Effective Brainstorming
Facilitation

Step 1: Preparation

Schedule the brainstorming session well in advance and select a
comfortable, distraction-free environment. Ensure all necessary
materials like whiteboards, markers, and sticky notes are available.
Define the problem or topic to be brainstormed and inform
participants ahead of time so they can come prepared.

Step 2: Set Rules

Begin the session by establishing ground rules. Encourage open-
mindedness, respect for all ideas, no criticism at this stage, and a
focus on quantity over quality. This will create a safe space for
everyone to contribute.

Step 3: Warm-up

Start with a warm-up exercise to loosen up the participants and get
their creative juices flowing. This could be a quick unrelated game or
a simple creative task.

Step 4: Idea Generation

Facilitate the idea generation phase by encouraging participants to
share their thoughts freely. Utilize techniques like mind-mapping,



round-robin, or silent brainstorming according to the group's
dynamics.

Step 5: Documentation

Make sure to capture all ideas on a visible medium such as a
whiteboard or sticky notes on the wall. This makes sure everyone’s
contributions are acknowledged and can spark new connections.

Step 6: Organize

After the initial brainstorming, help the group categorize and
organize the ideas. This could involve grouping similar concepts or
creating affinity diagrams.

Step 7: Refine and Prioritize

Assist the group in narrowing down the ideas to the most feasible,
innovative, or impactful ones. Encourage discussion and use
prioritization methods like voting or ranking to identify top ideas.

Step 8: Action Plan

Develop an action plan for the next steps based on the prioritized
ideas. Determine who will take responsibility for each part of the plan
and set deadlines for follow-up.

Step 9: Closure

Conclude the brainstorming session with a brief recap of what has
been accomplished. Thank the participants for their contributions
and let them know how and when they will be updated on the
progress of the ideas generated.



General Notes

Facilitator Role

The facilitator should remain neutral, encourage participation from
all attendees, and keep the session moving forward. They should also
be able to manage different personalities and keep the discussion on
track.

Time Management

Keep an eye on the time and ensure the session does not overrun.
Short breaks might be necessary for longer sessions to maintain
energy levels.
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