Beta Theta Pi Advisory Team

Tips and Ideas for Effective Facilitation
1.
Focus on the process, not the content.  You are there to facilitate learning, not to give participants the answers.  Allow participants plenty of time and opportunity to discover important learning points for themselves.  There will always be time to summarize and cover important points not made by participants.

2.
Don’t dominate the discussion!  You may occasionally comment after some points, but don’t feel responsible to respond or comment on each idea.  You are not the focus of the workshop.  The participants, and their feelings and ideas should drive the workshop.

3.
Don’t be afraid of silence.  Participants need time to think about the questions and respond.  They may be particularly hesitant early in the day.  Don’t rescue participants by answering your own questions.  If you still don’t get any response​​​—rephrase the question.  Make eye contact with a variety of participants and walk the room to encourage discussion.

4.
Give positive feedback.  Comments such as “good idea”, “excellent point”, and “very important idea” show participants that you are listening to their contributions.  This can significantly increase a groups’ willingness to participate.

5.
Practice active listening.  As someone is speaking, move toward them and show your interest through your body language and facial expressions.  Maintain good eye contact and nod your head to let participants know they are being heard.

6.
Turn questions back to the group.  As participants ask questions, throw the questions out to the group.  “What do people think about that?” can keep the discussion moving and focus on what the participants are thinking and feeling.  Make sure you eventually answer the questions yourself, but only after is has been thrown open to participants.

7.
Maintain flexibility.  Follow the schedule as much as possible but don’t be obsessed with the timeline.  Don’t let your need to stay on schedule disrupt a learning opportunity.

8.
Make yourself available at breaks.  Participants may want to ask follow up questions or get clarification.  Be there for participants.
