SIX ESSENTIAL DISCUSSION LEADING SKILLS
1.    The Skill of Contributing: Make comments that add to the topic at hand. 

· Provide needed information that other participants do not contribute themselves.

· Correct errors or clarify information that is deemed critical and those other participants do not correct. 

· Respond to requests by participants.
· Offer new ways to view a point already raised, 

· Do not dominate by lengthy or overly frequent contributions.
2.    The Skill of Crystallizing: State in a concise way another participant’s remarks. 

· Clarify points made by participants who may not be aware of the messages offered by their comments. 

· Suggest alternative ways to perceive the meaning of participants’ remarks.

· Reflect to the group what the impact of their remarks is.
· Indicate to the participants that you are listening attentively.
3.    The Skill of Focusing:  Set discussion on its intended course; redirect to other paths. 

· Keep the discussion going along on the desired path and prevent the “spinning of wheels.” 

· Offer guidance on what is to be discussed and what is off-limits. 

· Provide opportunity for quieter participants to talk; gently redirect attention from dominant speakers. 

4.    The Skills of Introducing and Closing:  Get discussion started and bring it to a meaningful end. 

· Be brief. 

· Initiate by framing and clarifying the topic and sub-topic for discussion. 

· Pose questions that will lead to a range of responses from participants.
· Build in time at the end to wrap up the discussion. 

· In closing the discussion, summarize highlights and point to future sessions and activities. 

5.    The Skill of Questioning:  Involve all discussants to bring forth their ideas and perspectives. 

· Ask questions when the flow of the discussion might benefit from additional information, opinions, explanations or experiences. 

· Probe when further points will add to the topic for other participants to build on. 

· Ask questions with a tone that is curious and respectful, not interrogative or intended to draw more attention to yourself than to the other participants.   
· After asking a question, pause for 5-10 seconds (count in your head!) to allow time for responses. 

6.    The Skill of Supporting: Encourage, relieve tension, elicit participation of all group members. 

· Listen attentively and be patient. 

· Acknowledge the value of participants’ comments by affirming and building on them.  

· Use the room environment, seating arrangement, proximity, eye contact, and body language to create a welcoming atmosphere and encourage interaction.   
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