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Pre-Workshop Assessment

For each statement below, circle the number that reflects the level of your

knowledge and skills regarding facilitation. There is not a secret document

has the “right” answers. The “right” answers are what you believe y
knowledge and skills are.

r

A

tﬁ

1. I can describe the three primary responsibilities of a trairjer

facilitator.
High 4 3 2 1 Low
2. | can explain adult learning principles and theit agglicatiods
High 4 3 1
3. | can identify and describe the ajoy |a arning styles.

High 4 3

4. | know how to ask thought-provoking| que
and rich discussion.

s/to promote lively

High 1 Low
5. etrg on statgyments from one learning
ticipanty see the connections between
2 1 Low
6. mpetent in my ability to manage disruptive

3 2 1 Low

3 2 1 Low

wvise would lead discussions and other activities

8. \Lam confident and competent in my ability to lead effective training
sessions.
High 4 3 2 1 Low

© 2004 VisionPoint Productions, Inc.

This page may be reproduced for training purposes.

Page 1



Participant Materials

Introduction

174

Fearless Facilitation!™ How to Lead Effective Training builds the confidence
poise, knowledge, and skills demonstrated by facilitators who are excegptional
competent.

Exemplary facilitators are fearless because they prepare thoroughl Aining
sessions, are organized to the minutest detail, respect the experie agull
learners, attend to various learning styles, and masterfully draw out Sgom
of participants. Above all, fearless facilitators continuously hone their skills.
The Workshop focuses on your role and responsibilities as a facilitator
and develops fundamental facilitation skills, including:
e Generating discussion through effective questpon
e Making smooth transitions from one activity
¢ Managing disruptive behaviors.
e Establishing professional presence.
Learning activities in the Workshop give [ydu &
e Assess your own knowledge and|skillg
e Discuss and internalize the rol
facilitators.
e Observe video demonsfratipns [0y feariessfa
e Practice applying facilitati velriety of exercises and
practices.
e Receive con e f ticipants and the Workshop
facilitator.
e Benefit frog)
By the end of thig \\M will be prepared to fulfill your organization’s
expectatio 1fg '
/\
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Learning Outcomes

The purpose of the Workshop is to enhance the knowledge and skills required t
lead effective training sessions. After completing the Workshop, you will be able
to:

=}

Lead effective training sessions.

Explain adult learning principles and their applications.
Describe how to best accommodate each primary learning style.
Demonstrate fundamental facilitation skills.
Strike the right balance between purpose, process, and pafticipa
Exhibit the confidence and competence of a fearless facilitator}

Agenda

Introductory Activities
Roles and Responsibilities of Fearle
Preparation, Set-up, and Greeting
Generating Discussion

Making Smooth Transitions
Managing Disruptive Behaviors
Professional Presence

After a Session

Next Steps and Wrap-up

{ W Iy Ry Ny ) Wy
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Ground Rules (or “Agreements”)

Stick to the topic and the agenda.

Turn off pagers and cell phones.

y

Participate actively in discussions and exercises.
Encourage others to share their ideas and opinions.
Listen to and respect the ideas and opinions of others.
Do not interrupt others when they are speaking.
Return on time from breaks and lunch.

i

itions, or deletions as decided in the discussion
es listed above.
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Observation Notes for Video: Preparation
Pitfalls

1. What did Clara do, or not do, to effectively prepare for her trg
session?

2. How might Clara’s preparation (or lack of preparat racibﬂity

as a fearless facilitator?

3. How might Clara’s preparation lack nepar
the training session?

impact the quality of

led “Chafacteristics of Fearless Facilitators” that
nductions. Which of the characteristics does

4. Reference
was deve
Clara faj

Key Tactics:

v' Ask Polling
Question

v" Ask Open-Ended
Questions

v" Ask Building
Ouestions

© 2004 VisionPoint Productions, Inc.
This page may be reproduced for training purposes.
Page 5




Fearless Facilitation!": How to Lead Effective Training

Types of Questions

Type of question | When is it best used Examples

Polling

Open-ended

Close-ended
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Exercise:

1. Select a topic for discussion from the list of topics, or use a topic of your
choice. The topic should be one that everyone will feel comfor
discussing. Avoid topics that might evoke strong feelings or

disagreements. The purpose of the exercise
guestions, not to provoke a heated debate.

a question; for example, “How

open-ende9

Questions Only,

Please!

able

is to practice a

/

. The purpose of the exercise is to lead a discussion of your {opic | wﬁm
you ask questions only. You may not make statements (othe veny
brief acknowledgements).

If you make a statement instead of a question, youfifellow cipants will
immediately hold up a piece of paper on which j the

TELLING.

When it is your turn to lead the Si gduce your topic with

i on responses you

e(l questions that may have
given. [Fry to use a mix of
Jestions.

Your goal
TELLING

S

two minutes without getting a

ger has led a questions-only discussion, we will
learned from the practices.

e

f@fﬁe& Jxercise:

o O [H

oial

Pr
Disc

eb/a ation: 2 minutes
sion of a topic: 3 minutes per person

time for the Exercise: 20 minutes
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Observation Notes for Video:
Generating Discussion: The
Question that Stumps You

Ed (facilitator) is in a training room with the following participants: Gfeg,

poses a question. As you observe Ed, jot notes in response to the [& n
below. We will stop the tape to give you time to reflect on questio n we
will continue with the remainder of the demonstration. At the conclu | the
demonstration, we will discuss your observations concerning que 0

through five.

1. If you were Ed, how would you respond to the qu

2. What questioning technique(s) did r
o Polling

o Open-ended

o Close-ended

o Networking or Build

bout Ed’s techniques in asking

3. What did you } il ieffective &
irg all the participants in the discussion?

guestions andh

(=
o S

general) he used to make the transition?

facilitator characteristics did Ed exhibit? Key Tactics:

v' Ask Polling
Question

v" Ask Open-Ended
Question

v" Ask Building
Question

4
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Facilitating a Session -
Generating Discussion

Why the responsibility is important.

different types of questions, and questions that invi
discussion. When done well, questioning4schnique

1.

4. The lessy discussions will be! Aim for

a 60% par|

room so participants will not perceive that you are the conduit
m all discussions must pass.

0

open-ended questions to get expanded responses. For example:

\What are examples of good customer service you have received?

In the video demonstration, Gina helped Tom clarify options available to
him. What did you like about Gina’s approach?
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9. Ask close-ended question when you want a response such as a “yes” or
no.” Use close-ended questions when you wish to bring a discussion to &
close, summarize the discussion, and move on. For example:

Are we all in agreement on the next step Gina should take?

10. Ask polling questions when you want to check on possible differe
opinion participants might have or to assess knowledge. Fo

Let’s see a show of hands. Who agrees with Gina’s approa
disagrees?

11.Ask “networking” or “building” questions when you ytahi paitid
expand on their responses or get differences of [ d

You've described an interesting situation, Ka

a different approach?

late their
, do not jump in with

12.When asking questions, give pa
responses. If participants do nd

all on a participant who you know has certain expertise; for
example:

Kay, you have a great deal of experience dealing with problems of
this type. What advice would you give?

© 2004 VisionPoint Productions, Inc.
This page may be reproduced for training purposes.
Page 15




Participant Materials

14.Get everyone involved in discussions quickly and often. The longer you
allow participants to sit in silence, the more difficult it will be to get them
involved.

You also acknowledge participants when you remember whg
said; for example:

would help participants if they arg¢
and exercises.

17.Clarify and summarize key idea

portance of accommodating preferred learning styles of
adjust activities to include everyone. Keep in mind:

Auditory Learners learn through verbal instruction; think problems
through verbally; become impatient waiting to talk; are bothered by
conversations that go into long detailed descriptions.

e Kinesthetic Learners learn by doing; benefit from hands-on
involvement; need to understand the big picture before applying the
details; have to work hard at listening effectively.
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e Conceptual Learners enjoy knowing the big picture and how eac
activity relates or connects to the overall purpose of the training

session and to their responsibilities back on the job.
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