
CORE Meeting 

Communicating  Our   Relationship/Responsibilities    Expectations 


Guidelines and Reminders for Meeting Facilitators  

Pre- Meeting  

1. Present the meeting as an OPPORTUNITY for everyone

• To be a more effective team communication and understanding is vital 

• It’s not unusual to 

• To be clear is to be kind 


2. provide the  questionnaire about a week in advance to all participants. Ask 
them to spend a thoughtful amount of time on the form and to complete it in 
advance of the meeting.


3. You might consider “checking in” with team members in advance of the 
meeting to get a “read” on their initial feelings. 


4. Set aside 90 minutes for the session 


5. Make sure that the meeting will not be disturbed and that the location allows 
for privacy. 


6. Visualize and prepare in advance how YOU will respond to and maintain the 
flow of the meeting. 


7. Plan to go in order from the individuals whom you think will have the less 
intense concerns to those who do. 


Decide Who should be at the meeting 
1. Only you can determine what “levels” you staff are at 

2. 1- 2 different sessions may be necessary 

3. Avoid exposing the jr level staff to senior level conflicts 

4. To wear or not wear uniforms? 




Communicate and Reinforce the 2 Main Rules 

1. Speakers should be honest and open 

2. Listeners should give their full attention and listen to understand NOT listen to 
respond? 


Reminder to all: Are you communicating to help or to hurt?  

Start with PCP (Praise - Challenge - Praise) 

Praise  
I enjoy working with all of you and I know how much the dojang and our students 
mean to you.  

Challenge  
I also know that at times even people who both care about something can have 
difficulty communicating about how to deal with it. And I know we would all like 
that to change for the better.  

Praise  
“I’m confident that as a result of today’s meeting we will all gain more 
understanding of one another.  That will decrease some of the frustrations that 
we experience once in a while, and that understanding will help us to 
communicate and cooperate more effectively in the future.” 

During the meeting leaders must role model the behaviors/mindset that 
they want to see the participants exhibit  
1. Block out all distraction 

2. Focus fully on the speaker

3. Maintain your composure 

4. Ask clarifying questions 

5. Take notes 

6. LET OTHERS SPEAK MORE THAN YOU! 


PRAISE participants for participating productively  
• I really appreciate your honesty and willingness to share that with us.  
• ____________ I’m sure she appreciates you saying that  
• I’m very thankful for what I’ve seen so far.  
• I think that was helpful. 
• That was great question and a clarifying answer.  



Use gentle statements to redirect the meeting if things are going in the 
wrong direction  
1.This is  ________________’s time let’s allow him/her to finish uninterrupted.

2. Let’s keep the focus on creating solutions. 

3. That is a good question/topic that we should address at a future time but for 
today we want to stay on the topic of our communication and teamwork 


Team work Concepts that could be valuable to share  
1. Team work takes work!

2. We all bring different backgrounds and experiences to our work life. 

3. It takes time to learn how to communicate. 

4. Cultivating teamwork is a process not an event - we all have to keep working 

at it. 

5. Respect means providing people with the honest information that they need 


Fundamental Attribution Error  

The Fundamental Attribution Error states that when we try to explain other people's 
bad behavior, we tend to overemphasize their personality and underemphasize the 
situation they were in.


And… we do the REVERSE for ourselves  

When you act in a negative way it’s because of who you are. When I do it, it’s 
because of the situation I was in. 


Closing Comments to the participants  
1. I’m not surprised that this discussion could create some emotion or frustration, 

and I’m thankful for everyone being patient with one another. 

2. This is the start of our process not the end. 

3. It would seem that the summary of what will be happening next is ….


Follow Up 
1. Gather and keep a copy of each questionnaire

2. Check in with individual team member\

3. Utilize the new “language” you gathered from everyone 

4. Praise Progress 

5. Redirect old habits


