Guide to Effective Brainstorming
1. Define the Objective & Set the Stage
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Clarify the Goal — Clearly define the problem or challenge you’re trying to solve. (e.g., "How
can we improve customer support?" or "What features should be added to our mobile
app?")

Set Expectations — Let participants know the objective of the session and encourage open,
creative thinking. Explain that no idea is too wild or out of bounds at this stage.

Gather the Right Participants — Invite a diverse group of people who can offer various
perspectives (e.g., stakeholders, subject matter experts, team members).

2. Prepare the Environment
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Choose the Right Space — Ensure the room or virtual meeting platform is conducive to
collaboration (e.g., enough space, access to tools like whiteboards or sticky notes).

Prepare Tools — Have materials ready for capturing ideas (e.g., whiteboard, flip chart, digital
tools like Miro or Microsoft Teams, sticky notes).

Set a Time Limit — Schedule the session to keep the energy high and focus sharp (e.g., 30-60
minutes is typically ideal).

3. Set Ground Rules
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Encourage All Ideas — Emphasize that all ideas are valuable, no matter how unconventional.
The goal is quantity, not quality at first.

No Criticism — Stress that judgment or criticism is not allowed during the brainstorming
phase. Ideas should be evaluated later, not during the generation process.

Build on Others' Ideas — Encourage participants to expand upon or combine ideas shared by
others. Collaboration is key.

Stay Focused — Keep everyone aligned with the session's goals, and avoid drifting into
unrelated topics.

4. Facilitate the Brainstorming Process
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Start with a Warm-Up — Begin with a quick, non-related creative exercise or icebreaker to get

participants thinking outside the box.

Present the Problem or Challenge — Clearly articulate the problem or opportunity to the

group. Make sure everyone understands the context.

Generate Ideas — Allow participants to shout out ideas or contribute on sticky notes, one

idea per note. Encourage participants to keep ideas flowing rapidly—there’s no wrong

answer!

Capture All Ideas — Write or record all ideas in a visible place, ensuring everyone can see the

contributions as they happen. Consider using a shared virtual whiteboard or document for

remote sessions.

Use Techniques to Encourage Participation:

¢ Round-Robin - Go around the group for each person to contribute an idea.

e Mind Mapping — Create a central theme and branch out to sub-ideas.

e Silent Brainstorming — Allow participants to silently write ideas for a few minutes before
sharing to prevent groupthink and ensure all voices are heard.

5. Prioritize and Evaluate Ideas
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Review Ideas — Once the brainstorming session is over, step back and review the ideas as a
group.



v" Cluster Similar Ideas — Group related ideas together to identify common themes or areas of
focus.

v" Evaluate — Have participants vote on the most promising ideas based on feasibility, impact,
or relevance.

v Prioritize — Narrow down to a few ideas that have the most potential for success. Consider
using techniques like dot voting, where each participant gets a set number of votes to
allocate across the ideas.

6. Define Actionable Next Steps
v' Develop an Action Plan - For the top ideas, define clear next steps, assign owners, and set
deadlines for further exploration or implementation.
v/ Communicate Outcomes — Summarize the brainstorming session and send out the list of
prioritized ideas, next steps, and responsibilities to all participants.

7. Follow Up & Refine

Track Progress — Regularly check on the progress of ideas and ensure that action items are
being completed.

v" Refine Ideas —- Some ideas might need further discussion or refinement. Don’t be afraid to
revisit them if necessary.

Tips:

e Encourage Wild Ideas — Unconventional ideas can lead to breakthrough solutions.

e Keep It Positive — Avoid negative comments or dismissive behavior that could stifle creativity.

o Rotate Facilitators — If possible, rotate the facilitator role to keep fresh perspectives and
dynamic sessions.

e Use Visuals - Visual tools like mind maps or affinity diagrams can help organize and clarify
ideas effectively.

o Timebox Sessions - Limit the session to a specific time frame to keep participants engaged and
productive.



