look back at aims
iIdentify progress and outomes
> Moving forward
clarify next steps and responsibility

effective time management

need for action

Need for a decision?
need for someone to take responibility / \

consensus

group/majority \ type of decision

Individual / \
collect views and feelings l how to make good decisions

collect information

understand best and worst possible
outcomes

1 Making decisions

pareto

force field analysis

grid analysis

techniques /

6 thinking hats (De Bono)

starbursting or brainstorming

decision trees www. mindtools.com

multi-voting

nominal group

Module 9
Summarising

Discussions

Summarising and drawing

discussions together

After each break

At end of session

After difficult or complex debate

use own notes of main topics and issues

to recap

use flip chart or other notes covering

Issues and questions
Methods K

ask participants to summarise and recap

produce a formal note of session

afterwards

What Is possible to summarise? §

progress and ground covered

agreements and decisions taken

clarify outstanding issues and areas of
disagreement

clarify actions and who will atke them

use summary to add or draw attention to
alternative perpsectives

assimilate learning to date and identify
what still heeds to be addressed
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