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At the end of the time limit or when ideas have been exhausted, use different coloured pens to categorise, group, connect and link the random ideas. Condense and refine the ideas by making new headings or lists. You can diplomatically combine or include the weaker ideas within other themes to avoid dismissing or rejecting contributions (remember brainstorming is about team building and motivation too - you don't want it to have the reverse effect on some people). 


With the group, assess, evaluate and analyze the effects and validity of the ideas or the list. To help you, you can refer to the SMART principles, which are Specific, Measurable, Achievable, Relevant, Time-bound. Develop and prioritize the ideas into a more finished list or set of actions or options.


Agree what the next actions will be, the  timescale and who's responsible. 


After the session, circulate notes, monitor and give feedback. It's crucial to develop a clear and positive outcome, so that people feel their effort and contribution was worthwhile. When people see that their efforts have resulted in action and change, they will be motivated and keen to help again.








Workshops are effective in managing change and achieving improvement, and particularly the creation of initiatives, plans, process and actions to achieve particular business and organisational aims. Workshops are also great for breaking down barriers, building teams, improving communications and engaging employees in a change process. 





OPENING THE DIALOGUE FOR ENGAGING Employees





Prior to workshop session, identify and agree via consultation with the team the aim/opportunity area to be addressed. 


Set suitable date and venue for meeting and issue agenda, with verbal explanation/reassurance if necessary.


At start of workshop, introduce aim and process - agree expectations - answer queries.  


Brainstorm the ideas and opportunities with the whole group - flip chart is best. Keep the brainstorming objective simple. Allocate a time limit. This will enable you to keep the brainstorming activity under control and on track.


Your job as facilitator is to encourage everyone to participate, to dismiss nothing, and to prevent others from pouring scorn on the wilder suggestions (some of the best ideas are initially the daftest ones - added to which people won't participate if their suggestions are criticised). 


During the random collection of ideas, the facilitator must record every suggestion on the flip-chart. Brainstorming enables people to suggest ideas at random. Use Blu-Tack or sticky tape to hang the sheets around the walls.








