Helpful Hints 

· During training presentations, activities, and action planning

· Make notes of your own examples 

· List any needed clarifications and questions you have 

· Be a good model and resist side talk by listening and guiding teams during presentations and as they work

· Help teams get back on topic and move forward

· Paraphrase what you have heard

· Remind meeting recorder to take notes of decisions 

· Prompt, reinforce, acknowledge, and encourage team efforts

· Link training content to meeting topic

· Let team develop their own decision and actions… you can shape

· Ask a ‘veteran’ coach to help out if you need more information

· Use problem-solving strategy (define the problem, brainstorm solutions, pick on to try, follow up)
