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Meeting Room Designs

Chairs in a Semi-Circle - No Table 
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This is the basic, small-group facilitation design deemed by many facilitators as most desirable for small task group work. The easel and flip chart and facilitator are positioned to the side or in front of the group. Clipboards or writing surfaces, such as the back of a binder, are made available as needed. 

ADVANTAGES 

· Centers attention on the group task.

· Removes distractions or table items and the barrier presented by a table. 

· Keeps focus on the group memory (easel and flip chart). 
· Strongest design for promoting equity among group members. 

· No one is positioned oppositionally. 

DISADVANTAGES 

· Quite a few people are (at least initially) uncomfortable without a table in front of them. 

· The table writing surface is unavailable to group members. 

· It feels awkward until people have tried it a few times. 

WHEN TO USE 

· After the facilitator explains the advantages of the design and asks people to "give it a try". 
· When you are working with a small task group of six to nine people. 

· At off-sites where the norm is more relaxed and people expect to work differently. 
· Every time you do small-group work, if you can get the norm established. 
The Traditional Meeting Room 

Best used as the "regular meeting" group design where decisions are reviewed and approved or disapproved. Person seated at the head of the table is the acknowledged authority who is recognized as being in charge of the group. Because these furnishings are found in nearly every office, the design is also frequently used for small task group meetings. 
[image: image3.jpg]Th
He
Tlingione Faciitotion ol



ADVANTAGES 

· When the leader is seated at the head of the table, authority and roles are clarified. 

· Promotes decision-making when the leader takes action following the presentation of recommendations. 

· Is often what is available and requires little set-up.
· People are used to the design. 
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(The Traditional  Meeting Room continued) 
DISADVANTAGES 

· Is inflexible in terms of breaking the group into smaller groups. 

· Positions people: across from one: another. Invites cross-talk, opposition. 

· Directs energy toward head of table rather than dispersing it among members. 
· Because it is so well known, the design triggers a person's typical meeting behaviors. 

WHEN TO USE 

· For most "regular" meetings (e.g., management meetings, staff meetings). When the meeting time is less than two hours. 

· When the meeting is focused on reviewing rigorously developed recommendations and the meeting's purpose is to take action on the recommendations (approving/disapproving). 

· When reviewing group standards set as performance targets for individual managers or groups. 
· When quickly dispensing short "news briefs" or "pass downs" from above.
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Large Group, Task Group Design 
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This design is suitable for many events involving large task groups, such as search conferences or staff planning retreats. Preferably round tables with chairs are positioned in small groups so that work can be done at the tables and easily shared with the larger group. Easels and flip charts are usually positioned at each of the tables as well as the front of the room. 
ADVANTAGES 

· Allows both small. and large groups to work without changing seats. 
· Gives everyone a writing surface when needed. 

· Automatically breaks larger group down into smaller groups. 

· Can easily work with pairs or trios at the tables. 
DISADVANTAGES 

· Requires a good deal of square footage to set up. 

· People may have to twist and turn in order to see the front of the room for large-group sessions.
· Rooms often do not provide enough space for the design as it is shown here; tables have to be put in the center area, making communication less cohesive. 
WHEN TO USE 

· For task-oriented groups of more than 20, less than 50. 
· When it is important to have writing surfaces. 

· For search conferences. 

· For large planning meetings. 

· As a standard design for moderately large groups. For groups of over 50 members, it is usually best to do without the tables because they will take up too much space. Creating an assembly hall-like atmosphere can restrict effective communication. 
Combined Table Set-Up with Chairs for Small-Group Activities 
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This design accommodates both smal1-group work 

and large-group discussion. Ideal when training is combined with small-group work or when the table is used as a "decision table" where the group leader "chairs" a decision-making meeting. 
ADVANTAGES 

· Provides a seating area for large group as well as work spaces for small groups. 

· Helps the group distinguish between activities appropriate for small task group (5-9) and larger groups. 

· Can be used to create separate areas for developing recommendations and reviewing them for official approval by designated leader(s). 
DISADVANTAGES 

· Requires room large enough to accommodate both types of seating areas. 

· Some people may still not like working in small groups without tables or writing surfaces. 
WHEN TO USE 

· For larger groups who will be generating recommendations. 

The "Herringbone" Facilitation Design 

This design is good for work with medium-size groups, in rooms that are setup with tables that cannot be configured for smaller groups. The slant of tables is better for task group work than the boxier style, where people directly face one another. If you have more people to be seated, you can put additional rows of tables behind the first set of tables in a similar slanted fashion. 
ADVANTAGES 
· Provides a writing surface during the meeting. 
· Can still maintain the focus on the group memory. 

· Small-group work can be conducted around the tables by having people move around on both sides on the table. 

· Works well when there is a good deal of presentation from the front of the room. 

DISADVANTAGES 

· Takes up a lot of space. Usually difficult to use for groups of more than 14 to 18 without adding a back row. 

· If you have to setup a back row to accommodate the numbers in the group, several people will be speaking to the backs of the people in the front row(s). 

· May put undue focus on the facilitator or person in the front of the room. 
(The "Herringbone" Facilitation Design continued)
WHEN TO USE 

· When the most of the group members will be spending their time as one group. 

· For groups of 12 to 20 members. 

· When tables cannot be folded up or moved out of the room. 

· For sessions with a shorter duration. 
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