Facilitation Checklist

A good facilitator…….

· Has good eye contact

· Speaks clearly and loud enough to be heard

· Calls people by name

· Has good body language

· Listens with responses (“interesting thought”)

· Is all inclusive – everyone in group gives input

· Usually offers opinion last

· Makes sure small group is all on same level

· Makes sure everyone speaks before someone speaks twice

· Shares information clearly when introducing topic

· Before the end of the discussion, summarizes the feeling of the group

· Mediates disagreements

· Keeps interruptions to a minimum

· Controls side conversations

· Keeps the conversation focused on topic

· Discourages confrontational tones

· Offers positive reinforcement (“good answer”)

· Is conscious of time

· Clarifies

· Makes people feel welcome

· Is respectful

· Is not judgmental

· Is open to new ideas

· Is patient

· Is comfortable with silence if people need a chance to think and reflect on the topic and question

· Always speaks for themselves (“I think…” – not we, they, or some people think)

