Anteraction
completion

determine what each will say ahead of time (
the subject without overlap), there is no
among the speakers during the presentatiofls.

i o participate

of the presentations, the audience is jnwited
x to the various

"by expressing opinions or directing
sSpeakers.
Discussion Topic: Work week/staffi an proposal

Assignment:
As a .22 " person grouf proje@t, be prepared to present your
topic before a public gr@up llowed by audience participation
in the form of gquestio o specific speakers or by the

expression of opij relative to the discussion. You will

LO
need to select chlirperson, assign speaker roles, and
audience partif€ipaNts Individual roles will include:

o Chairpe ofessor, Communication Studies, ASU .
0 Speak ity Manager - Pro
: City Council Member - Pro

- Fire Chief - Pro

- Union President - Con

- City Council Member - Con

- Line Battalion Chief - On-the-fence

udsience - 15 members representing the community and
the fire department

Discussion time is limited to 30 minutes. Each speaker has
4 minutes to make their presentation. The audience will be
allowed to ask questions for the remainder of the allotted

time.

Each speaker and the chairperson must prepare an outline of
their presentation which must represent their assigned role
during the discussion, as well as, questions developed by
those members serving as the audience, and hand it in to the
instructor at the conclusion of the exercise. ’
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STUDENT INFO

FIRE INSTRUCTOR 2B
GROUP DISCUSSION TECHNIQUES

Discussion Technique: Panel-=Forum

Discussion Topic: Private contg:*act fire protectdéon ;¥tl

Scenario: \< ’

The city of Asilomar is primarj
some commercial and light ind ith a population of
approximately 50,000. The fj ment has three stations
(3 engines and 1 truck) w3 hW45 paid employees and 25
volunteers. The departme budget is 2.3 million dollars.

bedroom community with

The city is experienci ome financial difficulty and is
looking for ways educe spending. A private company has
made a proposalX rovide fire protection on a contract

ontinue employment, but at a reduced pay.
full time employees would not be needed.
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~ STUDENT INFO

FIRE INSTRUCTOR 2B
GROUP DISCUSSION TECHNIQUES

Discussion Technique: Panel-Forum

Introduction: y
The panel-forum discussion is a method of p ic dressing

a topic of general interest in front of a audience.
At the conclusion of the discussion byfthe elists, the

audience is invited to participate by ressing opinions or
directing questions to the various panx ers.

Discussion topic: Private contract fiagxeNprotection proposal

Assignment:
As a ten person group Jéct /'be prepared to present your
topic before a public gfoup followed by audience participation
in the form of questio to)ispecific panel members or by the
expression of opinions ive to the discussion. You will
erson, assign panel roles, and audience

dual roles will include:

need to select a a 1P

participants. @

o Chairpers% ty Council member
s

o Panel President, Taxpayers Association
Presedent, Local Fire Fighters Union
Presedent, Private Fire Protection Company

Asilomar Fire Chief
o &Z - Five members representing the community
sguss

n time - is limited to 30 minutes. Each panel member

3 .minutes to make their presentation, 1 minute to make a

le, and 1 minute to summarize. The audience will be

wed to ask questions for the remainder of the allotted
time.

Each member of the panel and the chairperson must prepare an
outline of their presentation which represent their assigned
role during the discussion, as well as, questions developed
by those members serving as the audience, and hand it in to
the instructor at the conclusion of the exercise.
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FIRE INSTRUCYTOR 2B
GROUP DISCUSSION TECHNIQUES

Discussion Technique: Public Interview (Colloquy)
Introduction:

A public 1nterv1ew (colloquy) utilizes two groups
of three or four in each group to discuss a toplc
before an audience. One group is composed of the

topic while® the other group represents th e with
prepared questions and remarks pertinent to he t The
presenters and the questioning group may advance on
a list of major questions or topics to be sed or the

discussion may be entirely spontaneous

Discussion Topic: Should fire flgh‘.:e]:'@~ e right to strike?

*signment:

As an eight person group projecf, be prepared to present your
topic before a public audl llowed by questions asked by
the group of gquestioners ng as representatives of the

audience) . You wil --d to select a chairperson, assign
roles for speakers questioners. Individual roles will
include:

© Chairperso yoyf, City of Asilomar

0 Speakers A omar Fire Chief - Con

esident, Local Fire Fighters Union = Pro
City Council Member = Con
City Council Member = Pro
© QugsStidmpers - City Editor, Asilomar Daily News
= News Anchor, ASTV Channel 11
- President, Asilomar Chamber of Commerce

Dis ime is limited to 30 minutes. Each speaker has 4
minut to make their presentation. The question panel will be
allowe he remainder of the time to ask questions of the speakers.

Each speaker and the chairperson must prepare an outline of their
presentation which must represent their assigned role during the
discussion, as well as, questions developed by the question panel,

‘d hand it in to the instructor at the conclusion of the exercise.
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AGENDA

1. Final results of management wage
survey

‘Comparison City's / Accountant Johg
Smith / 15 min. 0

Final proposal / Chief Thomas JN\10
min.

Questions / Group / 10 \Q)
- 2. Master plan proposa?Q‘
Overview of pro@ Chief Kilroy /

30 min.
Questions ggp / 10 min.

I Qﬁf current program / Captain
23

15 min.

2%uestions / Group / 5 min.

Summary
Chief Taylor / 10 min.

&
&
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Minutes

Staff Meeting October 30, 1990 0@

Personnel Attending: Chief Thomas,
Kilroy, Taylor, Schmidt, Elliott. aptain
Brown, Accountant Smith N

1. Final results of managem%’ age

survey, action: - approQ~ group
2. Master plan prop tion: - group
needed more detail be added to

agenda for Janu eting. Chief
Kilroy to condu@urther research.

3. Mutual @ction: proposal denied
by grou

4. S ry, action: group develop
. a a Mor November meeting, Chief
oy* to chair, Chief Thomas to .take
tes.
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HOW TO CONTRIBUTE AS A PARTICN

Most people who conduct meetings also attend meetings.q The yﬂlful

they become in conducting productive meetings, the mor ic become of
the meetings they attend. So what should they do when\they asked to attend
a meeting they feel will be “nonproductive?” Sey, es are available:

1. Don’t go. Make up a good e3

(]

Go, but demonstrate yousfdissatisfaction by refusing

3. Go and help th bg/productive.

Obviously, alternative numiber thiee is usually the best. The problem is, how

productiv,
Kng \ Are There
VO

u don’t get adequate notice, ask for it. Try to get details on time, place

ithout causing resentment on the part of the leader?

ur boss, tact may be essential.

objettives so you can plan and prepare to be there. Suggest that other partici-

andf get the same information.
%e There On Time
Get to the meeting before it is scheduled to begin. Be in your seat ready to

go. Encourage the leader to begin the meeting on time. You might tactfully say,
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“Well it’s 9:00, let’s go.” or “If you aren’t going to start the meeting on time, I

guess I'll go back to my office to make a quick phone call.” Hints like this

Meeting.

subjéct is, ask

usually stimulate the leader to start on time.

Stay On the Subject
Be sure you know the subject being discussed and the objective

If you participate, stay on the subject. If you aren’t sure w

for clarification, not only for your own benefit but for thé|benefig of the group.
You could say, “Will you put the objective (or questiox\ oard (flip chart)

so it’s clear to all of us?”

Don’t Cause Problems For the Leader

Go to the meeting with a positive afgi an objective to help make the

meeting as productive as possible. e are @few “don’ts” to remember:

1. Don’t start side convers@itions. oAfd ignore anyone who tries
to start a side conversation withl you.

2. Don’t be interggbicdyby a telephone message unless it’s an emergency.

cader or with another member of the group.
avoid arguments.

3. Don’t ar wit
Challeng€ yest bu

FN

. D e C ol of your emotions.
5 esitate to ask questions if you aren’t sure about something.
&m’ try to do other work during the meeting.

pen To the Ideas Of Others
t’s amazing how openmindedness begets openmindedness. When you are
willing to listen and are openminded to the ideas of others, they are more apt to

be openminded toward the ideas you present. Use such comments as:
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“] see what you mean.”
“I understand how you feel.”

“You have a good point there.”

“I hadn’t thought of it that way.” ! V
Try To Help the Leader Control the Meeting
Be on the alert for the meeting getting out of control. n , act

as follows:
1. If heated arguments occur between participfin Aourself in

between. See if you can help each one sé or person’s side.

teas or ask for a
“I"d like to hear

2. If one participant dominates, insertg
contribution from another perso
Bill’s ideas on the subject.”

3. If interruptions or distra ay “I wonder if we can

get back to our objectivg.”

4, If you feel that a
on track with a

the objective.’

particip off the subject, gently bring it back
mment like, “I’'m not sure how this ties in with
sht stimulate the leader to restate the objective

out of control, try to bring it back by restating
summarizing what has been accomplished and what

HeréNis a summary of the opportunities and duties of a participant in a

lem-solving conference:

1. Contribute ideas to the discussion
a. Understand why you are attending the meeting.

b. Make sure you understand the problem.
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c. Offer facts and opinions where appropriate.

d. Maintain dissenting views in face of opposition but not to the
point of having a closed mind or being obnoxious.

2. Listen to the ideas of others a
a. Listen carefully. V
b. Understand the viewr®ints of others.

c. Help others to develop their views and ideas.

d. Be courteous by respecting their opinions e i ent

from your own.
3. Consider the problem objectively
a. Maintain an objective attitude.
b. Avoid giving or accepting opini@ns@s facts.
c. Avoid becoming emotj
4. Contribute to the orden@ct of the meeting

a. Arrange mat o that personal interruptions are unnecessary.

om dominating the meeting.

the leader maintain order.

Nece Requirement: Pay Attention !

You won.’t be able to contribute at all unless you are attentive. Perhaps the
words of advice are: Pay attention! Sometimes this is very difficult to do
ecause the subject is dry, the leader is a poor communicator, the physical facilities

are poor or you have something on your mind that bothers you. You therefore

are tempted to become a poor listener.
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According to Ralph Nichols, author of Are You Listening?, there are ma
things that you can do to stay attentive and listen. Here are some that appl

specifically to meetings:
1. Find areas of interest. Look for ideas and topics that ¢ w
to you. These ideas can come from the leader or o ipa#its.

2. Judge content, not delivery. Don’t be upset an

monotone voice or the fact that the speaker

3. Hold your fire. Don’t get overstimula ntvoff on an emotional

tangent because of a word or phr t speaker used. According

to Nichols, “The aroused pers omes preoccupied by

trying to do three things sinult he calculates what hurt
is being done to his o t e plots an embarrassing question
to ask the speaker; hefenjoysfimentally all the discomfiture visualized

for the speaker_gnce the astating reply to him is launched. With

these things i, subsequent passages go unheard. We must

excited about a speaker’s point until we are

to
cerfai th ghly understand it. The secret is contained in the
we must always withhold evaluation until our compre-
& n is complete.”

Resist Distractions. Sometimes it means removing distractions by

closing a door, turning off a fan or pulling a window shade. Some-

Q& times it requires a different approach, concentration to overcome
3.

the distraction.

Take Notes. In addition to these mental processess to improve

attentiveness and listening, the physical process of taking notes
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can be helpful. A person who takes notes during a meeting is
more able to resist boredom and disinterest than one who doesn’t.
Obviously, note taking requires listening and a person who vows ¢

come out of a meeting with notes is committed to listening.

A word of caution is necessary for note takers. Note t c
$bea very frustrating experience. For example, some pe s ar

trained to make a formal outline as follows:

I. First Main Subject \

A. First subpoint under I

1.
2.} subpoints under s
3.

er J(“’If there is an “A”, there

So, the wgte comes frustrated and probably decides that the speaker is not
we&gartiz anid therefore not worth listening to.

< ;Nich s offers two approaches for taking notes. Both of these require listening

£

art of the note taker. And both include flexibility to adjust to whatever
nization of material that the presenter uses. Nichols calls the systems “précis
writing” and “fact versus principle.”
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Précis writing requires the listener to write notes only at widely-spaced inter-
vals of time. When the talker begins speaking, the note taker listens for two or

three minutes and then writes a short paragraph or a one-sentence abstract of what

was said. This spaced listening followed by writing continues for the entire prV
is

sentation. As precis writing is practiced, the note taker will discover that th

usually a clear-cut breaking point between ideas being presented. The follgwing

s 13

transitional words provide the clues: “My next pointis . :.,” or othe

for consideration is . . .,” or “Now let us look at...” .

The fact-versus-principle system requires an entirely df approach. This
system presupposes that the note taker should collec
be put together at a later time with some semblange The pieces that are

most worthwhile to collect are facts and pringiples. eWote taker divides the

paper into two columns:

FACTS INCIPLES
The listening efforts are partl @ oward trying to determine what is a fact
and what is a principle in gffe spokefygWords. This may be a difficult task, but the
effort is worthwhile ny{iactgfand principles can become the basis for usable notes.

In addition raditional outline approach and the two systems suggested
by Nichols, e IS hich is both simple and effective. All it requires is the
i sgttentiompand a pencil and paper. The note taker simply records the main

as in the same order that the speaker presents them. If the speaker

oint is, the note taker labels it ““1”’. The note taker tries to put these
s down in the same order and with the same emphasis as the speaker. If the
speaker says, | want to emphasize the next point, the note taker puts down an

asterisk (*), or underlines the idea, or labels it “significant”. Without worrying
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about a formal outline, or facts versus principles, the note taker exerts self-discipline

to listen and take notes. Perhaps the notes will be referred to again and perh

not. But the note taking process has served one important purpose - to “§orce

the listener to listen. Also, the very process of writing it down will probabl
prove the rate of retention of the listener, whether or not the note wed

at a later date.
x eeting. The first
i{n ad@ition, there are many

productive. The specifics

Summary
The participant is an important ingredient of a p

requirement is to pay attention to what is being
things a participant can do to help make the ting
have been described under the following_o and duties that each partic-

ipant has:

1. Kno hy yo there.
2. Be atGhe mgfting on time.

't cause problems for the leader.

D) the leader control the meeting.
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Controlling a Meeting

WORKING WITH MEN AND WOMEN IN MEETINGS

¥ HE/SHE ACTS

WHY

WHAT TO DO

He/she may be an “eager
beaver” or a show-off,
He/she may also be ex-
ceptionally well informed
and anxious to show it,
or just naturally wordy.

Don't be embarrassing or sarcastic ..y

may need their traits later on.
&y

sting
the group

Slow them down with some
questions.

Interrupt with: “Th n
point . .. now let’s se wh
thinks of it.”

(iidagg

take care of them

In general,

serly Talkative as much ;
Don_t
g~ |
- May be related to the lon
> \a subject.
- C

de Conversation

May be personal.

Distracts membét
and you,

y name, ask an easy question
or
one by name, then restate last opinion
expressed or last remark made by group,
d ask his/her opinion of it.

If, during conference, you are in habit of
moving around the room, saunter over and
stand casually behind members who are
talking. This should not be made obvious
to group.

ks ability to put
tho®ghts in proper
ords.

He/she is getting idea
but can’t convey it.

He/she needs help.

Don’t say, “What you mean is this.” Say,
“Let me repeat that” (then put it in better

language).

Twist their ideas as little as possible, but
have them make sense.

Definitely Wrong

Member confes up with
comment that is
obviously incorrect.

Say, “I can see how you feel” or “That’s
one way of looking at it.”

Say, “I see your point, but can we reconcile
that with the (true situation)?”

Must be handled delicately.

Anmandiv N
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WORKING WITH MEN AND WOMEN IN MEETINGS
HOW HE/SHE ACTS WHY WHAT TO DO
When member stops for breath, thank
him/her, refocus attention by restating
Talks about everything the relevant points, and move on.

except subject.

Uses farfetched analogies,

gets lost.

Two or more members
clash.

Can divide your group
into factions.

rdement, minimize
(lf possible).

objectives. Cut across
ion on topic.

Won’t budge!

Prejudiced. 4
Hasn’t seen y ints.

FThrow the member’s view to group, have

group members straighten him/her out.

Say that time is short, you’ll be glad to
discuss it later; ask member o accept the
group viewpoint for the moment.

Won't Talk

0
Ind¥ferent.
Feels superior.
Timid.

Insecure.

Your action will depend upon what is
motivating the member.

Arouse interest by asking for his/her
opinion.

Draw out the person next to him/her, then
ask the quiet lad to tell the fellow next to

him what he thinks of the view expressed.

[f he is seated near you, ask his opinion so
that he’ll feel he is talking to you, not the

group.

If member is the “superior” type, ask for
view after indicating the respect held for
experience. (Don’t overdo this. Group will

‘resent it.)
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CONFERENCE/STAFF MEETING MATRIX

8 Member Group

Conference Staff Meeting
Participant A € E ZEG B D F a&w
1 Cl Cp Cp Cp , Sr
2 Ce Cp Cp Cp ' Sl
3 Cp Cp C1 Cp Se
4 Cp Cp Ce Cp Sp
5 Cp Cp Cp Cl Sp
6 Cp Cp Cp Ce Sp
7 Ce C1L Cp Cp Sp
8 Cp Ce Cp Cp Sp

7 Member GroupQ~2

Conference 0 Staff Meeting
Participant B D F < , A cC E G
Cl Cp Cp Sr Se Sp Sp

1

2 Ce Cp s1 sp Sp Sr
3 Cp Cp Se Sp Sr Sp
4 Cp C e Sp S1 Sp Sp
5 Cp e Sp Sp S1 Sp
6 c Sp Sp Se S1
7 P Sp Sr Sp Se

Conference Staff Meeting
© Leader = Cl © Leader = Sl
o0 Participant = Cp o Participant = Sp
o valyator = Ce o Evaluator = Se
o Recorder = Sr
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FIRE INSTRUCTOR 2B
STAFF MEETING

STAFF MEETING EXCERCISE RATER INSTRUCTIONS
While evaluating the participation and comntribution af the
leader consider the following behaviors.

* Wae the leader conducting and maintaining contrgl
through out the meeting ?

# Did the staff meeting evaluate the arganizati

operations ? V
¥ Did the leader control the agenda ?

%# Did the leader structure the permghant ership 7
# Did the leader maintain appropra amics 7

A

+ zystem 7

¥ Did the leader guide the prd
% Did the leader

* Did the leader

¥ Did the leader us perfational status reporte" ?
* Did the leader Wse "recommendations®" ?
¥ Did the ucse "newe iteme”

# Did th

zet the rules 7
) . made 7
* ttendess participate ?

>

time lines ecstabliched

yaluating the leader, please use the dimenszions shown

ing agendx

fAesigning agenda roles
Managing time

Bringing closure with consensus
Providing & summary

Meeting minutes
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FIRE INSTRUCTOR 2B
STAFF MEETING -~

STAFF MEETING GROUP EXCERCISE RATING SHEET

LEADERS NAME ¢

RATERS NAME :

IMSTRUCTIONS:

Rate each dimencsion with a score between { and 9. The
number | being the lowest score and the number ? being th

highest scaore. The scores are ranked in this mannemy
Below average: 1-2-3 Average 4-5-$ Above avera 7=

Dimenzion: Score:

Logistics \ -
Setting the Agenda : E% _

fssigning agenda roles
Managing time

Bringing closure with conse

Providing a summary

Meeting minutes Q

Total score:

GEMERAL COMME
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STUDENT INFO

CONFERENCE LEADING DEMONSTRATION
EVALUATION FORM

Conference Leader Total Score
Conference Topic Time
Evaluator Date

1=Poor, 2=Marginal, 3=Acceptable, 4=Above Average, 5=Superioy

THE LEADER:

Opening remarks 1 2 3

Statement of the topic or problem

Stimulated discussion

Controlled discussion

Use of questions

Use of cases or illustrations

Chart work

Tactful

Impartial

Conslusions

Summary

Closing State

Evidence erence Planning

THE GROUP X
Pr. thOpoughly discussed
@an information supplied
f

ions advanced
Solutions discussed and evaluated

Decision-making and consensus

Cooperative attitude

Total participation

REMARKS:
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Instructor 2B- Quiz 1
GROUP DYNAMICS AND CONFERENCE LEADING

Instructions: The following is a True/False quiz. If you believe a statemen

to be more true than false, circle the T on your answer sheet. If you beli

a statement to be more false than true, circle the F on your answer sheet.

Example: The Capital of California is Sacramento. (T) F V
etc

T F L The primary use of flip ¢harts in a biographical

to demonstrate creativity.
TF 2. You should try to be someone else in the @ your

biographical sketch.

TF 3 Content and process are two m nents of human
interaction.

TF 4 Tuckman'’s theory contai jor pnases

TF 5. A Y commumcatxo modél is a hierarchical
communications netw en the boss interacts directly
with supervi ¢ in turn pass information to
subordina

TF®O Nonw unications is seldom reliable.

TF 7 ignals are a primary means of regulatmg the

ﬁ olNverbal interaction in a discussion group.
TF euro-lmg1n°t.1cs a visual indicator is an “earful”.
Neuro-nngmstics is psychomotor skills.

10. When the interest level of a group is fading, you should
continue on with your lecture or meeting.

TF 1L Successful brainstorming inctudes non evaluation of
ideas.
TF 12 Authoritative effect is a common rating error.

TF 13 Tenacity should not he evaluatsed as a rating error.
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Instructor ZB- Quiz 2
GROUP DYNAMICS AND CONFERENCE LEADING

Instructions: The following is a True/False quiz. If you believe a state

to be more true than false, circle the T on your answer sheet. If ¥
a statement to be more false than truse, circle the F on your answer

Example: The Capital of California is Sacramento. (T) F

TF L

TF 2

Appendix W

A persons role in a group will be detemxined@back.

"Self centered” behavioral function wouid be coprdinating.
Group norms are standards of p \

Primary tension is a result

Status within a group efe lative importance of 2ach
member.

Developing a stro gro identity such as nicknamss is
described agsgtatus.

em their opinion.

Process in human interactions is what is happening between
and to the group while the group is working.

118
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[nstructor 2B- Quiz 3
GROUP DYNAMICS AND CONFERENCE LEADING

Instructions: The following is a True/False quiz. If you believe a stateme
to be more true than false, circle the T on your answer sheet. If you b
a statement to be more false than true, circle the F on your answer sh

TF L

TF 2

-
r1}
o

-
~r)
.g\l

(o
v

10.

-
ke 9]

i1

Appendix X

A group observer shoul

Example: The Capital of California is Sacramento. (T) F
\A action

A conference can be used to reach a conclusion ol

Conferences are more successiul when ticipa have

dissimilar backgrounds. \
When a conference leader wish ict personal idea on the

chart he/she should.

How the discussion i3
oup.

N TES TERTeS :
T F&\ e most important fastor in conducting »ffective staff mestings

is total agreement.
A conference discussion gronp =nds with 2roup consensus.

A group observer participates in the general discussion of a
conterence.

A spsech-forum allews for all members of the audience to
become involved.

Discussion 39 15 used to elicih quections from the sntirs
audience.
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“51.

F 16

F

4.

The leader of the stafl meeting makes the final conclusions and
decisions.

Conference and buzz sessions are two general types of
discussion groups.

A staff meeting is the most misused and criticiz Wroup
discussion method.

& conference pl&ﬂ helps i

A conference announmggmen\aives conclusions and
recomnmendations

Breaks should ao anned inte a mesting.

sic shieuld be broad based and wagus.

e first step in a confarsnce is location.

When writing a conlerences report you should summarizs the
intent of the participants.

A properly preparsd conference plan includes a roster of
participants.
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