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Brighter Strategies
Better process Brighter results

PURPOSE: To systematically analyze an idea and all of the forces for 
and against a change.

BENEFITS: Helps your organization make a decision after methodically 
considering all contributing and opposing factors. This process can 
help you decide to implement an idea, and increase your chances of 
success by both strengthening the contributing factors and mitigating 
the hindering factors.

PREPARE
•  Determine the agenda and distribute at least 3 days in advance. If you 

ask for feedback on the agenda, be sure to leave time for changes.

•  Conduct a formal or informal survey of your staff prior to the meeting 
to carefully define and articulate the idea you want to analyze. 

•  Prepare the Meeting Planner graphic organizer with your agenda, 
logistics, goals, and ground rules clearly marked.

•  Post the completed Meeting Planner graphic organizer, the Force 
Field Analysis graphic organizer with the idea written in, and the 
For Later Discussion graphic organizer so that they are visible by 
all participants. 

TIME TO COMPLETE: 1.5 – 2 HoursForce Field Analysis

•  Have the Exit Survey graphic organizer ready to post at the 
conclusion of the meeting. Use feedback from the surveys to address 
any concerns or challenges participants raise at the next meeting

• Provide pens, paper, post it notes, and voting dots.

FACILITATE
•  Review elements of the Meeting Planner graphic organizer with 

participants. Continually refer back to the agenda throughout the 
meeting to keep discussion centered on the stated purpose and 
specified agenda items. 

•  Point out the For Later Discussion graphic organizer so that 
participants have an opportunity to air their ideas or concerns.

•  Share the vision of this meeting — your overarching goals and 
desired outcomes. 
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YOUR GRAPHIC ORGANIZER CONSISTS OF THE FOLLOWING ELEMENTS:

1

See page 5 for large example of the Field Force Analysis

Begin an incentive program for 
employee professional development

management support, employee 
morale will rise, need to improve 
skills, proven motivator for progress

budget, employee attitudes, 
program development time, program 
development cost, and employee time

Idea
• Identify your idea or project

Forces that help us/ 
Resources in place 
Consider: 
• Tangible resources
• Skills
• Attitudes
• Funding

Forces that hinder us/ 
Problems and deficiencies 
Consider:
• Barriers
• Funding
• Training
• Skills
• Deficiencies
• Learning curves  
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•  Introduce the specific idea you will be considering during this 
meeting, and explain that this will be the only idea for consideration 
at this time. 

•  Share an example of a force or resource that will help implement 
your idea, and an example of a force or problem that will hinder 
implementation of your idea.

•  Have participants brainstorm forces. You might ask the group to 
brainstorm aloud while you write the ideas for them, or they might 
write their own ideas on post it notes.

•  When forces have been identified, consider each and discuss 
whether they are actually contributing causes using some of the 
following questions:

 • Are they valid?       

 • How do we know?       

 • How significant are each of them?       

 • What are their strengths?       

 • Which ones can be altered?

 • Which ones cannot be altered?       

 • Which forces can be altered quickly? 

 • Which forces can only be altered slowly?       

 • Which forces, if altered, would produce rapid change?      

 • Which only slow change in the situation?       

 • What skills and/or information is needed and available to alter the forces?

 • Can we get the skills or information needed

•  If time allows, the group might rank the forces in order of most 
significant to least significant. Alternatively, the group could use 
voting dots and select the top 3 – 5 most significant forces. This will 
guide your next meeting or follow-up tasks. 

•  The group might also begin brainstorming solutions that you could 
post on the For Later Discussion graphic organizer.

•  Conclude the meeting by summarizing the discussion, decisions 
made, tasks delegated, deadlines, and any action required by 
participants. Depending on the time available, either address For 
Later Discussion items or place them on the agenda for the next 
meeting. Include in the summary any review plans for follow-up or the 
need to schedule any succeeding meetings. It is far easier to schedule 
the next meeting while everyone is at the table then it is to wait and 
contact each participant individually. 

•  Post the Exit Survey graphic organizer by the door. Give each 
participant 3 voting dots and ask them to evaluate the workshop by 
placing their dots accordingly.

BRIGHT IDEA

Include a broad organizational attendance so that 
a variety of perspectives will be present to provide a 
broad view of forces.

BRIGHT IDEA

Have groups form around each set of forces so that 
one group can focus on strengthening those positive 
forces and another group can focus on improving the 
areas that might inhibit your idea or program.
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Begin an incentive program for 
employee professional development

management support, employee 
morale will rise, need to improve 
skills, proven motivator for progress

budget, employee attitudes, 
program development time, program 
development cost, and employee time


