
Objectives: Your Goals as a Facilitator

Your goals and objectives as a Facilitator include: 

 ● Build trust and inspire.

 ● Educate about basic income, the local pilot, and other intersectional topics you’re covering.    

 ● Nurture a great culture by:

 ○ Managing the time and schedule 

 ○ Including a variety of community / participant voices

 ○ Keeping energy and engagement up 

 ○ Accomplishing the goal of the activity

 
We have broken this document into 3 sections. The first Preparation: things you need to know to strategize 
successfully, is meant to help you plan in the early phases of activity design so decisions lead to effective activities. 
Approach and Tone, is geared towards helping you strategize how you will create the right kind of space and 
experience to reach the above goals. And Logistics of Facilitating, has some helpful best practices to assist you with 
navigating the logistics of the activities while managing the energy and people in the room.  

Income Movement recommends that you refer to this Guide a few times throughout the process around your 
first activities / events, both leading up to the events, as well as after they are done, as part of the reflection 
process to gather learnings and best practices for future facilitation. 

This document has been created for Facilitators leading activities out of Income Movement’s Pilot Community 
Engagement Program. Its purpose is to provide guidance, best practices, as well as some tips and tricks for 
facilitators to help support them as they implement effective activities and events.  
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Preparation: Things You Need to Know to Strategize Successfully

Participant Knowledge: 

As you design your activity, it is important to anticipate where participants are at in their understanding of the topics 
you are going to cover. Think about the base level of information they need in order to take part in an activity or reach 
the goal outlined. 

 ● Don’t be afraid to ask participants how much they know on a topic at the beginning of a session. Come prepared  
 to give different amounts of background knowledge depending on where people say they are at.

 ● If you have a range of knowledge, cater to those who know the least so they don’t feel left out. If you have to  
 spend considerable time in “teaching” mode (ie. lecturing) think about creative ways to use the knowledge of  
 those more experienced with the topic during this phase. Honor their time and expertise as well. 

Team Strategy:

If you have a team to help you facilitate an event or activity, be sure to include them throughout the process so that 
they are invested in the event and are clear both on what the goals are as well as their own role in reaching those 
goals. Some important things to consider:

 ● Understand and know where the strengths lie in your team so you can help identify the right ways for them to  
 support and participate. 

 ○ Use pre meetings to have team members share their experience, skills and interests. 

 ○ The day-of the event, have the team arrive early and have a huddle before the event where you can do a run- 
 through of the activities and help choreograph where people will be throughout the event. This can take up  
 to 30 mins, and is separate from the logistical set up of the room.   

 ● Lean on your team. 

 ○ Don’t feel like you have to do it all. Delegation is an opportunity to model the value and experiences of those  
 in the room - when participants see that the facilitation is collaborative, they are more likely to join in. Subject  
 Matter Experts are a great way to have other voices in the mix.

 ○ Be flexible throughout the session - knowing your team’s expertise and level of comfort with different roles  
 will help you in the moment pivot and adjust the session as needed while not asking them to do something  
 they aren’t ready or able to do. 

Know your Role: 

Knowing your role is key. As the facilitator you must wear many hats, this document is meant to help you know how 
to be strategic and nimble. Here are a few best practices around the top priorities you must balance as a facilitator.

 ● Motivator: From the beginning to the end, establish the energy and pace of the event, keeping things positive  
 and interesting.

Tip: Praise authentically, praise often, praise specifically. There is more on this below in Approach and Tone, but 
one thing to also say here is that, include yourself in this as well. What you are doing is awesome, we thank you 
and we know you are going to be amazing. 

 ● Guide: Build a well designed agenda and process for the activity. One of your key roles is to guide the participants  
 through each step and keep the session on track. 

 ○ Do at least one practice run through of the session, either with your team or on your own. Through this  
 process, identify potential problem points or bottlenecks ahead and outline different ways you can adapt to  
 these challenges. 

PCEP FACILITATOR  
GUIDE

Page: 2



Approach and Tone

The key to a successful event is creating a healthy culture by balancing time, participant engagement and voices, 
and accomplishing the activity’s goals. This really is a balancing act, and requires regular assessments of the room, 
and adjustments to the plan to accommodate what you are seeing happen. 

Don’t be afraid to shift things around or decide to take a different approach to a part of an activity if you see 
something isn’t working, or you need to spend more time in one area for people to feel ready to accomplish the 
next thing. Speeding over things because of time limits, and then losing people in the process leads to confusion, 
frustration and disengagement.

Below are some things to consider when preparing yourself to facilitate an inviting and community based approach 
and tone.  

Approach:

 ● Events and activities are opportunities to meet and connect with cool people. Bring that enthusiasm into the room.  
 When things are going well, and you are feeling / seeing great energy, name it and share it with the larger group. 

 ● Listen carefully and be a thoughtful responder. You will need to quickly analyze comments to formulate questions  
 that help guide the group discussion. 

 ● Try not to transition if you are in a downswing of energy. If engagement is waning, try to make the takeaway  
 positive so that participants feel good when you move to the next topic or part of the activity.

 ● Praise well, praise often, praise specifically; take the opportunity to praise participants for good effort, progress,  
 and results. This will help to set a positive environment and show participants they are progressing in your  
 shared objectives.  

 ● Model the behavior you want. This helps participants know how to act and respond to what you are asking of them.

 ● Lead holistically with the human experience. A great rule of thumb for bringing the community back is to recenter  
 it in dignity and the human experience. This helps to ground the discussion in what really matters.

 ● Be aware of your body language. If you feel stressed about time or other objectives, try not to show it. Exuding a  
 calm presence can get you through just about anything.    

 ● Be thoughtful and sensitive to topics that can trigger trauma.

 ● Give yourself and others grace. Everyone is showing up in the best way they can. 

Managing the details:

 ● Use fun icebreakers, they can help create a relaxed environment and set a positive tone.  

 ● When balancing your objectives, be willing to follow the energy to reach an important conclusion. You may have to  
 adjust or sacrifice parts of your agenda/timeline to make this happen. Use your best judgment.

 ● Build trust by creating and maintaining a safe and open environment for sharing thoughts and ideas. 

 ○ Directly address / nicely re-direct participants who may be engaging in negative or dismissive behavior. Be  
 attuned to signs of strain, weariness, aggravation, and disempowerment. You have to nip things in the bud  
 and demonstrate that you have the reins as the guide. 

 ○ Pivot to a space that can help drive the convo to a more appropriate energy and topic. 

 ● Gently and thoughtfully cut short irrelevant discussions or people rambling or leading conversations down detours.  
 This can cost time. Honor their voice, and make sure you are moving on appropriately. Lean on the instructions in  
 the activity, they will help you maintain course.  

 ● We hope this does not happen for you but sometimes you may have to play peacemaker. Should a direct  
 confrontation occur, step in quickly to reestablish order and direct the group toward a constructive resolution.  
 Make sure to bring the energy back to a positive space before moving on. 
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Logistics of Facilitating the Event

The logistics of facilitating require some considerations and we have done some thinking about what the most 
important ones are for these community engagement activities. Here are some logistics we suggest thinking about as 
you set yourself up for success. 

Best Practices for Prep Day-of:

 ● Arrive early for set up. 

 ● Take care of yourself. Make sure you make time prior to the event to rest and eat. Have access to plenty of water  
 during the event. 

 ● Take a quiet moment for yourself before the event, away from others. Center yourself and find your calm so you  
 can be fully present and thoughtful. 

Best Practices for the Session:

 ● One of the most important things for you to practice in your facilitation is to only ask people to do one thing at  
 a time. When you have a large group, it is easy for one or two people who get lost with multi-step processes to  
 take attention and time from the broader group and can bog down the process. If you do nothing else, do this:  
 break things down into small pieces and guide them through each step slowly.  

 ○ Tell the group the first step.  

 ○ Pause to let them do that step.

 ○ Confirm that everyone is done with the first step. 

 ○ Tell the group the next step. 

 ● Make sure you have all the tools and resources you need to be successful in your facilitation. Refer to the activity  
 doc and work with your team around strategies and priorities.. 

 ● Establish clear expectations, goals and event agenda at the outset of the session, this helps participants feel at ease  
 and understand where you are taking them.

 ● When explaining something, use visuals as much as possible. 

 ● Incorporate ways for participants to answer questions in an interactive way: raising of hands, filling out post-its and  
 sharing it with their table or smaller group. This gets people thinking, sharing with others, and moving their body.  

 ● Elevate voices and experiences in the community. Make space and time for those who are most negatively  
 impacted by our current economic system to share their stories.  

 ● Balancing time: 

 ○ As mentioned above, make sure you are transitioning at a time when the energy is on an up-swing. Always  
 take time to end a section in a positive space before moving on to the next. 

 ○ Wrap up on time, this is how you show you value people’s time and energy. 

 ● Have a huddle at the end of the event with the planning group, the helpers/moderators and site reps. Take a  
 moment to celebrate: YOU DID IT!! Thank everyone for their help in creating a successful event. Be sure to take a  
 picture of the team!

PCEP FACILITATOR  
GUIDE

Page: 4


