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FACILITATOR’S GUIDE TO USING CLEAR 

NEEDS – NEW IDEAS WITH INDIVIDUALS 
 

For convenience, the person you are working with will be referred to as your ‘client’ 

   

OVERVIEW OF THE PROCESS 

Clear Needs – New ideas has three main steps through which you, as facilitator, will guide your 
client. 

In Step 1, you will help your client to identify needs met and not met 

In Step 2, you will invite your client to generate ideas for addressing his/her unmet needs, and you 
will contribute your own suggestions. 

In Step 3, you will encourage your client to choose which ideas to explore and draw up an action plan 

The best outcomes will emerge if you encourage your client to focus on each step in turn. 

 

RESOURCES 

YOUR CLIENT WILL NEED: 

Handouts  

 ‘Wheel of Needs’ and ‘Finding resources and information+Action Planning Handout’ (see 
Menu/Downloads) 

Cards 

Ten blank cards, stiff enough to shuffle: five in one colour and five in a different colour. A convenient 
size is that of a pack of playing cards – approx. 2.25 x 3.5 inches or 57 x 89 mm. 

Paper 

A sheet of A4 paper. Make sure you have spare sheets available too. 

Pen 

 

TO PREPARE YOURSELF 

Study all the documentation so that you are familiar with the concepts and ideas underlying ‘Clear 
Needs – New Ideas’ 
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TIMING 

The process is most effective when your client has ample time to reflect and explore, and for you 
both to come up with ideas. So if possible, allow at least 30 minutes to complete all three steps. 

The steps can be completed in one continuous session.  

If you choose to split the session, complete Steps 1-2 in the first, (allowing at least 20 minutes) and 
Step 3 in the second (allowing at least ten minutes).  

 

CONFIDENTIALITY 

Reassure your client that what is discussed in the session will not be talked about with other people 
– unless your client gives explicit permission. 

 

ROLE OF THE FACILITATOR 

Your role is to make sure that your client keeps to the process.  

This means: 

 working through the three steps in the right order 

 offering your suggestions where appropriate 

 making sure that your client is in the driving seat, and from this position: 

o can ask for help 

o makes their own choices about which ideas to accept and which to reject. 

The guidance that follows is a suggested script to help you facilitate the process. It draws attention 
to the information that your client needs in order to participate, and highlights the possible pitfalls. 

If you are working with a client with limited ability to understand words and ideas, adapt your input 
to accommodate them. For example, the single words that describe needs could be explained with a 
simple phrase: you might express ‘autonomy’ as ‘wanting to do things your way’. 
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FACILITATING THE SESSION 
 

SETTING UP 

Check that your client has: 

 a copy of the ‘Wheel of Needs’ 

 a copy of ‘Finding Resources and Information+Action Planning Handout’ 

 five cards of one colour and five of a second colour 

 something to write with 

 a blank sheet of paper 

 

INTRODUCING THE WHEEL OF NEEDS 

 ESSENTIAL POINT SUGGESTED SCRIPT TIPS 

Explain what is meant by 
‘needs’ 

There’s too much to put into a suggested script. 

Familiarise yourself with the contents of the document ‘Needs? What 
are needs?’ so that you can talk confidently about needs, adapting the 
information to suit your client. 

 

Be prepared to offer some examples 
that illustrate the difference between 
‘needs’ and ‘possible ways of meeting 
needs.’ Why they are important 

Difference between a 
need and a way of 
meeting a need 

 

 



Clear Needs – New ideas: Facilitator Guide for 1-1                                                                                                                      Page 4 of 11 

STEP 1: IDENTIFYING NEEDS UNMET AND MET 

ESSENTIAL POINT SUGGESTED SCRIPT TIPS 

Explain the three steps ‘We’ll use this ‘Wheel of Needs’ to help you identify some needs that are 
not being met – and other needs that are being met.  

Then together, we will think up different ways for meeting those needs. 

Finally, you will choose which suggestions you’ll follow up. And then 
we’ll put together an action plan’ 

Keep this part very simple. It’s just 
intended to orient your client 
towards what they will be doing in 
the session and the meaning of 
the wheel they see in front of 
them. 

 

Select five needs not 
met  

 

‘Have a good look at the Wheel of Needs’. 

If you want to know what any of the words mean, just ask me. 

The first thing I’d like you to do is to pick out five needs that are not 
being met for you. Choose needs that are important to you. Write down 
those five needs, each on a separate *white* card.  

(Hold up a card of whichever colour you’ve designated as being for 
needs not met.) 

There are two sorts of things to look for: 

 things that are completely absent from your life. For example, 
you might think you have absolutely no choice in your life at the 
moment. 

 things that might be present to some extent in your life but 
which you would like a lot more of. For instance: you might have 
fun once a month when you visit the club – but you’d really love 
to have fun much more often.’ 

At this stage, we’re not making decisions about whether it’s possible to 
meet certain needs or not.  

Encourage your client to take as 
much time as they need to read all 
the items on the Wheel.  

Be ready to give more examples if 
necessary, but beware of doing 
your client’s thinking for them. 

If your client can’t pick out five 
unmet needs, it doesn’t matter 
too much, though if they can only 
identify one or two, it could limit 
the value of the activity for them. 

Money is often cited as a need. 
But lack of it might be a barrier to 
meeting needs. Having enough 
might make it easier to get needs 
met. So if your client sees money 
as a need, help him/her to see that 
it’s a means to an end – rather 
than the end itself. 
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Nor are we looking at how we might meet our needs. That comes later 
in this session. 

For now, we just want to get a list of needs met and not met.’ 

Refer to the handout on needs to 
help you identify what are and are 
not needs and to prepare yourself 
to answer the questions that often 
crop up. 

Some clients might be reluctant to 
talk about certain needs. Don’t 
push. They can always have 
another round later.  

Discourage suggestions that some 
needs are ‘OK’ and others are ‘Not 
OK’. 

Select five needs met ‘Now do the same for needs met. Again, choose needs that are 
important to you. How they’re met doesn’t matter for now. It’s just the 
fact that you do have these things in your life that’s important right 
now.’ 

  

If your client can’t pick out five, it 
doesn’t matter too much, though 
if they can only identify one or 
two, it could limit the value of the 
activity for them. 

Reassure them that we all have 
the needs listed on the wheel to 
some extent. One need might be 
very strong one day and 
something else might be even 
stronger the next day. Or certain 
needs might not feature at all at 
particular times in our lives. 
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STEP 2: IDEAS FOR MEETING NEEDS 

ESSENTIAL POINT SUGGESTED SCRIPT TIPS 

Step 2 is about being  
creative in generating 
ideas without judging, 
discussing or rejecting 
them 

‘This is the point at which we each tap into each other’s creativity and 
wisdom. 

We tend to get very limited in thinking about how to meet our needs. ‘If 
only I had more money, more time, more energy,…’ we say.  

But when we stop and think about it, there may be things that we could 
do that would make a difference. They might not meet a need once and 
for all – but there could be several little things that would each make a 
little bit of difference.  

And there might be people, organisations, contacts, knowledge, skills 
and our own inner qualities that we haven’t yet fully tapped into.  

There’s another thing. It might be that what worked for us in the past is 
no longer working – and we might be mourning that. But we mustn’t let 
that stop us from looking for new ideas.  

I’ll write down all the ideas we come up with.  

Let’s get started’ 

Be alert to your client assuming 
that they can’t meet certain needs 
on the grounds, for example, that 
‘it’s not possible to have 
independence when you’re 
confined to a wheelchair’.  

Encourage them to think about 
‘independence’ from different 
perspectives:  e.g. physical, 
independent choices, independent 
thinking. Maybe this approach will 
help them look for different ways 
in which they might gain even a 
tiny bit more independence. 
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Instructions  ‘Shuffle your pile of unmet needs. 

Separately, shuffle your pile of met needs.  

Take two cards from each pack. Lay all four out in front of you. 

Tell me briefly about what you’ve written on each card – the needs met 
and those not met or only partially met. 

Then we’ll come up with our ideas.  

I will write down the ideas for you.  

At this stage, we won’t get into a discussion about whether something 
would work.  

If I offer you a suggestion, try not to dismiss it immediately by saying 
you’ve already tried it. Simply acknowledge each offer and continue 
thinking up more ideas. 

Try not to censor your suggestions. There’s no predicting what even 
whacky ideas might trigger in either of us.  

Remember that we’re after actions here. Suggestions are about what 
you might DO. 

How many can you come up with in one minute?’ 

 
 
 
 
 
 
 
 
 
 
 

Stress that you would like to hear 
BRIEFLY about needs met and not 
met. If your client seems drawn to 
telling long stories, gently draw 
attention back to the unmet need 
and then invite suggestions. 

It is very tempting for the recipient 
of the suggestions to evaluate 
them there and then, and to reject 
some out of hand or to get into a 
discussion about what might or 
might not work. 

Do your best to steer them away 
from this, by reminding them 
gently of the instructions: ‘just 
acknowledge each with a “thank 
you” and see if any more ideas 
emerge. 

Remind them that they will be able 
to weigh up and decide on each 
suggestion in the next stage. 

When you make a suggestion, 
offer it and then let it go. Don’t try 
to persuade your client. And don’t 
elaborate on how something 
might have worked for you. 

Just make a brief, clear 
suggestion, accept the ‘thank you’ 
from the recipient and then see if 
there’s a new suggestion you 
could offer.  
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‘Now put the cards back in their respective piles and shuffle them. 

Pick three from each pile and lay them all out in front of you. Read them 
out to me.’ 

How many suggestions can you come up with in two minutes – and 
don’t forget we’re after things that you can DO.’ 

Be prepared to remind your client 
that you’re wanting just 
suggestions – not whole stories. 
Be ready to intervene if anyone 
gives more detail than you think is 
helpful, or tries to persuade the 
recipient to accept a particular 
suggestion. The choice of which 
suggestion(s) to adopt must 
remain with the recipient. 

Keep the process moving by 
setting a time limit. 

Repeat the process with four and 
finally five cards.  

Increase the length of time you 
allow for each repeat, to take into 
account the number of cards 
being considered. 

 (When the flow of suggestions has dried up) 

‘It seems that we’ve exhausted the suggestions. 

Here’s what I’ve written down.’ 

Hand over your sheet of paper. 
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STEP 3: CHOOSING WHAT YOU WANT TO DO 

ESSENTIAL POINT SUGGESTED SCRIPT TIPS 

Step 3 is about individual 
choices about what your 
client will try and which 
suggestions they will 
give priority to. 

 

 

 

 

 

 

So now, we’re going to choose which ideas you want to work with. 

What I’d like you to do is to look at the suggestions and then: 

1. ask if you’d like more detail or information about any of them 

2. tick any suggestions that appeal to you and would help you 
thrive 

3. put a cross by those that don’t appeal 

4. put a question mark next to the ones that you’re not sure 
about: they might be ‘possibles’ but they don’t immediately 
strike you as something you want to follow up.’ 

If your client would struggle to 
take in the list of instructions all at 
once, you might decide to give the 
instructions one by one.  

For example:  

Is there anything on your list you’d 
like more information about? 
(pause and then respond to the 
questions) 

Tick any suggestions that appeal 
(pause and check progress) 

etc. 

 (When your client has finished their assessments of the suggestion) 

‘Let’s have look at what you have decided. Tell me which suggestions 
you like the sound of.  

(Pause) 

It’s good to have lots of choices, so let’s look at the ‘possibles’ and see if 
we can turn them in something you’d like to do. 

There are lots of reasons why they might be ‘possibles’ and not definite. 
For example,  

 you might need more information about how something would 
work 

 you might like the idea but can’t imagine doing it yet 

Once your client has read out their 
items, ask whatever follow-up 
questions you think are helpful in 
making the suggestions really 
action focused and doable. For 
example ‘get up earlier’ might 
need to be translated into ‘set 
alarm for 07.30 on days when I’m 
attending the Centre’. 

You might be tempted to 
persuade your client that a 
‘possible’ is indeed something that 
could be made to work. But hold 
back. Remember that it’s up to 
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 maybe you don’t think you’ve got the ability or experience to do 
something 

 perhaps you don’t have the time or the resources to make 
something work. 

So let’s see what we can do with your ‘possibles’.  
 
 

your client to choose which to act 
on and which to leave behind. 

Some ‘possibles’ will remain 
‘possibles’. Let this happen and be 
prepared to move on.  

If your client reveals particular 
patterns of reluctance, make a 
note to see what you can do to 
explore and maybe address these 
in some other forum. Doing the 
Clear Needs – New Ideas game is 
the place to get things moving, 
with some easy wins. It’s not 
designed to be a deep individual 
coaching session. 

 

 

FINALISING STEP 3: ACTION PLANNING 

ESSENTIAL POINT SUGGESTED SCRIPT TIPS 

Action planning ‘You’ve now got your list of things that you want to follow up. I don’t 
imagine you can do all of them all at once. So our final step is to make an 
action plan. You might like to look at the handout ‘Finding Resources 
and Information’ to see if it gives you any ideas. 

Have a look at your list. Pick out one that you can do really easily. And 
one that will take a bit more effort. What will they be?’ 

(Invite responses from your client.) 

 

Ask follow up questions so that 
your client has a clear 
understanding of the ‘who, what, 
why, when and where’ of 
implementing their actions. 

Some clients might want to take 
more than two actions. If so, 
reinforce their enthusiasm and 
check that more will still be 
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doable. If it seems that they are 
being over-optimistic, invite them 
to try two for the first week or so, 
and schedule other actions for 
later. 

If your client comes up with big 
ideas (as opposed to something 
straightforward that they might 
do without much planning) use 
Finding Resources and 
Information+Action Planning 
Handout to help them sort out 
their ideas. 

You might choose to make your 
own record of what your client has 
committed to, so that you have 
the necessary information to hand 
for when you meet again. It might 
also your client’s commitment to 
know that you are storing their 
intentions. 

Closing comments ‘Try things out and then we’ll get together again in (insert your time 
frame) and see how you’ve been getting on. And then we’ll plan some 
more actions to help you thrive.’ 

 

 


