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Workshop Overview

Stages of Facilitation

Break: 11:00am

Process Facilitation Session I

Process Facilitation Session II

Importance of Criteria

Review & Feedback

Content versus Process

Divergent & Convergent Tools

Morning: 9.30am – 1pm Afternoon: 2pm – 6pm

Types of Facilitation

Facilitation Skills

Lunch: 1pm

Facilitation Skills Practice

Break: 4:15pm

Resources for your journey
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Supporting 
You in Your 
Journey Ahead
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Slides & Resources
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Types of Facilitation

Experiential Learning 
Facilitation

Learning 
Facilitation

Process 
Facilitation

A1
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During Facilitation

What are some challenges faced by a design facilitator?

What are some goals of a design facilitator?

What are some responsibilities of a design facilitator?

(In)visible Facilitation: Design & Innovation 5

Discuss
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Challenges Faced by a Facilitator

Content generated by all 
participants through a 
divergent process, 
Ambassadorial Sharing, 
using Freewheeling method.
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Goals of a Facilitator

Content generated by all 
participants through a 
divergent process, 
Ambassadorial Sharing, 
using Round Robin method.
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Responsibilities of a Facilitator

Content generated by all 
participants through a 
divergent process, 
Ambassadorial Sharing, 
using Slip method.



Process facilitator is a content-neutral individual 

who uses effective processes to enable a group to 
make effective decisions and accomplish its task 

while supporting a collaborative and respectful 
environment that encourages full participation

and helps group overcome barriers to reaching their goal.

PROCESS FACILITATION
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Content
(What?)

• Technical expertise
• Ideas
• Research findings
• Problem being solved
• Decision made
• Agenda items
• Goal

Process
(How?)

• Methods & procedures
• Tools
• Interaction between members
• Rules and norms
• Group dynamics

A3



Design Process

A4
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Should a facilitator stay neutral 
during a discussion session?

What is the impact if a facilitator is not neutral?
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Questions
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FACIL
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PULATION



Two Methods of Facilitation

Participatory GroupConventional Group
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Stages of 
Facilitation
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Prepare

Set Context

Manage Session

Summarise

Follow Up

A7
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Create & circulate agenda/objectives

Design session

Assign role & responsibilities

Logistical arrangement

Prepare

Set Context

Manage 
Session

Summarise

Follow Up
A7
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Check-in

State & clarify objectives

Review agenda

Create/Review norms

Prepare

Set Context

Manage 
Session

Summarise

Follow Up

Introduction

A7



Prepare

Set Context

Manage 
Session

Summarise

Follow Up
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Actively listen

Ask questions

Manage disruptive behaviours 

Manage time

Keep discussion on track

Focus & manage the process

Enforce norms

Encourage participation

A7



Prepare

Set Context

Manage 
Session

Summarise

Follow Up
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Summarise decisions

Agree on actions

Remind date for next session

Check-out

A7



Prepare

Set Context

Manage 
Session

Summarise

Follow Up
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Prepare & circulate follow-up materials

File documents

Follow up on action items

A7



Divergence & Convergence

Objectives/
Outcome

Output/ 
Summary

Div
erg
en
t Div

erg
en
t

Convergent
Convergent

Emergent

Criteria

C1
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Divergence & Convergence

Objectives/
Outcome

Output/ 
Summary
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Divergence & Convergence

Objectives/
Outcome

Output/ 
Summary

Discover
insight into the problem

Define
the area to focus upon

Develop
potential solutions

Deliver
solutions that work

A4
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Generation of ideas, collection of 
different opinions and/or listening 
to different perspectives.

DIVERGENT TOOLS
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Identify conversation norms
of working together through 
group discussion.
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Objective
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Appreciative Inquiry
Identify Goal
Clearly state and identify the goal

Recall
Recall past successes
Discuss the conditions of successes

Share

Propositions
Create propositions

1

2

3

DIVERGENT TOOL

4

C16
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Conversation Norms

Content generated by all 
participants and noted by 
Trainer/Facilitator on a 
Round Robin method 
(by table).
  
Includes activity and 
demonstration about 
(Not) Being Neutral and 
voting by Tally Marking.



Divergent Data Collection Methods

Freewheeling Round Robin Slip Method

C7
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Divergent Tools

BrainwritingPerspective Taking

Gallery Walk

Visioning

Brainstorm Carousel
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Narrowing of ideas, opinions and perspectives 
collected or generated during divergence.

CONVERGENT TOOLS
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1. Categorising
2. Prioritising
3. Decision-making

C19



Shortlist top 5 conversation 
norms that would support the 
group working together.
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Objective
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Multivoting Allocate
Give a certain number of votes

Vote
Put vote(s) on ideas

Tally
Tally and record number of votes

1

2

3

CONVERGENT TOOL

C20
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Top 5 Conversation Norms (by Participants)

Top 5 norms 
ascertained
with Voting by 
Tally Marking



Vote Collection Methods

Show of Hands BallotsDots Tally Marking

C19
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Convergent Tools

MultivotingPMI Table Affinity Diagram 2x2 Grid

Categorising Decision-makingPrioritising
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BEING NEUTRAL

B1
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Being Neutral

Activity and demonstration 
about (Not) Being Neutral.



Active Listening

Encourage
To convey interest & keep the person talking

• I see…Uh huh…
• Go on…
• Tell me more…

Reflect
To show you understand the feeling

• You feel that…
• I’m guessing that are feeling…
• Am I right that you’re feeling…

Paraphrase
To show you are listening & understand

• If I hear you correctly…
• In other words…
• This is what I heard…

Summarise
To pull important ideas together and 
establish basis for further discussion

• The key ideas you are referring…
• In a nutshell…
• To summarise, you are saying…

B2
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Practice: 
Active Listening
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Get into groups of 3

In your group, decide 
who is A, B and C 
(D if there is a 4th member)
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Process Facilitation Session I
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Identify reasons 
why sustainability 
may find it hard 
to take root in 
Singapore

Objective
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DIVERGENT & CONVERGENT TOOL

Affinity Diagram
Slip Method
Write each challenge on one post-it
Write in statement form
Write as many post-its as possible

Cluster
Group similar challenges together

Header
Use big post-its for the headers
Write headers in statement form

1

2

3

C27
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Reasons Identified (by Participants)



(In)visible Facilitation: Design & Innovation 48

Reasons Identified (by Participants)



Clustering Criteria Impacts Insights You Get

How do you cluster?

Group by similarity MATCHING LABELCulture, Workplace, Recycling

Name of Clusters What do you get?

Group by challenge faced DESCRIPTION
The family is the key battleground for 
sustainable behaviour, yet changing 
habits can create family tensions.

Group by dilemma, 
paradox or polarity TENSION

Our National pledge - happiness, 
prosperity and progress for our nation–
is reinforcing unsustainable behaviour.

Group by root causes ROOT CAUSE
Advocates lack conflict management 
and conversational skills to resolve 
tense discussions at home.

C28
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Process Facilitation Session II



Generate possible solutions
to the issues identified. 
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Objective
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DIVERGENT TOOL

Brainwriting 6-3-5

Brainstorm
Generate 2-3 solutions in 5 mins 
& write on chart provided

Rotate
Group similar challenges together

Add on
The new group adds 2-3 ideas 
to the chart provided

Repeat
Repeat the process  

1

2

3

4
C11
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Possible Solutions (by Participants)
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Possible Solutions (by Participants)
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Importance of Criteria



Criteria & Voting

Interdependent Criteria

Multivoting

2x2 Grid

IUD Table 
(vote by points)

Criteria Matrix 
(vote by multiplying vote & weight)

Independent Criteria 

1

2

3

4 or more

Multivoting

Multivoting

Multivoting

Multivoting

No. of Criteria
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Desirability

Viability Feasibility
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2x2 Grid
Criteria
Identify 2 criteria that fit the 
solutions identified

Transfer to Quadrants
Transfer post-its to each quadrant 
based on the two criteria

Take Action 
Decide which quadrant the team 
would like to act on

1

2

3

CONVERGENT TOOL

C23
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Important/Urgent
/Do-ability

Define & Assign Points
Define the 3 terms and assign 1/3/9 
points to each column for each action

Add Points
Add the 3 points together for each item

Prioritise
Prioritise action items based on highest 
to lowest scores

1

2

3

CONVERGENT TOOL

C24
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Criteria Matrix
Criteria
Identify, define and assign weight to 
criteria crucial for the goal 

Vote
After creating matrix with criteria across 
top & solutions at the side, cast vote(s)

Total & Select
Compute the total weight and select the 
highest score

1

2

3

DIVERGENT & CONVERGENT TOOL

C30



Review: Divergent & Convergent Processes 

Appreciative 
Inquiry

(Divergent)

Multivoting
(Convergent)

Slip 
Method

(Divergent)

Clustering
(Convergent)

Brainwriting 
6-3-5

(Divergent)

Multivoting
(Convergent)
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Resources for your journey

(In)visible Facilitation: Design & Innovation 62



About Studio Dojo’s Interests

Futures 
Thinking

Design 
Thinking

Organisation 
Development

Leadership 
Development

Gain empathy for stakeholders
Find and solve underlying problems
Think and learn through prototypes

Build anticipatory skills
Question present assumptions

Create visions of the future

Open channel with trusted coach
Practise self-awareness and self-regulation
Effective leadership use-of-self

Healthier organisation dynamics
See issues at systemic levels

Resolve problems at multiple levels
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Seeing & Shifting Systems: Introduction to Organisation Development for Designers and Changemakers 64

https://www.studiodojo.com/training
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Power-To-Train Workshop
A Master Class for Facilitators & Trainers These strategies are suitable for a wide range of training 

contexts, including in-person or online, on Zoom. 

Discover and learn techniques, strategies to deliver 
impactful training sessions to help engage your learners 
and increase the impact of your workshops.

More Info: https://www.advancing.sg/courses/

In this workshop, learn about:
• Promoting engagement
• Piquing learners’ interest
• Developing an effective learning environment
• Experiencing the effect of word choice
• Supporting interactive learning environment through 

effective directions
• Integrating inquiry into your workshop design
• Promoting discussions through structures

13-15 JUL 2026

Looking for ready-to-implement tools to capture your 
learners’ attention and deliver impactful & memorable 

workshops? As the only trainer in Asia certified by master 
trainer and educator Dr. Rich Allen, Yen Kai will running his 

highly-rated Train-the-Trainer program in Jul 2026.
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Connect with us

khaiseng@studiodojo.com

linkedin.com/in/khaiseng linkedin.com/in/lyeyenkai/

lyeyk@advancing.SG
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Hope you’ve found new and useful ways 
of facilitating design processes.

Thank You!
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