Oct 21, 2006 
Facilitation Training- with Regina Brennan
Agenda

· Intro & welcome

· Learning is Political

· Facilitation Techniques

· What to do when…AKA Facilitator Nightmares

· Closing

Objectives:

1. introduce principles of union education – how people learn and elements of effective learning

2. how to choose & use various techniques

3. how to understand & best deal with group dynamics

Tip:

Using icebreakers at the beginning of the training gives the facilitator a snapshot of the participants and gets people moving and warmed up.  Also helps to get people to know each other and feel more comfortable in the group.

Learning Contract – Develop a Learning contract that everyone should abide by at the beginning of the session. Common themes:
· fun 

· no interruptions

· respect opinions

· confidentiality

· be on time or catch yourself up

· no cell phones

· scent free

We conducted an exercise comparing different learning cultures each of us experienced growing up. A variety of good, positive school experiences, bad and destructive with many antidotes to show the teachers that excelled in all of these environments. Large schools to one room classrooms.

What helps learning:

· being strict

· clear expectations

· adapt to the group

· allow for differences

· respect

· ability to open up

· creativity

· feeling of protection

· involvement/moving around
· team work

What hinders learning:

· intimidation

· fear

· being too strict

· regimented

· being too controlling

· mean/nasty teachers

· lack of understanding of why you need to learn something

· gender streaming

· boring

· Teacher is the “expert” and powerful authority figure

Tip:

Teach to people’s passions : “Education is never neutral.  It either teaches you to accept the status quo or to challenge it”

Teaching Techniques:

· lectures

· hands on – make it

· breakout groups

· videos

· role playing

· guest speakers

· exercises

· handouts

· brainstorming

· flip charts

· power point

· on line learning

· tests/questionnaires/quizzes

· incentives

· visioning “what if…?”

· experience

· feedback

· discussion

· warm ups/icebreakers

Tips:

When to use and when not to use the following techniques

Brainstorming 
· use with a new group of people to get them thinking and help to get conversation going
· use at the beginning of a topic to help introduce the topic
· use to get new ideas or perspectives
· use to help get energy levels up – if you notice a participant snoring, then it’s a good time to use a brainstorming exercise
· do NOT use at the end of the day or training session.  A brainstorming activity generates ideas, you don’t want unresolved information left “hanging”.
Discussion 

· use after a presentation or brainstorming activity

· important to follow the “learning contract” to ensure that everyone’s point is heard and respected

· can be used to encourage participation, to bring out the “shy one”

· do NOT use at the end of the day as sometimes discussions can be heated or bring out new ideas and you don’t want unresolved issues

Feedback/Constructive Criticism
· can be very positive if used properly or timely

· should only be used when someone asks for it, unsolicited criticism can harm the discussion and dynamics of the group

· the information needs to be wanted

· should be phrased as “ some of the things that worked well were… and I would add or do…”

· Caution – most times it is hard to be constructive, the information is very personal and can be taken the wrong way

Experience – your/others

· Must be in an open respectful environment
· Caution – make sure everyone is comfortable with the material and subject matter, some experiences can make people feel very uncomfortable

· Can help to bond a group and bring people together if they can relate to personal experiences

· Time issues need to be addressed – make sure you have enough time to accommodate everyone’s experiences and be prepared that you may need to be diplomatic, cutting someone’s story short.  Be aware of when you need to bring people back on topic

· Do NOT use this when time is limited

Video Conferencing 
· Everyone needs to be seen on camera

· There should be a visual cue when people are speaking and when waiting to speak (ie hold up a yellow card to show the moderator that you are wanting to add something)

· Wait to be acknowledged

· Use the mute button to avoid hearing sidebar conversations, paper shuffling or background noises.  Sometimes not using the mute button can give the moderator feedback on the topic (telling a joke and actually hearing the reactions rather than looking to see if people are visibly laughing)

· Do NOT use video conferencing if it can be done in person

Evaluation 

· usually done at the end to check in with the participants
· done to debrief
· better if done in writing as it gives the option to be anonymous
· also provides an option for follow-up, if the participant requests it
· Do NOT use at the beginning of the training
· Example of a good evaluation: gingerbread man
· head: something new learned

· heart: something from the material that was close to you
· hands: something new to use
Group Building Exercises

Breakout groups:

· ask people what issue they want to work on

· break the concept into small ideas

· works better for shy people, so they are not singled out

· doesn’t work with very small groups

Incentives:

· can encourage groups to work together if prizes are involved for the group

· try to not make sure the prize does not cause too much competition

What if scenarios:

· encourages discussion

· try not to use if the group is very polarized

Icebreakers:
· used to get to know people, good to “mix it up”

· not to be used with small groups

· relate the exercise to the group

· good to warm people up

· Do Not use if time is very short

· Make sure to check in advance for possible mobility limitations

Do It 

Role play:

· Best when practice of a skill is required

· Generally people don’t like role plays, be prepared to use a facilitator and a willing participant

Hands on:

· Could be practiced in a “safe” environment

· Used to learn a skill

· Work up to it, don’t use it at the beginning

· Be prepared and anticipate possible problems

Online Learning:

· Could be best used when distance learning is required

· Provides a framework

· Not to be used as “only tool”, used additional tools

· Online discussion groups are a good supplement to online learning

· Can be manipulated

· Con: doesn’t recognize learning styles

Accidental:

· Can’t be planned – it’s a bonus

· Remember to reflect it back to the learning objective

Reflective Writing:

· Best used after other types of learning

· Can also be used prior to… “think of a time when…”

· Integrate into personal/individual connection

· Always remember to include directions

Exercises/Assignments:

· A good opportunity to use skills
· Used to demonstrate understanding

· Best after a unit or course

Tests/Quizzes/Questionnaires

· Can be used at the beginning to assess knowledge
· Can help to engage discussion

· Best if used in a fun, non-judgemental way – no pass or fail

· Make it opinion based

Presentation

Videos:

· Do Not use after lunch

· Used to back up a lecture

· Make it short

· Make sure you know what’s on the tape

Lectures:

· Good starting tool

· Good for specific information

Handouts:

· Replaces writing notes

· Make sure they are given out at the right time

· Let the participants know the handouts are coming

· Number the pages

Flipcharts:

· Good for recording information

· Keep them organized, number them

· Give limits

· Do Not stand in front when you are writing 

Power Point:

· Good for repetitive sessions

· Good for charts

· Good for large groups

· Con: less interaction

Review Learning;


A variety of techniques, different ways to facilitate, learned to be more flexible in time, value of spending time together, importance of different views. To be friendly and don’t take sides and how background influences our learning experiences. Need to have control, implementing newly acquired skills and ideas of what to do when. Laughter and respect create ways to respect and empower to share and experience learning, with good ice breakers exercises. Shows how others deal with situations that may arise in a group, it is not good to put side bars on the spot-better change activities on the spot, many ways to look at the issues and use good techniques. 
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