
HANDBOOK for Basic Facilitatoin Skill 1



HANDBOOK for Basic Facilitation Skill
©Indigenous Peoples’ Foundation for Education and Environment (IPF)

The contents of this publication may be reproduced or distributed fro non-comercial 
purposes provided that consent of  IPF is accquired and the authors are acknowledged as 
the source. 

Publisher:
Indigenous Peoples’ Foundation for Education and Environment (IPF)
188/525 Moo 10, Tambon Sannameng, Amphur Sansai, 
Chiang Mai 50210 THAILAND
Tel:  +6652 063 113
Website: www.ipf.or.th

Supported by: 
International Work Group for Indigenous Affairs - IWGIA
under CISU supported project. 

Layout: PHNOM Thano - IPF 
Printing: 

Foreword

Community empowerment and development is a process where community members 
come together to take collective action and generate solutions to common problems. 
Today, community development is becoming more challenging and complex due to the 
rapid change in all aspects of the community: social, political, economic and cultural. 
 
One of the ways to deal with such complexities is to combine old and new knowledge 
within the changing context to promote community development. This can be achieved 
by organizing a learning process where there is equal sharing opportunity for everyone 
in order to draw from the diverse capacity of the existing community. Thus one can be a 
provider and as well as a receiver of new knowledge. This will encourage the circulation 
of old and new knowledge along with the creation of innovative development. In this 
context, the major role of a facilitator is to motivate shared learning among participants. 
By asking a subtle question, a facilitator can solicit for an answer with more critical 
thinking and allow free flow of opinions to promote community empowerment towards 
sustainable development.

The production of this Handbook is grateful to Wattana Phonenuensoong and the team 
from RECOFTC (The Center for People and Forests) for helping to draw the lessons 
learned from activists as “facilitators” and the leading villagers as “trainees”. From 
experiences I know that transferring knowledge one has just acquired to another party is 
not an easy task.

The Indigenous Peoples’ Foundation for Education and Environment (IPF) together 
with International Work Group for Indigenous Affairs (IWGIA), The Ethnic Community 
Development Forum (ECDF) and Promotion of Indigenous and Nature Together 
(POINT) have compiled and summarized some basic facilitation skills in this handbook 
to convince the leading community members to make use of different techniques to raise 
questions and encourage lively discussion. 

However, this Handbook on Basic Facilitation Skills for community leaders should 
not be considered as a complete document. It is a material that should be continuously 
improved upon by users.

I would like to express my gratitude to CISU for providing financial support to publish 
this manual and all those who were involved in the production of this handbook.

  Kittisak Ratanakrajangsri
Director, Indigenous Peoples’ Foundation for Education and Environment (IPF)
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  SECTION ONE: Concept of Facilitator

 In this section, we will learn about the basic concept of “facilitator”. We will learn 
about its role, skills required, and the process of facilitation. 

Definition of “Facilitator”
A facilitator is a person who carries on and keeps the two-way communication process 
going amongst participants to facilitate learning. The task of a facilitator is to enable 
easy learning from a discussion and come to concrete conclusions to enhance 
self-learning.

  Table 1.1

 Terminology Comparison
               Resource Person Facilitator

A teacher A coach who raises provocative questions, 
gives reflection on various issues, and 
summarizes important points

Emphasis is on speaking and listening Emphasis is on the learning process 
through exchange of knowledge and 
 experiences

Listeners are expected to believe in what 
is being taught

Aims for knowledge creation in order to 
generate change for a better society

Teacher-centered Learner-centered

Teacher is a judge for behavioral change 
of participants

Merely acts as a mirror reflecting the self-
change among participants

Achievement of objectives is the 
responsibility of the resource person

Achievement of objective is the 
responsibility of the participants who 
learn together with the facilitator

One-way communication Two-way communication

Specialized expertise Multi-disciplinary and holistic view

               Resource Person Facilitator

Ability to answer all questions One does not need to know everything; 
knowledge is gained through participatory 
learning; facilitator helps in summarizing 
the discussion

Dependence on resource person Interdependence through synergy and self-
learning

Upgrade level of knowledge Upgrade level of thinking and behavior

Non-flexible and closed system Flexible and open system

Emphasis is on content rather than process
Emphasis is on interaction process, 
gaining knowledge, and learning method 
among participants rather than being mere 
recipients
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Qualification/Characteristic 
of a Facilitator

An efficient facilitator is characterized by the following features:

• Open-minded to other’s opinions; responsible for one’s own mistakes; problem-
solving ability in times of emergency; able to create a learning atmosphere; and 
willing to share knowledge

• Ready to learn; willingness for self-development; and yearns for new knowledge

• Uphold two-way communication approach

• Have positive thinking

• Reliable, friendly, good tempered, calm, assertive in decision making, and 
accountable

Roles of a Facilitator
In organizing the learning process, a facilitator should perform the 
following tasks:

•  Prepare the curriculum, including the learning content, methods, and tools to 
promote all the specific learning topics

• Coordinate among participants to foster positive relationship and willingness 
to learn, link similar ideas, incorporate different ideas, promote two-way 
communication, and avoid conflict.

• Observe the learning process closely, motivate mutual learning, and create a learning 
atmosphere.

• Able to give-and-take opinions and views at appropriate moment; and promote 
capacity building for both facilitation team and targeted learners.

Skills of a Facilitator
An efficient facilitator is required to possess a number of qualities:

• Listening: A good facilitator should be quick to understand the key points and 
message and have the ability to cluster various points into categories in a systematic 
manner.

• Questioning: A good facilitator should be able to create provocative questions to 
encourage exchange of knowledge and ideas.

• Answering: A good facilitator should be able to respond to questions to the point 
with a concise answer.

• Facilitation: A good facilitator should be able to motivate and encourage all 
participants to share opinions and ensure that all opinions are respected.

• Synthesizing Ideas: A facilitator should possess a good ability to summarize 
concepts shared by participants and to relate them with the learning content.
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Practical Procedure
Practical procedure can be divided into three stages: prior to the learning process, 
operation, and evaluation.

1. Prior to the Learning Process Stage: This is the first stage where all 
necessities are prepared. 

• THINGS TO KNOW: The basic information for knowledge management needs 
to be prepared. Clear objectives must be set up in order to determine the learning 
content in line with all the objectives, estimated budget, and time-frame. In addition, 
the background information of all participants must be collected, including the 
number of participants, level of related knowledge, existing capacity, and the tasks 
they are expected to perform.

• THINGS TO PREPARE: There should be an assessment of the capacity of the 
existing facilitation team. And if required, look for people outside the team who are 
capable and interested to facilitate on the topic. Taking into account all the related 
aspects, the facilitation team, perhaps with a resource person, formulates the content 
based on the objectives and the existing capacity of the participants. Next, the 
team needs to design the appropriate learning process that can capture the interest 
of all participants and make it flexible enough to change based on situation. More 
importantly, the learning must be simple and free from complex ideas and jargons. 
Last but not the least, the learning curriculum must be developed covering the 
behavioral objective(s), related content, learning method(s) and tool kits, assessment, 
and time-frame for each learning session.

The main components of the curriculum are as follow:

1. Purpose of learning, objective of the knowledge manager, and learners’ expectation
2. Learning and exchange of knowledge leading towards achieving the objective
3. Summary of participants’ opinion in relation to the learning content
4. Pre-test and post-test assessment - Pre-test is an assessment of existing knowledge 

and to understand the participants before the actual training. Post-test is the 
technique to evaluate how much the participants have learned from the training in 
terms of knowledge, skills, and attitude. The result of the post-test can be used to 
adjust the curriculum in the future.

In organizing the learning process, it is not necessary to work on all the activities in 
the training. Selection of learning tool kits depend on the skill and aptitude of the 
facilitator who knows what is best for the learning content. 

Fig 1.1: Chart of Curriculum Composition      
The curriculum mentioned above can be rearranged as appropriate to the situation.

Formulation of Work Plan
Ideally, a work plan illustrates the overall picture of things to be accomplished through a 
set of descriptions which includes what (to do), who (will do), where, when, and how 
(to do them). This requires efficient management system, such as, teamwork coordination, 
resource person contact, arrangement of participants, travel arrangement, food and 
accommodation, and preparation of registration and budget

2. Operation Stage 

   This stage is the execution of the learning process in line with the curriculum that has    
    been designed at the preparation stage. During the learning process, anything can   
    happen unexpectedly. The arrangement of learning activities depends on the 
     expertise of the facilitator and the flexibility of the curriculum that provides 
    opportunity for everyone to share their experiences.
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Fig 1.2: Chart showing operational process

3. Evaluation Stage

This stage is required to improve the curriculum for future training. Information from 
pre-test and post-test, including recommendations from all participants are taken into 
consideration for curriculum analysis. An attempt should be made to know whether the 
participants are applying what they learned from the training in their daily lives, or are 
transmitting it to other people. In addition, the evaluation result should be analyzed for 
future planning and reporting.

  SECTION TWO: Practicum

In this section, we will focus on the technicality of implementation through the three 
stages of the learning process: the preparation, the learning process, and after the 
learning process.

1. The Preparation
 Before the training takes place, several things should be prepared.

1) COORDINATION 
This task includes extension of invitation to various stakeholders to join and inform 
them about the plan. The coordinator is required to have a clear understanding of 
the objective of the learning arrangement so that he/she can lobby the invitees more 
effectively. It is good to know the basic background of the resource person as well as 
the participants. For formality, an invitation letter and a reply form must be sent well in 
advance to have more time to calculate the exact number of acceptance. Such activities 
should be noted down to ensure that everything has been covered. About one or two 
weeks before the training, the team should review all activities in the preparation stage 
together to ensure that nothing goes wrong.

2) PLANNING OF LEARNING MANAGEMENT
This stage is to look at the overall picture of the training: the preparation, the operation, 
and the evaluation. All the staff in the team who has been assigned specific tasks must 
be accountable for their own tasks. (Please refer to Annex A for a sample of learning 
process preparation)

3) CURRICULUM DESIGN
In order to systematize the learning process, the facilitation team needs to ensure that 
all the learning activities have been designed to achieve all the objectives of the training 
and also to meet the expectation of the participants.

Tip: Coordination = Understanding of objectives + knowing the people involved + 
sending invitation letter and a reply form + record keeping + review of coordination 
work
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A good curriculum design places the objectives of the training as the achievement target. 
Next, capacity assessment of the team members as well as all the participants will 
ensure that the learning process runs smoothly. There are several learning methods the 
facilitation team can apply:

a. Simple design of learning process: This is merely an effort to make use of all  
 the components of the curriculum mentioned in SECTION ONE. This method is  
 appropriate to use when there is a need to brainstorm from different aspects with 
 in a short timeframe.

Method:
• Try to understand the objectives of the curriculum and be familiar with all the       

participants.
• Make use of the curriculum compositions to determine the learning achievement 

and the arrangement of activities. (Please refer to Annex B for a sample of a simple 
curriculum design)

• Summarize the details from curriculum compositions to formulate the schedule of 
activities in an orderly manner. (Please refer to Annex C for a sample schedule)

b. A comprehensive design of curriculum: When several facilitators are working  
 together, a comprehensive design of curriculum is required. This will allow  
 complementary work among facilitators and avoid redundancy or overlapping  
 of roles. With comprehensive curriculum, all facilitators can work easily on  
 the same level of understanding. The curriculum composition can be used to  
 organize learning activities in an orderly manner more appropriately. (Please  
 refer to Annex D for a sample of a comprehensive curriculum design)
 In case the organization of the training is beyond the capacity of the existing  
 facilitation team, they should seek help from outside source and the learning  
 process should be flexible enough to suit any contextual situation.

TIP: Curriculum design = Learning objectives + training needs assessment + 
teamwork assessment + curriculum development + flexible learning process

2.  The learning process
A curriculum provides a guideline for the participants to learn in a systematic way. It 
also guides in choosing proper assessment methods to measure how much the 
participants have achieved in their learning. A good curriculum allows for an adjustment 
of the learning process responsive to the changing situation and the level of
 understanding among the participants. There are various activities as well as learning 
tool kits that facilitators can use with no rigidity. Depending on their skill and 
experiences, facilitators can decide what, when, and how to use learning activities with 
the tool kits to suit the characteristic, interest, and background of the participants. Some 
examples are illustrated below:
 
1) Example of activities to create understanding of a common goal.
 Activity: Expectation tree

 Objective: Gain understanding of the facilitator’s objective and the expectation  
 of all participants in the same direction and gain the ability to adjust the learning  
 process more appropriately.
   
 Number of participants: Unlimited

 Duration: 15 minutes

 Tools: Cards, magic pens, adhesive tape, and board

Method:
• Facilitator explains about the objective, activities, and practical methods to allow 

participants to understand before they start the activities.
• Facilitator distributes cards and magic pens to all participants.
• Facilitator starts with a sentence, “we come here today because…” and asks them 

to complete the sentence with their expectations. Each card should contain one 
expectation and the words should be written big enough to be read from a distance.

• For a smaller group, each participant can read his/her statement aloud. But for 
a big group, the facilitator can apply a random sampling technique and ask few 
participants to read their statements.

• All cards are posted on the board and everyone helps to cluster the cards into 
different sets of expectations.

• Facilitator summarizes all the expectations from the group and link them to the 
learning objectives.

Recommendation: Some expectations may go beyond the planned curriculum; it is 
the duty of the facilitator to adjust the learning content accordingly to ensure that those 
participants also have a sense of participation.

TIP: Engagement in learning activities = Highlighting the objectives + explaining 
the method slowly and clearly + summarizing the opinion of participants
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2) Example of activities for an exchange of knowledge
 
 Activity: Sharing of experiences

 Objective: Facilitator can draw knowledge and skills from the participants for  
 learning exchange as appropriate and allow participants to exchange knowledge  
 and experiences among themselves. 
 
 Duration: 60 minutes
 
 Tools: Poster-size papers, magic pens, and adhesive tape

Method:
• Explain about the objective of the activity before the participants begin to work
• Raise some major questions or proposition in relation to the content of learning 

to stimulate discussion on experience sharing; for example, to review his/her 
experiences as a facilitator to other friends.

• Let participants work in pairs; form the pairs such that one of them have more 
experience in facilitating. Let the pairs share their experiences and discuss for 5 
minutes. Let the pairs change partners and discuss for another 5 minutes. Repeat 2 – 
3 times so that everyone gets the opportunity to learn from 3 to 4 friends. Later, the 
participants form small groups and discuss and write down their main ideas. Each 
group selects a representative to present their ideas to the plenary.

• The facilitator summarizes the results from all groups and relate them to the 
proposition from the beginning.

      
Recommendation: All participants have different levels of experiences, but the rule 
is to provide opportunity for everyone to share from personal experiences. This helps 
the participants gain confidence in public speaking. The facilitator can ask the most 
experienced person to take note of all the ideas and opinions shared by various groups.
      

3) Example of activities on “My meaning”
    
 Activity: My meaning

 Objective: Assess the existing knowledge and understanding of participants on  
 the concept and content that are being formulated. This information will be used  
 as a basis for developing the content of knowledge. 
 
 Number of participant: 25 – 30

 Duration: 30 minutes

 Tools: Cards, magic pens, adhesive tape, and board

Method:
• Explain the objective of the activity and the operational method before the 

participants begin to work.
• Ask two questions, 
 - What is the meaning of facilitator? 
 - What is the job description of a facilitator?

• Divide the participants into two groups and make them stand in two columns. In 
front of each column, place a board about three feet away. One member from each 
group at a time rushes to write a key word or a sentence on the board to answer 
the questions. All members in both groups are expected to write answers on the 
board in rotation. Both groups will be given five minutes for brainstorming before 
the competition and five minutes to write the answers.  The group with the highest 
number of answers is the winner. 

• The scores will be given after all the answers have been scrutinized to see whether 
they are really relevant to the question. For every wrong answer, one score will be 
added to the other group.

• Facilitator summarizes the process and the result based on initial understanding of 
the participants.

 

TIP: In organizing the learning process, it is not necessary to work on all the 
activities in the training. Selection of learning tool kits depends on the skill and 
aptitude of the facilitator who knows what is best for the learning content.
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4) Example of summary from learning
      
 Activity: Review cabbage
 
 Objective: Review and evaluate what the participants have learned so far so that  
 the facilitator can adjust the learning process (if required) to enable better
 learning.

 Number of participant: 25 – 30
 
 Duration: 30 minutes

 Tools: A4 papers and pens

Method:
• Each participants write a question about what they have learned so far on a piece of 

A4 paper (one question on each paper). All the papers with questions are overlaid 
and compressed to look like a big cabbage.

• The rule is to pass around the cabbage of questions when the music starts and when 
the music stops, the participant who is holding the cabbage has to peel one paper 
off the cabbage and read the question on that paper and also provide an answer. The 
activity will go on until the last question.

Recommendation: If any answer is not clear or is confusing, the facilitator can add 
information for more clarity or adjust the learning process accordingly. (Please refer to 
Annex E for a sample tool for brainstorming/extracting the essence)

Samples of tools and equipment for facilitation skill

5) Example of assessment (Pre-test/Post-test)
 
 Activity: Level of self-confidence

 Objective: Make an assessment of the level of learning the participants have  
 gained so far in the training and use the result to regroup the participants mixing  
 different levels of learning in each group.

 Number of participant: 20 – 30

 Duration: 10 minutes

 Tools: Papers and pens
 
Method:
• Facilitator explains about the objective and method of the activity before the 

participants begin to work. With more clarity, the activity will be carried out right to 
the objective.

• Facilitator asks a question, such as, “What level of understanding do you have on… 
(an issue)?”

• Facilitator explains how the participants can rate their own level of confidence in 
learning on the scale of 1-10; 1 is the least rating and 10 is the highest rating. The 
numbers are written on papers and arranged on the floor and the participants are 
asked to stand around the numbers they rated themselves.

• This activity needs to be carried out as a pre-test session for pre-learning assessment; 
and the result can be applied in mixed grouping. At the end of the training, this 
activity has to be performed again as a post-test session to measure the level of 
understanding among the participants.

• Facilitator summarizes by asking, “Why do you rate your level of confidence of 
learning as …?” The answers would normally define the level of confidence shared 
among the participants in the same group. The answer can also be used to adjust the 
learning methods to suit particular groups more appropriately.

Recommendation:
• Ask a question direct to the point of learning to make it easier for the participants to 

decide on their level of confidence.
• Ensure that there is no feeling of shame among the participants who have rated 

themselves with low levels of confidence.
• This activity requires more roomspace.
• This activity can be used to formulate mixed grouping for future activities (if any).
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6) Example of simple assessment tools for satisfaction

      Activity: Assessment of satisfaction

      Objective: Evaluate the level of participants’ satisfaction.

      Duration: 10 minutes

      Tools: Poster-size papers, magic pens, and post-it adhesive papers

Method:
• Formulate assessment questions by referring to the expectation cards in the 

beginning and matching them with the objectives of the training, for example, “What 
have you learned about how to be a facilitator?”

• Create a four-column table on the board; the headings of the columns are expectation 
and objective, very satisfied, moderately satisfied, and less satisfied respectively. 
(Please refer to Annex F for a sample of satisfaction assessment)

• Ask participants to write their reasons on post-it papers and post them at the related 
column on the board.

• All the reasons/opinions given by the participants will be used for an adjustment of 
learning process in the future.

TIP: Organizing the learning process = Objectives of activities + participatory 
learning + consolidating and summarizing what the participants have learned

3. After the Learning Process
There are further activities to be completed after the training.

1. Summarize the learning process at the end of the training
2. Assess the learning process to improve it based on feedbacks from participants and 

the facilitation team. 
3. Assessment can be done in three stages: 1) Before the training, participants are 

assessed to develop the appropriate training curriculum; 2) During the learning 
process, pre-test and post-test are done to assess the level of understanding 
and learning of the participants; (Please refer to Annex G for a sample format 
for facilitation skill assessment); and 3) After the learning process, assess the 
effectiveness of the training in real terms with the help of a follow-up tool.

4. Prepare a guideline for the participants to enable them to apply their learnings 
at work and in life. Follow-up the participants for at least three months after the 
training to see whether they are putting their learnings to practice.

5. Write a report to summarize the whole learning process and send it to the donor or to 
the higher level in the organization. (Please refer to Annex H for a sample format for 
summary of the learning process)

TIP: Summarizing the learning process = Using things to be learned as the main 
issue and highlighting the results of learning.
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          Annexure A
Learning process preparation

No  Things to be 
prepared

Method Due 
date

Person in 
charge

Before operation

1 Preparation Draft of project title, rationale, objectives, 
outcome, duration, targeted participants, 
venue, budget, and time-table

Teamwork 
meeting 1: 
Planning

Assign work to team members

On the content

Process 
design

Duration, activity, method, person in 
charge, and things to be prepared

Design of 
assessment 
method

Choose appropriate assessment method 
for the training

On management

Participants Coordinate with participants identifying 
special considerations, such as, gender, 
religion, food, and travel constraints

Preparation of 
venue

Description of venue, accommodation, 
meeting room, and means of travelling

Food Different types of food

Tools All tools and equipment required for the 
project

Transportation Logistic support for team members

Budget How much and from where

Others Miscellaneous

No  Things to be 
prepared

Method Due 
date

Person in 
charge

2 Meeting to 
conclude the 
preparation

Discuss everything in detail

During the operation

1 Administration Oversee the readiness of the training to 
achieve the objectives

2 Process 
operators

Take care of the content

3 Monitoring 
tools

Section design (Schedule for teamwork)

After the operation

1 Summary report 
and evaluation

Summary report of the content and 
management
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          Annexure B
Simple curriculum design

Objectives
• To create a learning atmosphere among facilitators and encourage exchange of 

experiences.
• To draw lessons learned in facilitation skills through experience sharing in a    

simple way.

Participants
Actors in organizations and networks who have different levels of experiences: some 
are expert facilitators; some have completed facilitation training; and some have less 
experience as facilitators.

Curriculum 
composition

Things to learn Activity guide

Understanding 
of common 
goal

• Objectives of the training (facilitator’s 
expectation)

• Participants’ expectation (participants’ 
objectives)

• Moving objectives and expectations to 
the same direction

• Brainstorming cards 
on expectation

• Expectation tree

Knowledge 
exchange

• Facilitator’s principles: concept,    
qualification, roles, and technique

• Participants’ experiences as 
facilitators

• Facilitation skill exercise

• Team contest to define 
the term, “facilitator”

• Work in pairs to 
exchange experiences

• Role playing

Summarizing 
the learning 
knowledge.

• Relate participants’ opinion/            
experiences to the facilitation        
principles

Using mind map along 
with lecture

Assessment 
(Pre-test/Post-
test)

• Relate participants’ opinion/
experiences to the facilitation 
principles

• Questionnaire
• Rating their level of 

confidence in learning 
on the scale of 1 to 10

          Annexure C
Schedule

28 November 2016
09.00 - 09.45 Setting the house rules before the training
09.45 - 11.30 Concept of facilitation; presented by ..............(Name).................
11.30 - 12.00 I am a facilitator; presented by ..............(Name).................
12.00 - 13.00 Lunch
13.00 - 14.00 Formulating a framework for experiential exchange as facilitators; 
  presented by ..............(Name).................
14.00 - 18.00 Section design for experiential exchange; presented by ......(Name)..........
18.00 - 19.00 Dinner & free time
 
29 November 2016
08.00 - 08.30 Recap from yesterday
08.30 - 09.00 Reiterate house rules
09.00 - 11.00 Group 1: Organizing exchange of learning experiences in the 
  preparation
11.00 - 12.00 Group 2: Organizing exchange of learning experiences in training 
  session
12.00 - 13.00 Lunch
13.00 - 14.00 Group 2: Organizing exchange of learning experiences in training 
  session (continued)
14.00 - 16.00 Group 3: Organizing exchange of learning experiences after the
  training
16.00 - 17.00 Concluding the exercises of all groups
18.00 - 19.00 Dinner & free time
 
30 November 2016
08.00 - 08.30 Recap from yesterday
08.30 - 12.00 Curriculum design on facilitation skills for youth and IPOs/CSOs   
  workers
12.00 - 12.30 Summarizing the lessons learned
12.30  Lunch & departure

N.B.: This schedule can be adjusted as appropriate.
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A comprehensive curriculum design

Title of curriculum: Training workshop on facilitation skill

Objectives
• To create an exchange of experiences and learning atmosphere among facilitators.
• To draw the lessons learned in a simple way of experiences in facilitation skill.

Expected outcome
• Experiential exchange on facilitation skill takes place among participants.
• Simple guidance is formulated on facilitation skill that can be developed into 

simplified handbook.

Participants
Actors in NGOs and networks who have different levels of experiences: some are expert 
facilitators; some have completed facilitation training; and some have less experiences 
as facilitators.

Duration
Three days, from 28 - 30 November 2016

Training process
It intends to apply the “learning by sharing” approach where the participants also 
facilitate the learning process and the main facilitator plays the supporting role to 
channel the activities toward the objectives.

Resource person
Three facilitators help in asking questions, encouraging participation, entertaining, 
supporting information, and summarizing the outcome.

Venue
A room big enough to place the chairs in a U shape and put up boards for small group 
discussions.

          Annexure D

Tools
• Poster papers (100), A4 (recycled) papers, different colored cards, adhesive (post-it) cards, magic pens, adhesive tapes, scissors, 

cutter, and note books for participants
• At least three movable boards
• LCD projector and video camera

Detailed activities

Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

28 November 2016
Participants’ Pre-test

9:00 – 9:45 Setting house 
rules

Brainstorming for 
shared objectives

• Matching 
expectations and 
objectives

• Each participant 
or groups are 
assigned to take 
care of various 
daily activities: 
working as master 
of ceremony; 
recap of the 
day; energizing; 
announcing and 
introducing the 
next activity and 
resource persons, 

Write on the card 
briefly:

• Self-
introduction 
and 
expectation 
(1minute 
each);

• Proposing 
house-rules;

• Selecting 
volunteer 
work; and 
setting 
common 
objectives

Mr. Dream • Poster papers
• Magic pens
• Post-it papers
• Adhesive tape
• Colored cards
• Schedule 

written on the 
poster paper

• Names of 
volunteer 
group for each 
day work

• Whistle
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Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

9:45 – 11:30 Facilitator’s 
approach

It aims to 
understand 
the role of a 
facilitator.

All participants 
understand the role of 
a facilitator.

Game: “My 
definition”

• Participants 
are divided 
into two 
groups

• Everyone 
in both 
groups write 
down the 
meaning of 
“facilitator”.

• Each group 
writes the 
group’s 
meaning of 
facilitator 
on the board 
and discuss

• Summarize 
the 
discussion.

• Facilitator 
makes a 
round-up.          

Mr. Thongthaem 
Khokpho

• PowerPoint 
presentation 
on 
“Facilitator”

Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

11:30 – 12:00 Facilitator’s 
approach
I am a facilitator

It aims to make 
an assessment 
of one’ own 
facilitation skill.

The facilitator is 
aware of his/her 
own strength and 
weakness.

Facilitator’s 
self-assessment 
checklist:
• All 

participants 
have to 
make self-
assessment 
on 
facilitation 
skill using 
spider web.

• Participants 
work in 
small groups 
seeking 
a good 
facilitator 
to join their 
own groups.

Mr. Thongthaem 
Khokpho

A spider web tool 
for assessment.

12:00 - 13:00 Lunch
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Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

13:00 - 14:00 Framework for 
experiential 
exchange among 
facilitators.

It aims to 
determine the 
framework for 
experiential 
exchange among 
facilitators.

A guide for 
brainstorming 
the three phases 
of facilitation: 
preparation; 
operation; and 
follow-up.

• Ask 
participants 
the question: 
“What 
are main 
activities for 
facilitation?” 

• Discuss and 
brainstorm 
the question.

• Categorize 
the results 
into three 
phases. 
(Write 
on three 
separate 
boards)

Mr. Thongthaem 
Khokpho 
facilitates 
brainstorming.

Dream and Nut 
work on the 
grouping of 
results.

Stationeries.

Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

14:00 - 
18:00

Section design 
for experiential 
exchange on 
facilitation skill

The aim is to 
learn about 
participatory 
technique of 
process design.

Organizing method 
to compile the 
information from the 
participants.

Resource person 
explains about 
the process:
1. small group 

discussion 
on the three 
phases of 
facilitation

2. Tools for 
process 
design and 
thematic 
groupings

3. Process 
design 
in small 
groupsEach 
group has 
to present 
the lessons 
learned and 
the resource 
person 
also gives 
additional 
thoughts and 
inputs.

Dream checks 
the section 
design

Nut 
summarizes the 
issues.

example of 
process design.

Nut prepares 
video clip and 
samples of
thematic 
grouping.
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Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

4) Each group 
has to present 
the lessons 
learned and 
the resource 
person also 
gives additional 
thoughts and 
inputs.

18:00 – 19:00 Dinner & free time

29 November 2016

8:00 – 8:30 Recap of previous 
day

Group feedback

8:30 – 9:00 Explaining the 
rules of the 
process

Intends to create 
confidence 
and readiness 
to become a 
facilitator

Explain facilitation 
technique to small 
groups

Clarifying the 
objectives and 
the facilitation 
schedule to 
small groups

Nut

9:00 – 11:00 Group 1 
organizes the 
preparation 
phase of the 
training.

Exercise on the 
role of facilitator

Experience on the 
method and tools a 
facilitator can use in 
facilitation

- The one 
who performs 
facilitation 
learns from 
other people’s 
experiences.

Participants in 
Group 1

Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

11:00 – 12:00 Group 2 
organizes the 
operation of 
facilitation.

Exercise on the 
role of facilitator

Experience in the 
method and tools to 
organize the training

The group 
who performs 
facilitation 
learns from 
other people’s 
experiences.

Participants in 
Group 2

12:00 – 13:00 Lunch

13:00 – 14:00 Group 2 
organizes the 
operation of 
facilitation.

Exercise on the 
role of facilitator

Experience in the 
method and tools to 
organize the training

The group 
who performs 
facilitation 
learns from 
other people’s 
experiences.

Participants in 
Group 2

14:00 – 16:00 Group 3 
organizes the 
follow-up after 
the training.

Exercise on the 
role of facilitator

Experience in the 
method and tools 
to organize the 
conclusion of the 
training

The group 
who performs 
facilitation 
learns from 
other people’s 
experiences.

Participants in 
Group 3
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Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

16:00 – 17:30 Summarizing the 
lessons learned 
of each group

• Things that have 
been learned 
and things to be 
developed further 
in small groups

• Comments from 
the facilitators

Brainstorming 
by writing on 
cards and each 
participant is 
given 2 minutes 
to present what 
has been learned 
and what are 
the areas of 
improvement.

Dream as the 
main facilitator 
and time keeper

Nut captures 
important 
points 
and gives 
comments

18:00 – 19:00 Dinner & free time

30 November 2016
8:00 – 8:30 Recap of the 

previous day
Feedback group

8:30 – 12:00 Curriculum 
design on 
facilitation 
skill training 
for youth and 
development 
workers

- Group exercise 
on curriculum 
design
- Aims to make 
an assessment 
on the 
understanding 
of the training 
process

The curriculum on 
facilitation skill 
training for the youth 
and development 
workers

1. Brainstorming 
in the same 
groups on:
- Objectives
- Outcome
- Participants
- Schedule
- Facilitator

Mr. Thongphoon

Duration Activity Objective Expected outcome Method Person in 
charge

Things to 
prepare

2. Select the 
group with the 
best information 
and add different 
information from 
other groups.

12:00 – 12:30 Summary of 
facilitation skill

compile the 
information 
about 
experiences of 
facilitators from 
the participants

A collection 
of facilitation 
experiences

- Summarizing 
experiences from 
all participants
- Addition made 
by participants

Mr. Thongphoon

12:30 Lunch & departure from the training
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          Annexure E
Tool for brainstorming/extracting the essence

Extracting the essence
Extracting essence is crucial in reading or listening to know who, do what, where, when, 
and to come to the final conclusion; and then make a note them down.

Practical principle for extracting essence:

1. Reading or listening with concentration.
2. Asking and answering about who, do what, where, when, and the final result, 

including comments and formulate a chart.
3. Writing a narrative summarizing the key messages in one’s own language.
4. Rereading to check consistency and correctness.

Concluding the key points
A facilitator is required to have the skill to pick up the essence or the theme of the topic 
because it is a matter of sending and receiving the messages between people

Thematic extraction requires the following abilities:
1. Finding the theme
2. Grabbing the essence of the topic
3. Summarizing the key points
4. Linking to related principle/ideology
5. 
It is important to reiterate the key points with more clarity by using short sentences to 
form a narrative in an orderly manner. What one gains from practical skill in picking the 
essence of the story is the ability to formulate a question whenever he/she reads a book 
or listens to different stories. For example, “what is the main point of this story?”, “What 
is the second main point?”, “What is the gist of this story?”, “What is the message the 
writer wants to convey?”, and “Where is the key message in this story?”

Using 5W-1H technique in problem analysis or extracting the key point
The 5W-1H technique can be used in data analysis and testing hypothesis in the 
following manner:

 What is the problem?
 Who else are involved?
 What has been done?
 Where did the event take place?
 When did it happen?
 Why did it occur?
 How did it happen?

 Anecdote: At least, choose three questions.

Example of a Mind Map
Mind Map is a tool to extract the key points and group them in clusters according to 
their interrelationship. 
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          Annexure F
Satisfaction assessment

Expectation/Objective Level of Satisfaction

High Moderate Low

Learning about facilitation skill

          Annexure G
Format for facilitation skill assessment 

Please fill in the numbers indicating your self-satisfaction in facilitation skills in the 
table below:
1 = Do not understand at all; 2 = Limited understanding; 3 = Fair understanding but 
not applicable;    4 = Fair understanding and applicable; 5 = Good understanding 
with ability to apply and transfer to other people

No. Facilitation skill
Level What is your 

future plan?
Before After

1 A good listener
2 Ability to observe body language and group 

interaction
3 Ability to ask questions to stimulate exchange

4 Ability to answer concisely to the point

5 Ability to summarize and highlight opinion 
from participants

6 Ability to recommend coherently to the point 
of discussion

7 Ability to invite recommendations from 
participants

8 Ability to facilitate the least participated 
person

9 Ability to induce the most engaged 
participant to listen to other participants

10 Ability to facilitate exchange of ideas and 
knowledge among participants
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          Annexure H
Format for summary of the learning process

Title of the learning process………………….....................................................................

Date…………………………………………......................................................................

Facilitated by …………………………………...................................................................

Objective(s)…………………………………......................................................................
..............................................................................................................................................
..............................................................................................................................................

Content of the learning (main topics)…………...................................................................
..............................................................................................................................................
.............................................................................................................................................. 

Summary of the learning content (induced information and result)…….............................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................

The lessons learned (positive achievement, how-to make it better what are needed for 
improvement why, and what are the recommendation(s)……………………………........
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................
..............................................................................................................................................




