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SESSION 3.  
Decision-Making Steps 

Goal

The goal of this session is to introduce the steps in making decisions, discuss the 

importance of following through on decisions, and explore possible solutions to 

personal decisions.

Learner Outcomes

• Identify the steps in making decisions.

• Apply those steps to hypothetical situations.

• Apply those steps to a real-life, personal situation.

Time Needed

50 minutes

Materials Needed

• whiteboard or flipchart paper

• dry-erase markers

• Making Decisions session 3 video segment

• DVD player/monitor or some way to display the video segment

• Decision-Making Steps handout

• pens or pencils

Preparation Needed

1. Preview the video segment so you are familiar with the information that is 

covered.

2. Photocopy the Decision-Making Steps handout (one copy per small group of 

up to four people).
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SESSION OUTLINE

Getting Started (7 minutes)

1. Review the decision-making styles:

• We all have a natural decision-making style.

• These styles include “Go with Your Gut,” “Think It Through,”  

“Take Your Time,” and “Poll Other People.”

• When you are extreme in the use of one style, it can have negative 

consequences.

• You need to be balanced in your style, using strengths from  

each style.

2. Ask participants if they can think of a person who they feel is a wise 

decision maker. This could be someone they know or someone they have 

heard about, even a famous person. Ask what that person does that makes 

participants believe he or she is a wise decision maker.

3. Tell participants that they will now watch a short video, and you will 

discuss the video afterward.

Playing the Video (7 minutes)

Make sure everyone can see and hear the Making Decisions session  

3 video segment. Stay in the room while the video segment is being played.

Discussing the Video (3 minutes)

Lead a discussion about the video segment. Ask group members the  

following questions:

• Can you name the steps in the decision-making process?

• What comments did people in the video make that you felt were helpful?

Going Deeper (30 minutes)

1. Review the decision-making steps:

• Identify the decision that needs to be made. Determine if it is in your 

control. Is this something about which you can actually make a decision?

• Clearly define the decision.

Facilitator Guide
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• Identify your options. This might mean doing some research by 

reading and talking to people.

• List the pros and cons of each option. Think about the pros and cons 

for yourself and for the other people in your life.

• Rank the pros and cons according to how important they are.  

Then weigh the pros against the cons.

• Make the decision.

• Take action.

2. Lead a discussion on the different steps, asking the following questions: 

• What is an example of a decision that would be out of your control?

• How could you go about researching options?

• What kinds of questions might you ask?

• When you are considering the pros and cons, whom might you  

consider besides yourself?

3. Ask participants: Have you used any, or even all, of these steps in the 

past? If some of them say yes, ask if they are willing to share an example  

of a time when they have used the steps.

 NOTE: Assure them that sharing aloud is voluntary but remind them that it 

is helpful when people share because we all have a lot to learn from each other.

4. Ask participants to break into small groups of up to four people. Give each 

group a copy of the Decision-Making Steps handout and a pen or pencil. 

Have each group identify a recorder who will fill out the handout and a 

reporter who will share the group’s discussion with the larger group.

5. Ask if a member of each small group would volunteer to share a significant 

decision he or she needs to make that is in his or her control to make. Then 

ask the group to use the decision-making steps to come up with a possible 

solution. As the group discusses the steps, the recorder should fill out the 

handout. Give each group about ten minutes to do this activity.

6. Have everyone come back to the larger group and have each small group 

reporter tell the larger group what their group’s decision was, what they 

decided together, and each step in their process.

HANDOUT 

[ 2 ]
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7. Ask the following questions about the process:

• Did you find it difficult or easy to come up with options?

• Did people have different opinions when you were rating the  

pros and cons?

• Did it feel as if the process could be useful for you?

Wrapping It Up (3 minutes)

1. Say to the group: Once you’ve made the decision, taking action seems 

like it should be the easy part. You just add up the points and then do 

it. But it’s not that simple. Taking action can be just as hard as making 

the decision. We often make decisions but don’t follow through on 

them. This is especially true when it’s a difficult decision. But making 

a decision is only worthwhile if you take action on it. For example, it 

doesn’t do much good to decide you’re going to quit smoking if you 

immediately tell yourself, That was a hard decision, but I’m glad I 

made it. I’ll quit soon. And then you light up a cigarette.

 There are lots of reasons people have for not taking action on a 

decision. They get distracted. A friend calls and invites them to do 

something. They feel stressed and tell themselves they need to take a 

break and watch some television. They don’t know how to get started, 

so they feel overwhelmed and just don’t do anything about it.

2. Ask participants to talk about what steps they might take to act on each 

of the decisions reported by the small groups. List the action steps on a 

whiteboard or flipchart paper.

CHALLENGE
Challenge participants to think about one important decision they need to make and 

use the decision-making process to help them make that decision. Also challenge 

them to share their process and decision with their significant other or friend.

Facilitator Guide



21 
PERSONAL GROWTH — MAKING DECISIONS
© 2015 by Hazelden Betty Ford Foundation. All rights reserved.

HANDOUT 2:  

DECISION-MAKING STEPS

1. What is the decision you need to make? Determine if the decision is in your control.

  Answer: 

 

  

2. Write out a clear definition of the decision.

  Answer: 

 

  

3. What are your options? This might mean doing some research by reading  

and talking to people. Write them in the box below.

OPTIONS PROS CONS

Option 1

Option 2

Option 3

Session 3. Decision-Making Steps
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4. What are the pros and cons of each option? For you? For others?  

Write them in the box on the previous page. 

5. Rank the pros and cons. Circle the pros and cons that are most important. 

Then weigh the pros against the cons. 

6. What is your decision? Write it below.

  Answer: 

 

 

  

7. What is one action step you can take now to follow through on that decision?

  Answer: 

 

 

 

HANDOUT 2:  
DECISION-MAKING STEPS (CONTINUED)
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