FACILITATOR TIPS

As part of the HMM Café “philosophy,” you will likely use some internal content practitioners as facilitators. They may not have experience facilitating groups in a learning environment. To help put your café leaders at ease, we have created a list of facilitator tips and reminders for you to pass on to them.

Review the following pages. You may want to adapt the guidelines to your own organization—or add some tips of your own.

The Facilitator Tips handout follows.

FACILITATOR TIPS

Congratulations! You’ve been invited to facilitate an HMM Café. If you’re a bit nervous about leading the upcoming session, these tips and reminders may help you feel more comfortable.

Opening Exercises

Opening exercises (sometimes called icebreakers) make participants feel comfortable and help you understand their needs and expectations. These exercises also engage people at the outset of the session. When considering an opening exercise, ask yourself:

· Does it break participants’ preoccupation with their busy schedules, time pressure, and other distractions? Does it draw participants mentally and physically into the Café setting?

· Does it stimulate interaction among participants?

· Is it relevant to both the Café topic and your organization?

Example: Suppose you’re delivering the Change Management Café. In this case, you might ask each participant to cite one experience with change that created difficulties for him or her in the past, and then to state what they hope to gain from today’s session. You might then invite people to form pairs and talk for several moments about how they responded to the change they cited.

Questions

Questions are essential teaching tools. They stimulate discussion, prompt participants to check their comprehension of the Café’s subject matter, generate interest, and help people grasp key points.  

Open-ended questions are especially valuable for fostering lively discussion. They also yield information that helps you understand participants’ thoughts, opinions, and feelings about the topic at hand. Finally, open-ended questions encourage everyone to participate—even those who might not usually feel comfortable expressing themselves during a workshop or meeting. 

Effective open-ended questions start with “what,” “how,” “who,” “when,” and “why.” 

Examples: If you’re delivering the Change Management Café, consider posing these sorts of questions during the session:

· What’s the most important change you’re currently experiencing in your work life?

· How is that change affecting you?

· Who else is being affected by that same change? If others seem to be experiencing the change differently from you, what are the differences?

· How do you view change in general?

· Why might it be beneficial to embrace a change?

Training Aids

In preparing to facilitate an HMM Café, consider using training aids to present ideas, emphasize or review key points, and add variety and interest to your presentation. Here are some examples of commonly used aids:

· Handouts

· Flip charts

· Overhead transparencies

· Projected computer images

· Video or audio tapes  

To enhance your presentation, training aids must be used correctly. Clarity of content is more important than fancy graphics or other “bells and whistles.” And quality is more important than quantity. Resist the all-too-common urge to use lots and lots of different aids. Use only those that will help you accomplish your objectives in the session. 

Select aids that are best suited to the content that you’re communicating. For example, overhead graphics such as pie charts or bar graphs are useful for conveying statistical trends or numbers in an easy-to-view format. By contrast, several notes jotted on a flip chart or overhead transparency can help you sum up key concepts. If you expect that participants will want to take extensive notes on the material you’re delivering, you can make things easier for them by providing handouts that capture the key concepts. Finally, choose aids appropriate for your organization’s culture.

Additional tips:

Video- or audiotape players, computer projections, and overheads:

· Be familiar with the equipment you’re using. 

· Position monitors so everyone can see them.

· Point out the location of electrical cords so participants (and you) don’t trip over them. If necessary, tape the cords to the floor.

· Keep paper copies of transparencies or PowerPoint slides, in case of equipment breakdown or other technical glitches.

· Know how to adjust the room lighting for optimal viewing of computer or TV monitors. 


Handouts and flip charts:

· Make sure you have enough copies of handouts for everyone.

· Use dark-colored markers on flip charts.

· Print on flip charts, rather than writing in cursive.

· When writing on a flip chart or overhead transparency, stand aside afterward so all participants can see what you’ve written. 

Participants’ Focus

During the Café, you’ll be delivering a lot of information. How can you help participants focus their attention on the most important points or concepts? Consider these strategies:

· Devote more time to discussing major concepts.

· Ask participants questions about key points.

· Use visual aids and examples to highlight important information.

· Review major points before moving on to a new topic.

Content Delivery

How you deliver the Café content can be just as important as the content itself. Here are some helpful delivery tips. 

· Be yourself. Don’t feel you have to adopt a formal persona or some other delivery style that isn’t you. You were invited to lead the Café because you’re well respected by the participants. They know and trust you for who you are—so feel free to talk with them just as you would in your office or over lunch.

· Converse with the participants rather than talking at them. Make eye contact with different individuals during your delivery—and imagine that you’re chatting casually with each. Call participants by name.

· Speak clearly and distinctly, and try to avoid “um,” “like,” and “you know”—all of which can distract your listeners.

· Vary the inflection and pitch of your voice, to keep listeners interested. (Nothing puts an audience to sleep faster than a presenter who drones on in a monotone.)

· Use proper grammar and pronunciation. You don’t need to sound professorial—but if you ignore grammar basics or use incorrect pronunciation, you will likely distract your listeners. 

· Use vocabulary appropriate to your audience, and explain any terms that participants might not be familiar with. Many people, when they hear an unfamiliar term, hesitate to ask what it means for fear of appearing unintelligent. Help people overcome this fear by offering brief definitions of new terms.

· Speak at the appropriate volume for the size of your group and the room. With larger audiences and rooms, you’ll need to speak up so that everyone can hear you. For smaller ones, you can use a lower volume.

· Speak at a pace that’s fast enough to keep listeners interested, but slow enough to enable them to take notes and absorb the information.

· Share stories from your own experiences with the topic at hand. For instance, if you’re doing the Budgeting Café, tell about the time you created your first budget—the lessons you learned, frustrations you may have encountered, etc.

· Use natural body language, gestures, and facial expressions that enhance your message rather than distract attention away from it. For example, constant pacing conveys nervousness—but taking a few steps now and then, to and from a flip chart, can be useful.  Or, leaning closer to participants to encourage them to speak can be helpful. 

· Come to the Café prepared. Make sure you have all the materials you’ll need to deliver the session. Practice your delivery ahead of time if you think that will help ensure a smoother session.

· Be aware of nonverbal cues (pencil tapping, clock watching, etc.) from your audience that may indicate loss of focus, boredom, or confusion. If you spot such cues, change the pace or direction of your delivery. For instance, to combat boredom, you might break the group into pairs for a few moments of interactive exchanges. To clear up confusion, try slowing down and reviewing a complex concept.

· Respect participants and their opinions. Everyone experiences business challenges differently. By allowing people to share their unique experiences and responses, you’ll enable participants to learn more from each other.

· Allow time for questions at the end of the class, and be available afterward for participants who have additional questions, comments, or concerns.
