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Proposed Agenda

A) Good Facilitation

1. Capacity building workshop with partners

2. Visualized digital input for colleagues

B) Instruction for the topic/facilitation assignments

1. General assignment details 

2. Constructive feedback
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What are different roles of a facilitator?

Manager?

Trainer?

Moderator?
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1. Facilitation of capacity building workshop with partners
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Source: www.care.org

1. Facilitation of capacity building workshop with partners

2. Facilitation of visualized digital input for colleagues
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Facilitation of capacity building workshop with partners

Qualities of Good Facilitators:

• They should be patient, taking time to explain things carefully and 

allowing participants time to respond at their own pace;

• They should build co-operation and unity among the group, while 

supporting each person’s right to diverse opinions;

• They should be open to criticism and questions;

• They should be creative and open to new ideas;

• They should show energy and enthusiasm for the material being 

covered in the workshop;

• They must be non-partisan and avoid showing their own personal 

biases, serving as the one who can resolve disagreements;

Source: Civic Education and Community Mobilization Partners: Participation – Train-the-Trainer Manual
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Some traits common to good facilitators include:

• being neutral.

• keeping personal opinions out of the dynamics of the process.

• being a good observer

(keeping an eye on social interaction and content of the work).

• encouraging participants to exercise fair and respective behaviour

towards each others (reminding them as often as necessary of the key-

principles and attitudes of participatory processes).

• being a kind of instrument, maintaining a balance between letting the

group work on their own and assisting actively in order to avoid

unnecessary detours and friction.

• concerned about WHAT is being learnt and HOW it is being learnt. 

Based on: http://www.fao.org/

Facilitation of capacity building workshop with partners
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Facilitation of capacity building workshop with partners
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Responsibilities of the Facilitator:

1. Facilitators are the standard-setters for the discussion. Facilitators must stay focused and alert, 

interested in the discussion and the learning that is taking place. They set and maintain the tone of 

discussion, by example and by setting ground rules. Facilitators should make eye contact with all 

participants, listen closely, and encourage everyone to contribute to the group.

2. Facilitators make the workshop environment a priority. Everything from how the chairs are set up, 

candy, quotes on the wall, location of restrooms, and many other logistical items. The facilitator is 

responsible for gauging the physical environment of the training and how the environment relates to the 

feeling of the workshop.

3. Facilitators are mindful of timing issues. It is easy to over-schedule activities and not incorporate enough 

downtime for the participants. Avoid planning intensive activities directly before or after a meal. Always plan 

on activities taking longer than you think. Facilitators need to constantly check-in with the group to gauge 

their energy level.

4. Facilitators are responsible for articulating the purpose of the discussion and its significance to the 

group. It is important to clearly state the goal and purpose of each activity and section of the training. Also, 

let the group know the expected time that will be spent on each activity.

5. Facilitators make use of various techniques/tools to keep the discussion moving. When tension 

arises or discussion comes to a halt, the facilitator must be prepared with tools to keep the learning 

happening.

6. Facilitators are responsible for paying attention to group behaviors. Be observant of verbal and non-

verbal queues from the group. You can encourage people to explain their behaviors during check-in 

periods.

7. Facilitators should be relaxed and have a sense of humor that makes sure discussions are 

enjoyable as well as educational. Group discussions can often take a very serious turn and become 

intense. It is important to remember we do not have to be fired-up or uptight in order to have effective 

discussions. Laughter and a relaxed environment can be the greatest methods for a good discussion.

(Source: Bonner Curriculum: Facilitation 101: Roles of Effective Facilitators) 
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Proposed Agenda

A) Good Facilitation

1. Capacity building workshop with partners
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Facilitation and Feedback 
Assignments

Task:
Facilitation of visualized digital input for colleagues
(incl. feedback session)

Format:
Parallel peer groups

Involvement:
8 participants volunteered to present/facilitate

Language:
2 English groups / 2 French groups

Topics:
WEE: Women’s rights and economic empowerment
WPE: Women’s political participation & empowerment
SGBV: Sexual and gender-based violence
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• Eight volunteers prepare a short presentation (10 min.)

to be held on Day 6.

• Other group members will provide feedback (10 min.)

on WHAT (content) and HOW (process): 5 + 5 min.

• Every presentation is accompanied by a summarizing

visualization (structured one-pager, flip-chart, mind-map, etc.).

Facilitation and Feedback Assignments
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Facilitation of session

(short online presentation)

10 min.

Feedback WHAT

(content)

5 min.

Feedback HOW

(process / method)

5 min.

1)

2)

Facilitation and Feedback Assignments (for Day 6)
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WHAT

(content)

Feedback Assignments (for Day 6)
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WHAT

(content)

Feedback Assignments (for Day 6)

• Quality of content / arguments

(correctness, variety, in-depth knowledge, etc.)

• Providing examples from the field

• Using thematic arguments

• Focus on the topic

• Quality of visualization in terms of content

• Etc.
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HOW

(process / method)

Feedback Assignments (for Day 6)
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HOW

(process / method)

Feedback Assignments (for Day 6)

• Body language (standing, positions, hands, legs, etc.)

• Eye contact

• Volume of voice / microphone

• Visualization as supportive tool?

• Background and quality of image / screen

• Internet connection

• Technical handling

• Etc.
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Constructive Feedback

GIVING / DONNER RECEIVING / RECEVOIR

• Careful and honest approach
• Listening with open-minded

attitude

• Immediately and linked to

situation
• Appreciative attitude (mirror)

• Descriptive without strong

judgements
• No justification

• Targeted on specific

issue/question

• Opportunity for personal 

development and growth

• Personal perception

(«I feel / I think…»)

• «Sandwich Strategy»
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Thank you! Merci beaucoup!
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