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100 facilitator tips
1. use www.surveymonkey.com to collect pre-workshop information (e.g. perform a Learning Needs Assessment)
2. agree with the client/sponsor about the activity’s outcomes and their quality standards

3. make sure you are comfortable with the client’s expectations; they should not conflict with your values and ethics

4. the success of the activity will depend on your level of preparation and attention to its design

5. review and validate the learning objectives with participants at the beginning of the activity

6. make sure you can somehow measure the attainment of the objectives

7. visualize the learning objectives; post them on large paper on the wall
8. make sure the roles of all participants and facilitators are clear and agreed upon (who’s who and who is in charge of what). 
9. do not loose time in transactions during or between sessions
10. ensure latecomers are properly welcomed and included
11. refer to the outcomes of the learning needs assessment when presenting the overall design of the activity

12. come back to the objectives throughout the activity
13. review client’s / participants’ expectations, never judge them
14. check the infrastructure (e.g. videos, computers, software); make sure all your tools and ICT support work
15. make sure you have a back up plan in case the infrastructure is lacking or not compatible with your tools 

16. participants set the activity’s ground rules
17. believe in the group’s potential and capability to reach results
18. challenge pre-conceived ideas
19. what you train people in is not a religion; avoid being dogmatic
20. ensure the training room is nice and clean; messy environments are not conducive to learning

21. training is about encouraging discovery
22. you will be a role model for many; model a coherent and ethical behaviour
23. allow shy or reflective participants to be engaged e.g. by including some written assignments

24. be prepared top explain concrete links to the ILO’s comparative advantages 

25. link the micro-level activity to the macro-level policies (e.g. UN resolutions, ILO Conventions, decisions and discussions of the international community)
26. allow for diverging views/opinions

27. use metaphors

28. greet participants every morning

29. there are as few homogeneous groups as homogeneous people; use the diversity in the group to its advantage

30. introduce some level of competition among participants or working sub-groups …
31. but above all instil cooperation among participants
32. change and mix your training styles 
33. use games, people like to learn by playing

34. use metaphors; use humour when not culturally bound or sensitive
35. design the space, create an environment that is conducive to learning; if need be, modify the space during the activity
36. indicate starting and ending time of the sessions (or indicate that it is open ended)
37. encourage groups to complete their tasks/assignments; allow time for it
38. avoid making personal comments and criticism, comment on facts and figures

39. remain focused on objectives and lead the group towards them

40. design, design, design! Be prepared, even if you may have to redesign part of the workshop during implementation
41. vary the pace of activities
42. keep eye contact with all participants, not just with one, even if that person asked a question

43. when training on campus, use the outside space in the park
44. stereotypes usually discriminate. Make sure this does not happen in your activities and make sure you know how to address

45. do not give ‘ANSWERS’ to questions; bounce the question back to the group, or say ‘I will try to RESPOND’

46. say ‘Thank you for your question’, avoid saying ‘This is a very good question’ (… what about the other)

47. avoid saying ‘We will deal with that later’ or ‘I will respond later’, preferably give a concise temporary response and indicate that you will come back to the issue in more details at a later stage

48. be in control, but don’t control
49. minimise your own influence on the group’s outcomes
50. be yourself

51. diagrams help reduce complexity and allow focus

52. ensure that participants use and are exposed to visuals

53. never point with the finger, use your hand/s

54. overcome ‘me/us’ vs. ‘them’ thinking or wording, be inclusive

55. audience’s attention span to presentations rarely exceeds 20 minutes !! engage participants in their learning

56. challenge participants, lead them out of their comfort zone, that is when creativity will be unleashed

57. use your own terms/language if you are not familiar or at ease with jargon (put yourself in the participants’ shoes)

58. do and say less, but better (prioritize your message); don’t forget that participants are in the driver’s seat of their own learning, your role is to support

59. have a few energizers ready in case the participants’ energy level is low

60. brain research suggests that people should practice 20’ of physical exercise daily

61. put a photo camera at the disposal of the group and ask participants to visually illustrate the activity (e.g. indicate that at the end of the activity you would like to have 100 pictures)

62. project pictures in loop at the beginning of the sessions (while waiting for participants to arrive); use the pictures for visual illustration or reporting
63. understand group dynamics and keep energy level adequate
64. be aware that moments of tension or chaos are usually part of the process of achieving objectives and forming teams; you may want to make this explicit to the group
65. be sensitive to and show respect for cultural differences; increase your knowledge and understanding of these differences

66. prepare assignments for the participants in writing (project them on the screen or –only in case of need- distribute)

67. suggest different combinations of forming sub-groups, both in number of participants per sub-group and in their composition
68. encourage innovation and creative thinking
69. paraphrase interventions that may not be clear to everyone

70. observe participants’ behaviour and provide individual or group feedback as needed

71. address disruptive behaviour; manage it or let the group manage it

72. contribute to establishing a climate of trust among participants and between participants and the facilitator
73. as an exercise, ask participants to elaborate the evaluation questionnaire for the activity

74. review the objectives at the end of the activity

75. if participants come from different countries, reproduce the maps of their countries and post in the training room

76. don’t overload participants; our short-term memory actively operates 7 concepts/things contemporarily only … the rest is stored
77. regularly visit the Centre’s blog on Learning, Training and Technology at http://itcilo.wordpress.com/
78. start from participants’ knowledge and use techniques to make them speak, before you do
79. never take anything for granted 
80. always explain acronyms
81. do not be too worried about saying what you want to say, but be much more worried about what participants are learning
82. pay attention to possible tension and avoid or reduce conflicts
83. assess learning as often as you can
84. keep a facilitator’s log book; the best book about facilitation is the one that you write yourself 
85. respect time constraints; start sessions on time (reward those who are punctual)
86. use the outcome and results of assessments to recall, reinforce, adjust

87. refer to participants’ contributions and results of exercises; they will feel included and ‘rewarded’
88. improve your communication and listening skills

89. all should demonstrate respect for the jointly agreed values and goals

90. help participants contextualise their learning
91. reflect about your facilitation experience
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