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Notes – Tips and Tricks for Facilitators

How to Structure Your Sessions
· Have participants introduce themselves during the first session (keep it short) (10%)
· Name
· Department, position, role
· Two interesting things or facts about themselves
· Have an ice breaker to start things off (10%)
· Could be a game or small talk (topic trending in the news)
· Topics/Themes of the day (60%)
· Conversation
· Q&A
· Finish things off with an activity/game (20%)
Facilitators Do’s and Don’ts
	Do’s 
	Don’ts

	Get to know your audience
· Participants introduce themselves
· Assess language proficiency
· Beginner (limited vocabulary, struggling putting sentences together)
· Intermediate (good vocabulary, can put sentences together with grammatical mistakes. Can get the message across)
· Advanced (extended vocabulary, good grammar and syntax. Do not make many mistakes except when using more complex sentences or sharing hypothetical ideas)
	Stay away from topics that could divide. (politics and religion)

	Set the rules
· When to speak
· How to ask questions
· Leverage MS Teams platform
· Clearly explain the objective/purpose
· Have people with their cameras on
	Don’t take too much airwave never forget that you are facilitating (80/20 rule, participants do the talking)

	Have Themes for each session
· Each session should have work component and non-work component (one of each)
	Fall into the expression/idioms trap
· Applies to more advanced students

	Have a list of questions ready:
· For all levels
· Can use the same question for multiple people
· Help with carrying on the discussion
· Engage students who are quieter this way. 
· Anticipate potential questions
· How? Why? To be used for more advanced students. Hypothetical.
	

	· Be overprepared
· Questions
· Sub-topics
· Activities
	

	 Everyone has a chance to participate
· Do not need to be equal amongst participants 
	

	Have someone who is bilingual
· Very useful for beginners
	

	Be flexible
· Adapt to how your session is going
· Do not feel like you have to cover everything
· Go with the flow
· Focus on the result
· What is the goal
· They had a good time
· They feel like they had a chance to practice
· Makes them want to attend again
	



How to deal with participants who highjack the session
· This occurs with extroverted participants or if their level is advanced
· If they take the mic without raising their hand, remind them of the MS Teams rules
· Do not be afraid to take control back. Do it in a diplomatic matter.
· Use humor
· Deflect the question to another participants
· Refrain from using Why?/How? questions
· Use those people to help you facilitate
How to get participants who are more quiet engaged
· Is it because of their personality or level?
· Get to know them, what they’re interested in
· Ask them questions
When is it ok to correct mistakes? 
· Remind them you are not a language instructor
· You don’t know the rules
· Only go into grammar, more technical content
· If you are comfortable explaining it
· If you notice this is a mistake that is common amongst participants
· Use a question or send it back to the participant

