
Workshop Facilitation Guide 
Personal Reflection: 
Think about a time you participated in a 
well-facilitated workshop…what made it feel good?

Listening
● Make eye contact with the person
sharing
● Nod when you understand or agree
● Use affirming sounds or words
● Confirm your understanding of what
the person shared by rephrasing it
back to them
● Remind the group of what someone
shared earlier by bringing it into the
conversation later
● Encourage those who tend to share
more to try listening more, and for
those who tend to listen more to try
sharing
● Ask clarifying or elaborating 
questions

 

General Facilitation
● Develop and sense of ownership
of the topic
● Be mindful of time
● Infuse your personality when
appropriate; be genuine
● Involve the audience and their
answers
● Use a microphone when available
● Avoid upspeak
● Speak with the intention of being
heard
● If you naturally speak at a fast
pace, remember to slow down
● Always explain acronyms or
specific language
● Never ask your audience to do
something you would not do

Group Dialogue 
Facilitation
● Know your audience
● Match the energy in the room
● Ask open-ended questions
○ What did you think...?
○ How did you feel...?
● Utilize the knowledge in the room
● Allow for silence, even if it feels
uncomfortable
● If you disagree with what
someone says, be mindful of your
motives/strategies behind
challenging what was said

Activity Facilitation
● Be mindful of the context in which 
your activity exists
● Set the tone with your energy 
level
● Embrace awkward moments
● Participate when possible
● Encourage participants to get 
into it
● Know when to keep going vs. 
when to wrap it up

Debrief:
● What felt right as you facilitated?
● Which tips/strategies do you feel you employed most 
naturally?
● What tips/strategies do you feel you could incorporate more 
next time?


