Tips for CoP facilitators
Facilitation

· Ensure your community is friendly and sociable -  think of yourself as the host at a party and make members welcome

· Time-limited events have the advantage of encouraging busy members into the CoP, if an event is about to finish, they cannot delay their visit

· Frequent visits to the CoP are important as contributions left, apparently unread, deter further contribution from other members. Try and encourage other people to make responses rather than respond yourself.
· Create a buzz - e.g. frequent responses, glass half full comments etc.

· Active Facilitation - back channelling when appropriate, covert encouragement in the early stages, encouraging group discussion, modelling behaviour

· Engage people from the start - use non-threatening Ice Breakers to encourage members to make their first contribution

· Keep the space tidy - archive old discussions, but make them accessible if members wish to refer back to them

· Understand that there are different types of community and these require different types of facilitation

· Welcome new members, provide a space for introductions

· If possible, try to have more than one facilitator to cover illnesses, holidays and pressures of work

· Regularly extract the learning into tangible, accessible artefacts - create a knowledge bank which adds value

· Nurture and develop online relationships - the environment can be stark so try to personalise it to the group

· Stimulate discussions with - careful, thoughtful structuring of open questions to engage participants

· Summarising long discussions can reduce the amount of reading for late comers and new members
· Tag content for new members so they can get up to speed quickly

· Identify champions within the community and use them (not the most vociferous but those who gain respect)

· Make it 'light' - deeper discussion will follow - trust your members, if it is all heavy and deep then members will be deterred.

· Appropriate, sensitive humour can help encourage a delightful experience

Participants

· Encourage members to have a role /purpose in the community - maybe rotate the roles to keep interest stimulated

· Suggest to participants that they make a specific time in the day to visit the community - maybe over a coffee

· Ensure your members feel comfortable and understand that they are expected to contribute, beware having 'senior managers' just looking on! Encourage an understanding that all contributions are welcome and of equal value.

· Community membership 'audience' should be clear - so that members know who are reading their contributions

· Check that your members are committed to using the community

· Your CoP will be successful if people can be proud of the group and what it is achieving - celebrate and share successes.

· Consider rewards - messages to their employers thanking them for their important contribution maybe a note to add to a CV saying 'this person has participated in collaborative professional development using technological media'. or demonstrated capability in its use.

Technology

· Training in the use of the technology - don't assume everyone is comfortable with the technology because they work on computers!

· Appropriate community tools to meet the needs of the specific group

· Help those that need training in the technology - this must be prompt supportive and as and when needed.

· Give your CoP a sense of identity/place - use logos, cartoons, pictures to make the community the space of the members -

· When preparing the online space, consider ease of navigation - Keep it Simple!

· Irregular email reminders to members and prospective new members welcoming new members and providing hyperlinked “teasers” to new content.

Content
· Documents – What is your magnet content? By gathering and collecting relevant documents that your community members can use, you will provide quick wins for you members and this can encourage others to share their documents.  If you ensure that key documents are ONLY available on the site, this will encourage people to register and look.
· Events – gather and publish events that members may wish to attend these could be large conferences or small working groups.  This allows members to see what is happening and to network at face to face events.
· Forum – use ‘Hot seats’. These are perfect for getting people into the community. This enables participants to ask the person in the hot seat (usually an expert in their field) questions, to which they can respond over a set period of time. These questions can be posted in the forum to help capture the responses. 
· Wiki – have a wiki of useful resources or website.  Everyone needs to know where you get your information from.  By gathering a list of resources that you use and asking others to build on this list you will be sharing one of your most important information resources 
· Documents/wikis - People can post agendas / minutes / working papers / uploaded presentations / conversations for those unable to attend or wanting to start/continue pre/post event discussions.
· RSS feeds – find some useful/ interesting/entertaining feeds and add them.  Feeds are automatically updated frequently, so this is a good way to keep fresh items in view.  Make sure people know that they are there and invite suggestions for new feeds.

Extract from material on the IDEA CoP platform provided by 2 experienced CoP Facilitators

