
FIRST Regional Planning Guide  Section 19 

Team Forums September 2012 Page 1 of 4 
 

Team Forums 
 
Overview 
This section of the Regional Planning Guide contains suggestions and recommendations for 
holding a team forum.  Team Forums as they were held in the past are no longer feasible.  
Regional Planning Committees who wish to hold team forums to obtain feedback from teams 
about their specific event are welcome to do so.   
 
Location 
FIRST recommends Team Forums take place in a public setting open to all local team mentors. A 
facilitator should moderate the forum and keep it on schedule while a note-taker keeps track of 
the feedback received from the teams. 
 
Timing 
Team forums should be held after the FIRST Championship and before schools close for the year 
to maximize participation of all local teams. 
 
Main Contact 
This individual will work closely with the Local Planning Committee and Regional Director for their 
area to keep them informed of all aspects of the event.  The main contact will find and reserve the 
location for the forum and identify the number of teams that can be accommodated, and how 
many adult representatives may be sent by each team. If the team forum is planned for a period 
of 4 hours or more, it is suggested the Team Forum Main Contact also arrange for a meal 
(usually pizza) for the participants. A registration site should be set up so that the number of 
teams attending is known in advance.  This site should include the following information. 
 
 Date of Team Forum 
 Time of Team Forum 
 Location of Team Forum 
 Number of Representatives  
 Team Forum Capacity (Number of teams) 
 
The local planning committee will absorb all costs associated with having a local team forum.  
FIRST recommends asking for the use of a participating high school or college auditorium or 
asking local business partners and team sponsors if they have facilities available..   
  
The main contact should select a Team Forum Facilitator to lead the local team forum.  The 
Team Forum Facilitator will lead the participants through the agenda, discussion topics and keep 
the forum on schedule.   
 
A Note-keeper is needed to record the comments and the consensus reached for each agenda 
item.   
 
An Assistant Facilitator may be needed to act as a timekeeper and to help the Note-keeper.  
 
Team Forum  
A Team Forum should to not exceed four (4) hours in length. 
 
 
 

Post-It Note Feedback – This method allows the Team Forum participants to express 
themselves in a constructive manner without disrupting Team Forum proceedings.  This 
method also allows the Facilitator to get a quick read of the participants and determine which 
topics will be the most pressing or emotionally charged.   
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a. Topic Sheets – Create a topic sheet for each issue you intend to discuss with each 
issue on a separate flip chart page.  Headings may include: 

 Hotels 

 Food 

 Volunteers 

  “Your Choice” – To capture other topics that do not fall under more specific 
headings as the ones outlined above 

 
Divide each topic sheet in half: one side labeled “Pro’s” and the other side labeled  
“Con’s”. 

b. Participant Post-it Notes – As the Team Forum participants arrive at the beginning of 
the meeting, hand them some of Post-It notes to go around the room.  Ask them to fill 
out one “Pro” and one “Con” for each Topic Sheet that is posted to the wall. 

c. Cluster Analysis – As the Team Forum gets under way, asks the Assistant Facilitator 
to cluster the similar and/or like-kind responses on each of the topic sheets and 
within the Pro’s and Con’s sections.  The Assistant Facilitator should write down the 
topics that received the most clustering and hand this list to the Facilitator.  The 
Facilitator can refer to the post-its as needed throughout the discussion periods. 

d. Formal Review of the Clusters – If the discussion during the Team Forum does not 
address the major topics, the Facilitator can do a formal review of them with the 
participants after FIRST Regional Issues discussions.  The goal is to get as concrete 
and specific answers as possible that will you in planning your event for the coming 
season. 

 
A. FIRST Regional Staff – The FIRST Regional Directors, Executive Advisory and Regional 

Planning Committees formulate these questions in order to drill down further on specific 
matters of regional support, event planning, fundraising and other logistical information. 

 
B. FRC Team Leaders and Mentors – These questions come directly from the Team Forum 

participants (during the Team Forum) in two ways: via post-it Notes they filled out at the 
beginning of the Team Forum and an Open Session Period.  The Post-it Note Feedback is 
outlined above. 

 
Open Session Period – for those teams who may have additional information they would like 
FIRST Regional staff to hear; drill down concerns and issues from the team perspective that 
FIRST may or may not have heard.  The goal is to allow FRC teams to speak about any 
issue, both positive and negative.  The duration of the Open Session period should be 
approximately 30 minutes at the end of the Team Forum. 

 
Facilitator Role at the local Team Forum: 
 
Registration: 
Facilitators may want to mingle with the crowd as they come in, introduce themselves and help 
direct them to the sheets with topics and post it notes 
 
 
Regional Issues  

1. The facilitator will introduce the General and Regional Issues  
2. Times will be assigned for each of these issues 
3. Facilitators will remind Regional Directors and Regional Coordinators to remain neutral 

prior to this session beginning. 
4. Facilitator will encourage dialogue between the participants and the Regional Director. 
5. This may be a more heated discussion and facilitator must encourage participants to see 

conflict as a good way to see both sides of an issue. 
6. At no times should a person feel unheard or dismissed.  All comments will be recorded, 

and the facilitator may need to remind the group of this from time to time. 
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7. This is an important time for the facilitator to encourage participation from even the quiet 
participants who may have held back in the headquarters issues. 

8. The assistant facilitator should be keeping time and helping to move the discussion 
along. 
 

 
Wrap Up 

1. Be able to bring closure to the discussion at the designated time. 
2. Thank participants for attending and their input 
3. Reiterate what will done with the information collected 
4. Give an approximate date as to when they will see an outcome and changes or ideas, 

which will be adopted as a result of this feedback. 
 
Facilitator Guidelines: 
 
Facilitation is a process through which a person helps others complete their work and improve the 
way they work together. 
 
A Facilitator needs to have a distinct role other than leader or manager 
 
Facilitators’ task at a FIRST Local Team Forum: 

1. Help people focus on the specific question at hand and articulate their feelings on it 
2. Help people concentrate and be clear in the here and now and not spend time reflecting 

on “how it used to be in the good ole days”.  Bring people back to the present day if they 
get into historical facts or stories. 

3. Help people communicate their thoughts on the topics being discussed by making clarity 
statements such as, “so you are saying…” 

4. If people are getting heated about a subject, acknowledge that you can feel and 
understand their concerns and that their thoughts are being captured.  

5. Encourage all present to become engaged in the process.  Ask leading questions and 
how a change being discussed will affect others 

6. Encourage participants to think outside the box and acknowledge their thoughts and 
ideas 

7. Encourage participants to articulate a shared vision and common mission of FIRST in the 
future. 

8. Encourage discussion on things that are new and things that remain the same and how 
they will affect their teams and sponsorship. 

9. Active listening is a very important facilitation skill, remember that you are there 
representing FIRST and always keep gracious professionalism in mind. 

 
Facilitators: 

1. Task - The single most important thing a facilitator does is to help people be clear about 
their task.  Explain to the audience why the forum is taking place and why you have been 
selected to be the facilitator. 

2. Self - Facilitators must know themselves and how they impact the group.  They must use 
themselves as an instrument and representative of FIRST to help the group work 
together and offer substantial feedback.  Their own opinions do not have a role in these 
forums. 

3. Group – The facilitator must understand the group dynamics and help them experience 
conflict as a productive, normal and necessary occurrence.  The facilitator needs to be 
able to control the loud talkative type who often takes over the entire conversation and 
include the quiet person in the group.  Hopefully the Regional Directors will be able to 
help, as they will know the people better. 

4. Process – The facilitator will reiterate how important this process is to FIRST.  They will 
review the guidelines so that all participants are aware of what is taking place.  They will 
make sure that each participant is treated with respect and courtesy.  It is important that 
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people interrupting and talking out of order are gently reminded to speak only when it is 
their turn.  Each person’s idea needs to be acknowledged and given equal value.   

 
A Facilitator must: 
1. Recognize and acknowledge differences in the group such as rookie vs. veteran team 

members. 
2. Respond to all different styles, bringing the quiet people into the discussion.  This can be 

done by speaking slower and softer to them and realize that they back away from conflict.   
3. Help people see conflict as differences of opinion and not a personal issue.  Conflict is a 

healthy sign that individuals in the group care about the quality of their work and wish to 
find solutions to their problems. 

4. Be clear about what the group will produce.  Let them know that they are not wasting 
their time and all the information is being documented and brought back to FIRST. 

5. Ground rules for behavior – these should be clear ahead of time.  Be sure that you stick 
to these rules and don’t bend or break them for certain people who have stronger 
personalities.  If you do this, it will detract from your image as a competent facilitator. 

 
 
 
 
 


