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How to use this tool
Follow these simple steps to successfully use this template



Tool:



Creating a group agreement
How will you create a safe space for people taking part?



Why use this tool
A group agreement helps everyone taking part feel safe, included and heard within  
group discussions. 



This tool will help you facilitate a discussion between everyone taking part and give you a 
place to record the agreed outcome; an agreement can be made for one off discussions or 
used regularly at meetings.



1.	� Print the template in A3 or copy  
it onto a flip chart; have sticky  
notes to hand



�2.	�Explain the benefits of a group 
agreement



	� Agreeing how everyone will 
communicate and behave within  
the meeting or discussion space  
will help create a safe atmosphere 
where people are free to speak  
their mind without fear of judgment  
or not being heard.



3.	 �Ask the group to think about good 
methods of communication and  
note ideas down on sticky notes. 
Discuss why they like them? Out  
of the suggestions which would  
the group like to commit to?



	� Write these down on your template



4.	�Ask the group to think about how 
they would like people to behave, 
write these on sticky notes? Discuss 
what types of behaviour would  
and wouldn’t be helpful during  
the meeting? Out of the suggestions 
decide what would the group 
like included on their agreement. 
This could include: Mobile phones 
on silent, take a break if feeling 
overwhelmed, respect others 
opinions



	 Add these to your template



�5.	�Your group agreement is complete.  
If you are using the agreement  
for more than one meeting ask 
everyone to write their name at  
the bottom, take a photo and share  
it with the group.



	� Remember - It is the group’s 
responsibility to stick to the 
agreement; anyone can refer  
back to this if they feel it is 
not being respected and this is 
affecting how safe they feel.



Step by 
Step
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