
ESTABLISH

MEETING
ROLES
FACILITATOR

NOTE-TAKER

TIME KEEPER

 Consider rotating these roles to  
 build capacity in your co-op and help
 flatten out some hierarchies that  
 often show up in meetings.

how 
to

democratic decisions

who

trust
each other

possess acollaborativespirit

Main

Ingredients
a great team of
worker-owners

share

core 
guiding 
values

and a commonvision 

Having a collective 
understanding of the 
big picture will make 
all your day-to-day 
operations, including 
meetings, flow more 
meaningfully.

To achieve this you 
may hold a longer 
Retreat where 
you can all discuss 
these questions and 
the kind of space you 
want to create 
together.

basic ground rules that your team agrees to 
follow when you are interacting with one another

for example

MEANWHILE…START 

WITH SOME

we listen 

actively to each 

other, and hold space 

for members to speak 

one at a time.
Be curious, open, and respectful.

Participate!

Be present.

the ultimate goal
of the facilitator is to guide the group 
through the decision-making process 
and identify areas of agreement and 
disagreement.

As the discussion flows, keep track of 
where there are outstanding concerns 
and where there are points of 
consensus — as well as possibilities 
for a new solution.

someone keeps 
interrupting?

  But what if…

someone keeps 
going off-topic?

create an

AGENDA
IDENTIFY THE pop

 purpose why are we meeting?

 outcomes we intend to   
 accompilish
 
 process We will use to get
 it done

 Make sure you have allocated
 specific amounts of time for
 each agenda item.

in the meeting 

the facilitator works to

EQUALIZE 
PARTICIPATION

SO THAT ALL VOICES ARE

HEARD AND VIEWS CONSIDERED

WHEN YOU ARE FACILITATING
IT IS IMPORTANT TO

STAY NEUTRAL 
 If you are PASSIONATE about a  
 particular agenda item, ask
 someone else to facilitate it. 

ask them to put themselves on the 

stack
(an ordered list of
who speaks next) 

Remind them of the scope of the 

agenda 

and put their issue on a list for 

a later day or time.

some issues just need 

more time break the issue into smaller parts 
and schedule the time you need.

people are 

overwhelmed by a 

complicated topic?


