Checklist of skills for facilitating case meetings
	Checklist
	Check

	Defining boundaries and roles:

· Introduces the meeting, facilitates ‘professionals’ introductions

· Develop meeting agenda

· Maintain objectivity

· Introduce and clarified the purpose of the meeting

· Clarify appropriate responsibilities at conclusion of meeting


	

	Group facilitation and managing of group dynamics

· Time keeping

· Encourages participation

· Re-focus discussion

· Summarise discussion at appropriate points

· Use appropriate body language

· Use ‘group wisdom’


	

	Planning, decision making and goal setting

· Provide opportunity for all to contribute their input

· Work towards consensus

· Generate options

· Identify strategies


	

	Conflict resolution, negotiation and mediation

· Remain calm

· Use ‘I’ statements

· Respectful interactions

· Advocate for client

· Willingness to understand different points of view

· Focus on solutions rather than blame

· Look for common ground

· Generate options

· Clearly express what is negotiable and what is non-negotiable 


	


