
Definitions of facilitation

Facilitation is a powerful way of working that gives everyone a chance to be an active part of 

the decision making process.  

A facilitator helps people have better meetings where they talk and listen to each other really

well and make decisions that stick. The facilitator keeps their own views out of the 

conversation, and helps the others make brilliant use of their time together. 

This short video explains the role of the facilitator  

http://www.  youtube.com/watch?v=UDLGjK  BHSXg     …

Top 10 tips for Facilitation

1. Be very clear of the outcomes that need to be achieved. Before the event and at the 

beginning of the event get agreement on both the tangible and intangible outcomes. 

2. Before the event design a process to help the group achieve the outcomes. Be 

prepared to vary this if that will help the group achieve their outcomes 

3. Provide different ways for participants to engage, because not everyone 

communicates, listens or learns in the same way. 

4. Have a mixture of activities, so people have things to look at and talk about, and get 

up on their feet and move around.

5. Don't try to prevent disagreement but use it to help people get to the nub of a 

question. Encourage people to focus on the issues and avoid blaming and bad-

mouthing other people.  

6. Listen as loudly as possible to make sure you are hearing every voice in the room. 

('Active listening' is a skill that takes practice. It means listening to other people's 

words and what lies behind them, not your own thoughts and feelings about what's 

being said!)

7. Avoid answering questions when you are the facilitator. Say 'great question, what do 

others think?' 

8. Help the group explore the stories and metaphors they use to explain their situation - 

because this can generate a lot of insight. For example, if someone says 'we're 

bogged down with this project' get people talking about what the 'bog' is made of and

how they might get out of it.   

9. Ask a very open question 'what else?' or even just gesture inviting people to say 

more.

10. Less is more when you're a facilitator! Breathe deeply, keep your body language 

open, and your mouth shut as much as possible.
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