«.) FACES & VOICES
OF RECOVERY

Quick Tips for Managing Time & Keeping Discussions on Track
Why Time Management Matters

Effective facilitation requires balancing engagement and structure. Without clear
time management, discussions can drag, lose focus, or rush important
moments. This guide provides quick, practical strategies to keep discussions
on track while ensuring meaningful participation.

1. Setting Clear Time Expectations

v Start with a structured agenda - Share a timeline at the beginning of the
session.

v Set time limits for activities - Example: "We’ll spend 10 minutes on this
discussion before moving on."

v Use visual or verbal reminders - "We have 5 minutes left for this topic—let’s
hear final thoughts."

v Factor in flexibility - Leave a few extra minutes in case discussions run long.

2. Keeping Discussions Focused

v Use redirection techniques when discussions go off-track — "That’s an
important point—how does it connect to our main topic?"

v Summarize key points before moving on - "So far, we’ve discussed ____. Let’s
transition to the next point."

v Encourage concise responses - "Let’s hear quick thoughts from a few more
people before we wrap up.”

v Monitor group energy - If participants seem disengaged, adjust pacing or
introduce interaction.

3. Tools for Staying on Track

ADVOCATE. ACT. ADVANCE.
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v Timers & Alerts - Use a timer to manage segments without cutting off
engagement.

v Visual Time Cues - If in person, write time limits on a whiteboard. If virtual,
use chat reminders.

v Check-Ins & Wrap-Ups - Halfway through a session, pause: "Are we covering
what’s most important for this group?”

v Parking Lot for Off-Topic Ideas - Capture unrelated but valuable ideas for
later discussion.

4. Handling Common Time Challenges

Challenge Solution
A few people dominate the "Great insights! Let’s hear from those who
discussion. haven’t spoken yet."
A discussion is running over “Let’s take one final thought before we move
time. on."

"Let’s switch things up—how about a quick
reflection or poll?"

"That’s interesting! Let’s note it for later and
return to our focus."

The group is disengaged.

Participants go off-topic.

Final Thought
Time management isn’t about rushing conversations—it’s about balancing

engagement with structure. A skilled facilitator guides the flow, maintains
focus, and adapts as needed to keep discussions productive and meaningful.

ADVOCATE. ACT. ADVANCE.
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