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Community 
engagement - Managing 
meeting participants

Building your team 
- The Basics of 
Mentoring

Facilitation - Room 
set-up checklist 

Effective promotion - 
‘Robbie come back!’

Got News?
Need Answers?..

If you have any special  

requests 

for topics 

you want 

covered or 

questions 

you need 

answered, just drop me a line: 

andrew@andrewhuffer.com.au 

and we’ll make it a learning 

opportunity for everyone.

What’s going on? 

Well...plenty! 

I’m putting the finishing touches on your newsletter from my new home-
office. Yep, after years of living in old places we finally took the plunge and 
went for an ‘upgrade’.  (Definition of old = my sister asking on a visit “Why can 
I see the ground through your floorboards?”) Being somewhere new to start 
the year off has been energising and fun - as well as a little challenging! So 
here’s a sample of some of the work I’ve been doing of late:

Designed and facilitated a national forum for Health and Safety 
Reps in the Oil and gas Industry 

Designed and delivered a ten-episode business planning program 
via TV

Delivered a workshop session at the Australasian Facilitators 
Network Conference in Sydney 

Undertook a review of research extension and promotional tools for 
the Bushfire CRC

Remember, I don’t do this to brag! It’s to show that the information you get 
in this newsletter isn’t outsourced, grabbed from books or discussion papers. 
It’s the real thing.  

Now it’s time to grab a cuppa and get ready to apply the lessons from the 
last few months...Looking forward to your comments and ideas!

Andrew
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Six Tips for Managing              
Meeting participants

In some meetings we get people who are keen and enthusiastic 

and love to express their ideas, sometimes repeatedly! It’s 

always good to get participation and input and we need to make 

sure that all people are given the opportunity to participate. 

Below are some ideas (generated with the help of members of 

the Australasian Facilitators Network) to help manage ‘over-

participators’.

1. Reinforce meeting purpose

It is often best to start off by saying what the meeting will 

achieve, and then ask people what their expectations are. 

This helps to streamline their thinking around expectations. They 

may want to challenge what the meeting is about, or amplify 

some areas of the planned meeting at the beginning.

2. Clarify expectations

Have a brief discussion in twos or threes about what people 

expect from the meeting followed by general feedback from that 

discussion.  

This allows people to get things off their chest, and chat to 

someone else, hear their own voice, clarify their thoughts and 

recognise that everyone is there with a reason or an agenda or a 

set of expectations. 

It also helps to focus the meeting in the direction that it needs 

to head. Giving people this chance allows some who would be 

disruptive later to have their say early on.

3. Use ground rules

Not everyone likes using ground rules. I will if I’m working with a 

new group, they unfamiliar with each other or there’s tension.

If you choose to set ground-rules at the beginning, suggest rules 

such as “everyone participates, no-one dominates”; “be an active 

listener”; “listen as an ally”. Discuss what these will actually mean 

within the session prior to commencing. Help the group to adopt 

these and to take responsibility for applying them.  

You could also use something like: “some people find it 

easy to talk in sessions, and some don’t - so I will be asking 

those who find it easy to hold back a little to allow others 

to speak, and those who find it more difficult to make 

an effort to have their say”. This is a general and non-

threatening opening for hearing the more quiet people 

and giving yourself permission to remind people of this 

later.

4. Validate

A useful approach to deal with ongoing interjections is to 

validate their concerns. If ‘Peter’ is talking over others or 

interjecting, respond to this by  saying “you clearly have 

some experience in this area, can you give us a specific 

example of a solution or where your idea has worked?” 

Validate the response. “Thank you, now I’d like to bring 

others into this discussion” by asking the group “Now 

that we’ve heard from Peter what do others think of 

what Peter has said or “what other experience have you 

had that may add to our discussion?”  Then spread the 

discussion using a variety of facilitation techniques

5. Make a friend 

During the breaks talk with “Peter”, lean more about him, 

validate his experience then, hear what his feelings are 

about how the session is progressing and what he thinks 

of what others are saying. Be a coach and help him to 

listen and learn. 

6. Use small group discussion

Use pairs or small group discussion.  Give tasks/discussion 

topics to pairs (“turn to the person next to you and discuss 

the topic for a few minutes”) and then ask for feedback 

from each or some pairs. You could do the same with 

groups of 3-4.

You could also use these groups to undertake creative 

problem solving techniques to clarify the problem you are 

attempting to solve. This could involved using post-it notes 

or A4 sheets in brainstorming, mind maps or  storytelling  

with one idea on each from the group members placed 

on the wall. Get group members to sort into categories, 

evaluate and then select solutions for development and 

implementation. 

...........................................................................................
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Management commitment
For any formal mentoring program to work, there must 
be visible support and endorsement by the organisa-
tion’s management, including an allocation of time for 
mentoring within staff work-plans

Managers play an active role in promoting the pro-
gram and giving the mentoring program credibility and 
value.

The mentoring process
Successful mentoring programs have: 

•	 A clearly defined purpose 
•	 A clear set of expectations from the mentor and 

mentee, that are clearly understood by both par-
ties

•	 An agreement (and commitment) to the frequency 
and duration of mentoring interactions

•	 Agreement on when the relationship will end.

The mentee should have clear goals that they want to 
achieve from a mentoring program.  This should in-
clude areas in which they want to grow and develop.  
The should be as specific as possible. This will help 
them find a mentor, or assist the organisation in finding 
and matching them with a mentor.  It will also help the 
mentor understand the needs of the mentee better.

Steps involved
1.	 Mentors and mentees meet face-to-face and      

formalise their relationship by completing a men-
toring agreement 

2.	 Mentors and mentees continue to meet and work 
together on a mutual learning journey.

3.	 Midway through the mentoring time frame, 
both parties should review their progress and            
satisfaction.

4.	 Concluding evaluation and end of formal             
relationship.

PS - get in touch with me if you’d like the full version 
of the mentoring toolkit andrew@andrewhuffer.com.au
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Amazing facts!

Building Your Team

Using Mentoring in Your		
Organisation

Mentoring is typically a one-to-one relationship be-
tween a more experienced and a less experienced 
employee which is based upon encouragement, con-
structive comments, openness, mutual trust, respect 
and a willingness to learn and share.

A mentor is seen as a “wise guide” who doesn’t have 
to be an expert in the field of interest, but is able to ask 
useful questions that help the mentee explore their 
situation.  It is more about asking the right questions, 
rather than giving the right answers.

Mentoring helps the mentee approach situations with 
confidence, having talked through the various options 
and possible consequences. 

Formal mentoring is a planned activity that focuses on 
specific challenges facing the mentee and the setting 
of goals to address them.  It needs an allocation of 
time and commitment from all parties (including the 
employer) to support the mentoring relationship. 

Mentoring must be voluntary to ensure that participants 
are committed to the mentoring process.  Either party 
should feel free to withdraw from the program at any 
time.

A successful mentoring relationship is based on: 
•	 Mutual trust and respect
•	 Willingness to learn and share knowledge
•	 Openness and supportiveness
•	 Constructive feedback

Time and effort must be spent to identify a mentor that 
will meet the needs of the mentee and to establish a 
mutually rewarding relationship at the beginning of the 
mentoring association.  

...............................................................................
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Facilitation

Your room set-up check list

...........................................................................................
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How to understand the impact of your 
meeting environment

As you may know, I’m involved in a ‘newish’ business 
– the Facilitators Inner Circle. Its mission is to provide 
ongoing support to you to build your confidence 
in managing teams, working with groups and 
developing your business or career. 

We’re constantly reading, discussing, watching 
and listening. We’re also ‘attending.’ In December 
we headed across to Sydney for the Australasian 
Facilitators Network conference. It was a reasonable 
investment and it paid off.

I was rewarded by attending a session run by Kingsley 
Nowell. The session was titled, ‘Behind the ‘Seens’ - 
Creating space in a sQuircle where division through 
fixed positions can be processed.’

I knew it was going to be something different. Firstly 
– what is a ‘squircle?’ And then there was Kingsley’s 
world of experience. He’s had a lifetime of involvement 
in the Salvation Army and has worked as an internal 
facilitator there for the last 12 years.

He moved into this role through a personal desire to 
‘become the person that he came to realise he needed 
but couldn’t find’. Such great words!

In his bio, Kingsely describes himself as someone 
who lives in the ‘squircle’ – that ambiguous space 
between a square and a circle. This is his metaphor 
for the challenge of introducing change to a highly 
structured, familiar, valued entity.

So on to the workshop. Remember, this was a 
conference packed full of facilitators, so there’s a bit of 
pressure on you when you’re running a session!

The group chose a theme to work with – boat people - 
intentionally a topic that would connect with people’s 
emotions. 

The topic was used to help us to understand 
the importance of physical design of space and 
conversation styles for stimulating and sustaining 
contributions of participants with diverse and strongly 
held views.

We then split into small groups, with each group 
being given the task of setting up the room for a 
workshop or meeting. Whilst the others were waiting 
outside, each group in turn was asked to do this in a 
different way that would create a desired effect on the 
meeting or workshop. One group had rows of chairs; 
the next group had no chairs, one even had chairs 
facing the walls!

The moment of brilliance for me was the questions 
that Kingsley asked about each room set up during 
the debrief of each group’s set up:

•	 What are the unspoken signals?

•	 What invisible rules are at play?

•	 What are the expectations?

•	 What are the effects on behaviour?

•	 What is the contribution of the topic?

How to apply this...

This is the ideal check-list for setting up a room for 
a workshop or meeting. Think of what’s positioned 
where and who may be positioned where (especially 
in a team meeting.)

Then go through Kingsley’s checklist to identify the 
impact of your room set up on participants. How 
could this effect the purpose, outcomes and process 
you plan to use?

As a practice, start by sitting in a room with set up 
with rows of chairs for a meeting. Then go through 
the checklist. Re-arrange the room and review the 
checklist - what are the differences in your answers?
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Robbie come back!

As a lad I was ‘way Aussie.’ An avid sports fan who 
played footy, cricket and basketball, no matter what the 
weather. I was no superstar, but I was always willing to 
give it a go, despite a serious lack of pace (short legs are 
great for flying, not much good for sprinting..)  

One kid I played with was Robbie Murrell. He was good, 
very good. He’d win the batting (not betting), bowling 
and fielding awards in cricket and was a gun footballer. 
Problem was, at the start of each season he’d usually 
start training with an opposition team, to test how much 
we wanted him and to feel loved again. This earned him 
the nickname of ‘Robbie come back.’ Kind of like the boy 
who cried wolf – but the small town sporting version in 
this case.

The ‘Robbie come back’ story surfaced recently in my 
other life – our cafe and catering businesses. One of our 
suppliers wasn’t meeting our expectations, so we decided 
to make a change. We’d given them plenty of feedback 
on what we wanted changed, but in the end we saw no 
action.

After we’d announced the change, we got the calls and 
the visits. “What can we do to get your business back? 
What can we fix for you? What can we change?” We’d 
become ‘Robbie come back!’

It made me think about the things we should be doing 
with either our clients or staff to ensure they don’t be-
come Robbie. Here’s a few ideas:
•	 Invite them out for coffee or lunch just to catch up 

and see how they’re doing
•	 Send them something of interest or value to them (an 

article or perhaps even a small souvenier from your 
last holiday)

•	 Invite them along to a presentation or seminar that 
you know they’d be interested in – take them as your 
guest (if the budget allows it)

There’s no need to be a stalker nor break the budget or 
any Departmental policies – just keep it simple. A phone 
call is often enough for people to feel valued again – try 
it...I dare you!

Effective Promotion Wrapping it up...

You’ll have noticed that this is a shorter edition than usual. 
This is following my mantra of ‘good is good enough.’ Sure I 
could add a few extra pages, but that would just delay the 
whole process. So I’ve gone with the ‘sure thing’  so you can 
apply what’s in here straight away. And given you’re the 
type of person who’s hungry for good information and keen 
to make progress, I thought you’d be OK with this. 

 I’ve got an exciting year ahead already, with trips booked 
interstate to run training workshops in promotion as well 
as  facilitation, along with plenty of interesting work here in 
WA.

I want to make sure you get the most of my experience 
from these, so please keep firing through the questions. 

And if you’d like an ongoing dose of facilitation insights, 
head to www.facilitatorsinnercircle.com and grab our 
weekly facilitation tip. We won’t bother you with inane 
promotions and high-brow ponderings - just practical, 
ready to apply information that’ll give you confidence in 
your role.

Looking forward to your ideas for the next issue,

Regards,

   

Andrew

Disclaimer

Because this information can be used in a variety of ways to fit various 
business and personal purposes, Andrew Huffer and Associates Pty Ltd, will 
not be responsible for any damages suffered or incurred by any person 
arising out of their use of or reliance on this publication or the information 
contained herein.


