Group Process Guidelines (Ground Rules)
By Larry Dansinger

For Meetings, Workshops, and Other Gatherings
Why have meeting guidelines? When group members follow specific
guidelines during meetings, it helps meetings function more successfully and
enables groups to accomplish their goals.
Group decision making is more efficient and achieves better results when
group members have a shared understanding of expected behaviors and
attitudes. Like playground rules posted on a fence, meeting guidelines
encourage working well together, having fun, and including everyone.
Here are some guidelines that groups can use in their meetings and decision
making. Not all of these suggestions need to be used by groups for their
meetings. Use what’s helpful and leave the rest:
•
•
•
•
•
•
•

Protect confidentiality—whatever is said here stays here; make sure it is a
“safe space” for all.
Get permission if someone wants to film, record, or take photos.
Be clear how the group operates and makes decisions.
Designate specific persons as neutral facilitator(s), time keeper, note taker,
vibes watcher, etc. and give facilitators, and all attendees, the support and
trust to urge these guidelines be followed.
Introduce and welcome new members/attendees.
Follow and honor the agenda or change it if the group agrees.
Accommodate special needs around movement, accessibility, sight and
hearing, diet, etc.
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•
•
•
•
•
•
•
•
•
•
•
•

Respect yourself and others—listen fully, don’t interrupt, value
differences, use inclusive language, stay on topic, be prepared to agree to
disagree and accept different views/decisions.
Raise hands to talk and give opportunities for all to speak; also discourage
interruptions.
Step up if quiet; step back if you talk a lot to let others have their say.
Be an active listener.
Converse not convince when discussing topics.
Center voices of those who are less heard and with lived/direct
experience.
Speak for yourself and from your own experience—use “I” statements and
don’t speak for others.
Try new ideas—be candid and spontaneous and ensure it is a safe space
to do so.
Give permission to express feelings—emotions are good as long as they
don’t hurt others.
Use small groups where appropriate to ensure various viewpoints are
expressed.
Clarify what decisions are made and actions planned (read by note taker).
Provide updates to make sure all participants understand the discussion
and goals of the meeting.

How Facilitation Helps (Whether done by one person, two, several,
or the whole group)
•
•
•
•
•

To provide structure—follow the agenda and guidelines previously agreed
upon.
To encourage democratic participation—so all have the chance to speak
and be heard.
To move the group forward—so it can make decisions and take actions on
behalf of the group.
To reflect what the group is saying and thinking—summarizing and
clarifying ideas and decisions.
To support a group atmosphere that is relaxed, focused, and comfortable
for all participants so group members can work effectively together.

