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About this book
BYTE University is a tool for youth workers and facilitators. We’ve developed this handbook using BYTE’s experience and facilitation resources.
It is by no means a comprehensive guide to facilitation, but we do hope
that it helps you grow into a better facilitator and youth worker. BYTE University is a tool for youth workers and facilitators that was developed in
the North for the North.
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A Note of Thanks
This book is an update of the BYTE University Handbook that was originally
designed for BYTE by Erin Corbett in 2008. It represents a fraction of the knowledge and experience of our excellent facilitation team. I’d like to acknowledge the hard work that went in to producing it by Felicia Bailey-Cashin who
was responsible for the beautiful design and layout, as well as Tanyss Knowles
and Kara Johancsik, whose expertise helped build much of the content.
Thank you to the Arctic Institute for Community Based Research, who have
provided funding for the development of this book via their project entitled:
“Working Together to Achieve Healthier Lifestyles in Yukon and Northwest Territories.” funded by the Public Health Agency of Canada’s Innovation Strategy
Thank you for reading this guide and I hope that we have provided a tool
that can be used across Canada’s North and beyond.
Cheers,
Chris Rider
Executive Director, BYTE

Arctic Institute of
Community-Based Research
For Northern Health and Well-Being
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Welcome to BYTE University!
BYTE has been working with youth in the Yukon for
over 15 years. All of our workshops are fun and interactive because we value using engaging facilitation models to deliver our content. We love what
we do and we want to share it with others. This is
a guide to facilitation formed out of BYTE’s experience. Becoming a strong facilitator is a life-long journey. We are all still learning, but we hope that BYTE
University can offer some advice and pointers to get
you started or enhance the skills you already have.
In these pages you’ll find out about facilitation,
tips for facilitators, and strategies for engagement
activities. One of the key successes to facilitation
is attitude. Even without reading the rest of this document, you can start by being open-minded,
positive, and aware of the people around you! Keep those three things in mind and you’re already
facilitating like a professional!

Origins of Facilitation- The practice of
facilitation has roots in the circle discussion
format for tribal cultures, and more recently to the approaches of the Quakers, as
well as activists such as Ghandi and Martin
Luther King. Good facilitation means communicating clearly, encouraging participation from everyone, resolving conflict,
and watching for non-verbal signals from
people. It also means being able to pose
good questions, speed up or slow down
the pace, and give guidance according
to the group’s needs.
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Roles of Facilitation
The role of a facilitator is to guide the group rather than direct it. This avoids creating a
dependency on the facilitators, and gives the youth–our participants–an important role in
directing our workshops

Facilitators contribute to the groups process in a variety of ways, such as:

Communicating clearly & accurately

So keep in mind...
As a facilitator, your role isn’t to be a

•

Creating space for everyone to speak

•

Actively listening & remembering be-

heavy handed teacher, but neither is it

haviours and conversations

to be another member of the gang

•

Identifying similarities and differences

•

•

Try to create a space that is physically
and emotionally safe for everyone

in the participants’ statements

Respond positively to youth who say

•

Understanding multiple perspectives

•

Being a model of effective behaviour

they don’t know what something means

•

Providing feedback without triggering

and recognize that admitting that takes

defensive reactions

courage

•

Accepting feedback without reacting

•

•

Be humble

defensively

about what

•

Developing the trust of the group

you don’t

•

Having patience

know and
be open to

Learning goes both ways!

what you
can learn
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Facilitation Tips
There are many ways to be a great facilitator
1. Remember that as a facilitator, you are a guide, NOT a teacher. Your role and
responsibility is to guide the group through the activities, content, and agenda.
2. Wear a watch. Keeping track of time is important and it is something that you
should be able to do quickly without distracting the group. Do not rely on the facility having a clock on the wall.
3. Communicate with your co-facilitator beforehand. Check in about how they are
feeling, your communication style, and any last-minute thoughts they have before
the workshop begins.
4. Bring a positive attitude.
5. Take breaks. It is hard work facilitating, so it’s important to give your brain a break.
Get out for a walk during the break or at least step out of the room for a few minutes.
6. Recognize your own frustration. If you are starting to feel frustrated, tell your co-facilitator so they can relieve you. Otherwise you risk bringing negative energy into
the group dynamic.
7. Follow through on your commitments as a facilitator. Remember that you are role
model!
8. Be flexible and ready to adopt new plans.
9. Be honest with the group. Don’t be afraid to say that you don’t know something
or to show them who you are. They won’t open up to you if you don’t open up to
them.
10. Challenge the group productively and positively so that they grow and learn.
11. Be creative!
12. Listen attentively to the dialogue of the group, encourage honest and open
opinion-sharing. Allow each participant the freedom to speak and be attentive to
the group dynamics.
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Co-Facilitator
Working and Preparing with a Co-facilitator
At BYTE we always have a lead facilitator and at least one co-facilitator. This is important for
several reasons. First of all, we like to keep the ratio of adults to youth low considering that our
activities are hands-on and it is important to have enough facilitators to lead them. However,
it is also important to have a co-facilitator to help with group dynamics and trade off with
responsibilities. A co-facilitator can help you by surveying the group dynamics while you are
presenting, keeping track of time, and facilitating content when you need a break. One of
the great things about working with a co-facilitator is that because everyone’s facilitation style
is different, you will inevitably learn from, lean on, and compliment each other with your differences.
Nevertheless, communication with your co-facilitator is vital. We strongly recommend that
you check in with your co-facilitator before every workshop. In that time, you can go over the
workshop content, find out how your co-facilitator is feeling, figure out what energy you are
both bringing to the space, and discover what you both envision for the workshop. It is always
a good idea to ask about past conflict co-facilitating. Find out what bugs the other person
and try to avoid it. You are better off as a team that gets along!
Learn to love working with your co-facilitator. They can be a huge asset to you and if you
share the responsibility with your co-facilitator, that means less stress for you, and a more thorough and in-depth training for the youth.
Tanyss Knowles is one of BYTE’s most experienced facilitators. She’s worked with many co-facilitators over the years, and has lots of lessons to share. If you want to learn more, read Tanyss’
Personal Story on the next page.

Why you should do a run-through of the training with your co-facilitator:
•

To avoid overlap

•

To open up new teaching styles

•

To make sure the workload is evenly shared

•

To learn how to support one another during long sessions or complex topics

•

To avoid catching each other off-guard

•

To construct (secret) cues for timing or pumping up energy levels or to raise each other’s
awareness

•

To come up with ways to support each other.
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Tales of a Co-Facilitator
Tanyss Knowles
I was once facilitating with another person who
often paused while she was explaining activities.
I would watch her pausing and get nervous that
she had forgotten the instructions. I assumed she
was struggling and needed my help so I jumped in
by telling the group the activity instruction for her.
Tension grew during the workshop and I didn’t understand why. I could tell that we weren’t working
together as a team. However, I didn’t spend too
much time reflecting on it because we were busy
delivering content. At the break, she confronted
me.
She said, “I really don’t appreciate how you always interrupt me and take over when I’m explaining the instructions to an activity.”
I was taken aback. “I thought you had forgotten
the activity. You paused and so I thought I’d help
out.”
“No, I just need a moment to think of the right
words. If you always step in, I’ll never get the
chance to practice explaining these activities.
I’ll never know the right words, if you don’t let me
try.”
She was entirely right. I had misunderstood her
pauses and assumed that she needed help. I also
was depriving her of the opportunity to practice
because I was so well-acquainted with the content that is was easy for me to take over the activity. I also realized I was being too hasty and jumping in as soon as there was a pause. Suddenly, I
heard the voice of one of my first facilitation mentors in my head. I remember him telling me that
every facilitator has got to be okay with silences
and pauses in the group sometimes. I wasn’t practising that at all! I needed to remember that a little
bit of silence is not a problem. Even if it took her a
moment of silence, she would find the right words

and the group would engage with her.
Feeling a little bit embarrassed about my facilitation faux-pas, I apologized and then immediately
had another thought that I expressed to her: “But
what if you do need help? What if you actually
can’t remember what you are supposed to say?
That happens all the time to facilitators. I don’t
want to leave you hanging just because I fear
interrupting you.”
She thought for a moment and I practiced being okay with the silence. Finally, she said: “That’s
a really good point. I wouldn’t want to feel like I
was up there all alone with no one to jump in if I
need them. How about eye contact as a signal. If
I’m pausing to find the right words and can’t find
them, I’ll just look you in the eye and you’ll know
that its a request for help.”
“That’s perfect,” I said. “What a subtle system. I
like it a lot.”
The break ended and we went back to facilitating the workshop. The second half of the session
went so much smoother and she introduced
several activities that, after pausing, were far
more eloquently explained than I, myself, could
have done. I found I was learning from her. And
at points where she was lost, she did look me right
in the eye and I took over. It worked fantastically
well and it’s now a
technique that I use
with many co-facilitators.
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Communication
Facilitating the Content
Good facilitation means communicating clearly, encouraging participation from everyone, resolving conflict, and watching for non-verbal signals from people. It also means
being able to pose good questions, speed up or slow down the pace, and determine how
much guidance to give to the group.

Public Speaking & Presenting tips:
•

Be as clear as possible with your instructions

•

Look at the audience and vary the tone and pace of your voice in order to keep them
attentive

•

Speak to the audience, not to your visuals, the ceiling or a place on the wall. Make eye
contact!

•

Make sure to have notes of the important points in the workshop

•

Don’t read directly from handouts (this will confuse the participants: should we read or
listen?)

•

Don’t put your hands in your pockets or hide behind visuals.

Watching for non-verbal responses to your own communication will
allow you to discover how well the participants understand you.
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Non-Verbal Communication
What is nonverbal communication and body language?

Non-verbal communication is all the messages that we send to other people without using
words. Basically it includes all of our non-verbal behaviours: the gestures we make, the way we
sit, how fast or how loud we talk, how close we stand, and how much eye contact we make.
Even when we are silent, we are still communicating.
It is important to remember that non-verbal communication is like another language. It helps
you to get your point across and to build a welcoming and comfortable atmosphere in the
room. As facilitators, it is important for us to be conscious of our own non-verbal signals that
we are giving the group, as well as the signals that the group is sending us. For ourselves, we
should try to come across as open and interested in the participants. Usually this can be done
by being alert, using deliberate eye contact, and smiling.
To be aware of the groups non-verbal indicators, try to stay aware of how much people are
fidgeting or sitting and gesturing. Have participants started to slink down in their chairs showing
their fatigue and boredom? That indicates that its time for an energizing activity or break. Alternatively, participants may be sitting at the edge of the chairs listening to a presentation with
hands shooting up when it’s time for questions. This would indicate that the group is engaged
and that we may want to spend more time on this topic because the group is very interested
in it. These are just a few simple examples of the non-verbal communication that continuously
happens in a group of people.

This content was modified from Help Guide. For more information on non-verbal communication, its role in relationships, and its different components, visit helpguide.org.
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Conflict
We can find conflict in every aspect of human life, so it’s important for us to get used to dealing
with it. Surprisingly, there is no agreed-upon definition of conflict. Conflict can refer to a specific
conflict, such as a verbal fight between two people, or more broadly, an overall group dynamic
that causes friction but can’t be pinpointed to one interaction. Therefore, it is important to think of
conflict as a broad concept that includes all human interactions with friction and disagreement
around the beliefs or actions of one or more people.
Although conflict in inevitable in groups, it is not inherently a bad thing. Often conflict is a crucial
step for a group. It is an important opportunity for change and growth.

Conflict is unavoidable if:

If processed in a good way, conflict can:

•

•

•

•
•
•
•
•

We have different values, opinions, objectives, needs and expectations
We come from different cultures (e.g. religions, customs, life experiences)
We communicate imperfectly, reflecting
mistaken assumptions and creating misunderstandings
We use different language or vocabulary,
or the same vocabulary to mean different
things
We are trained to think in different ways
We work under pressure, in competition, facing constant change
We handle pressure differently

•

•
•
•
•
•
•
•

Create the ability to challenge and change
practices and structures that do not work
Help guide the attitudes and perceptions of
the group
Foster understanding and respect for people’s differences
Enhance awareness of yourself and others
Build morale
Address underlying causes of problems
Empower parties to take responsibility
Improve relationships and thus capacity to
problem solve together
Develop common ground to build solutions
that create positive social change
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Handling Conflict
How to handle conflict:

• Know your stuff. Having knowledge of the topic and being able to
analyze any issue means you will be grounded for the conversation
and can normalize any misconceptions that are presented.
• Know your limits in terms of topics
you can comfortably handle.
• Rely on your co-facilitator to keep
an eye on participants and to help
you if you get into an area that you
are not as strong in or that triggers
you.
• Call for breaks in the activity if and
when needed.
• Use energizers to lighten things after a heavy discussion. Energizers
that get people laughing are especially good!
• Keep focused on the problem rather than on members of the group.
• Openly discuss the needs of the
individuals in the group who are
engaged in the conflict.
• Encourage participants to express emotions of anger, fear or frustration if they come up.
• Follow up with participants after the discussion if you think they still
hold some heavy or unresolved feelings.
• Have resources on hand to give more information or direct youth to
where they can get help.

13

Handling Conflict
Factors to be aware of when facing a conflict:
• Cultural backgrounds of those involved can affect people’s perceptions of the
conflict and what they want to do about it.
• People involved in a conflict sometimes feel that they are victims and that everything is the other party’s fault.
• They often believe they know the cause of the conflict, although they usually
don’t know the real reasons for it.
• Most conflicts are caused by failures to communicate clearly.
• Both parties in a conflict will generally agree that they are not treating each
other with respect.
• Deliberate attempts to harm the other person are rare.
• By the time the conflict reached a level where people are willing to negotiate or
mediate, the “real” conflict is usually half-remembered.

Conflict will escalate when...
• Other people become involved.
• One or more people feel threatened.
• Important needs of individuals involved are not acknowledged or met.
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Working with Conflict

Facilitating Group Dynamics

There are many theories out there on how groups work. The following theory describes five stages to group development:
forming, storming, norming, performing and adjourning. We find that this is a helpful way to think about the role that
the facilitators need to play in setting up a healthy dynamic and in anticipating and working through conflict. Although
the theory suggests that the group will progress from one stage to the other sequentially, this is rarely our experience.
The group will skip back and forth between stages of this process organically.The important thing to keep in mind is that
all stages of this process are normal and to be expected when working with groups. These rules have been adapted from
Bruce Tuckman’s theory.

Forming
When the group first comes together, they will place a lot of reliance on the facilitator. At this stage, you should make a Community
Agreement (see page 19 for details). Uphold these agreements yourself and don’t be afraid to hold the group to the agreements, too.

Storming
At this stage in the process, the group starts to get in the habit of working together according to the Group Agreement. Roles and
responsibilities are clear and accepted. At this stage, the facilitator plays a maintenance role and needs to make room and encourage
the participants to take on leadership within the group.

Norming
As the group gets to know each other, group members may attempt to establish themselves as leaders, or cliques may form and
there may be power struggles. Recognize that participants who challenge the Group Agreement are probably not being intentionally
malicious; they are testing boundaries and asserting their individuality. Do what you can to acknowledge the unique talents of each
person. Make time for emotional issues that emerge and resolve conflict as it comes up. Don’t worry if this takes you off course from
what you had planned in a workshop; there is a lot of valuable learning in these moments. Although you may identify with certain
people, cliques or opinions in the group, do your best to “come up the middle” and ensure that the space is safe for everyone.

Performing
In these moments, the group will have a lot of autonomy and can accomplish a lot without the guidance of the facilitator. Don’t try
to hang on to the leadership role—you are also a valued member of the team and can support the emerging leaders “from behind”
by actively participating, encouraging and offering suggestions when requested. Disagreements still occur, but they can now be
resolved within the team positively.

Adjourning
Adjourning is when the group is breaking up. The group can be like a sort of home. As the facilitator, it is important to recognize
and be sensitive to people’s vulnerabilities at this stage, particularly if members of the group have been closely bonded and feel a
sense of insecurity or threat from changes.
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Typicial Day
BYTE workshops can be anywhere from one hour to several hours long. They are all adapted from our master workshop plans to fit the needs of any group or community. However,
all BYTE workshops follow the same structure. We find this structure works well because it
creates a workshop space that is comfortable, and it engages participants and it intersperses workshop content with energizers and breaks.

A standard BYTE workshop looks like...
1. Creating the space
2. Welcome
3. Formal introductions
4. Community agreements/ground rules
5. Ice Breakers / Name Games
6. Breaks
7. Content/activities
8. Energizers
9. Debrief
10. Evaluations
11. Clean-up/check out

So what does that mean?
Let’s break it down!
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Typicial Day
Creating the Space

Creating the space for the workshop is really important. This includes not just creating physical accessibility and comfort in the space, but also creating a welcoming atmosphere and ensuring that
people treat each other with respect

Creating Physical Space
•
•

Not all rooms are easy to rearrange, but do what you can. For large group actives, make sure
the room is set up so that you can sit in a circle and everyone can see and hear each other,
and no one is left out
For small group actives, try to set it up so each small group can have room and privacy to do
their thing. Use separate rooms, hallways or corners of rooms.

Creating Welcoming Space
•
•
•
•

Play music before the workshop
Welcome all participants as they enter the room by making eye contact and having an open
and relaxed body language/posture.
Ask them their name and maybe a little bit about themselves or how they found out about your
training
You may want to give some of the participants minor tasks like setting up chairs to make them
feel included

Formal Introductions

Each trainer should introduce themselves (or each other) as well as your organization and the particular training that they will be taking that day.

Ground Rules/Community Agreement

Have a discussion about the rules that the group feels should be respected amongst each other
for the day and explain the importance of these rules. This is called a Community Agreement. Setting up a Community Agreement is key to establishing a sense of ownership over the training. Write
down each agreement and make sure the entire group is comfortable with the selection. This will
help create a space that builds trust and makes people feel safe.

Ice Breakers/Name Games
•
•
•

The goal with ice-breakers is to get people feeling comfortable and open. Often ice-breakers
will make people do silly things to break down social and behavioural barriers and get people
laughing together. See examples of ice-breakers on page 27.
Always explain ice-breakers clearly and give everyone a chance to play
Take the opportunity of playing a game where everyone has to say their names. Try to remember as many names a possible. Participants really feel valued when you remember their names.
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Typicial Day
Breaks

It is important to take breaks. People need them to process content, rest their brains, and regain
focus. Taking a break every 45 minutes to one hour is a good idea.

Content/Activities

The content and activities of any workshop should be interactive. Activities can range from brainstorming sessions to art projects and group challenges. It is important that every activity be fun and
engaging, but also that it have a take-home message that can be de-briefed.

Energizers

Energizers are games that bring the group’s energy up. There are all sorts of different energizer
games, but the aim is to find one that meets the group’s needs. If a group has a lot of energy to
use up, try an active game. If there is tension in the group, use a team-building energizer to bring
the group together.

Debrief
•
•
•

Debriefing should happen after every activity. It can be a long or short process depending on
the content and the goals of the learning outcome.
It is important to have the debrief questions drafted beforehand.
It is important to create a space that is conducive to reflection and sharing. Bring an open mind
and a genuine interest to this space.

Evaluations

Evaluations at the end of a workshop give facilitators a chance to get specific feedback and a
chance for reflection.

Clean Up/ Check Out
•
•

It’s always important to leave the room or facility that you’ve used clean and organized. If
you’ve had to rearrange the furniture (which is likely), make sure you take note of how the room
was arranged beforehand and return it to its original state.
Don’t forget to thank whoever provided the space!
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Community Agreement
What is a Community Agreement?

The purpose to the community agreement is to create an atmosphere where the whole group
takes equal responsibility for the group’s behaviour and
attitude during the workshop. The goal is to make sure
that everyone is heard, that the group’s needs are met,
and that people understand the expectations from the
other group members.
A Community Agreement is a visual representation of
expectations of the group for the workshop. We encourage participants to think of everyone in the workshop as
a community for the time we are together. We ask them
to think about how we want to behave as a community,
what they want to get out of the workshop, and what
they want to give to the workshop.
Usually this activity is done by having the group brainstorm “ground rules” and write them on flip chart paper.
Once all the ground rules are set, ask the participants to
confirm that they agree with the main points. This paper
is then taped to the wall so that it can be referred to
throughout the workshop in case anyone is not respecting the group’s agreed-upon guidelines.
There are versions of this exercise that are more elaborate and ask the participants to think more
deeply about their role in the workshop. Spending more time on this exercise can be valuable for
group investment if you have time.

The Community Agreement is:
•
•
•
•
•
•

A way of setting group norms
A space for encouraging people to
express their needs and desires for the
workshop
A method of setting expectations of
the group and facilitators
Visible throughout the workshop
A serious activity that should be respected
A community process

The community agreement is
not:
•
•

A space for facilitators to control the group
Something you do at the beginning and then forget about
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Community Agreement
Activity
Tips for running a Community Agreement Activity
•

Ask open ended questions such as: “What do you think creates a positive space for this
workshop?” or “How do you think we should behave towards each other?”

•

Flip negative suggestions into positive ones. For example: change “don’t interrupt” to
“listen while others are talking”.

•

Don’t be afraid to take outlandish suggestions like “everyone has to jump on one foot if
they need to use the bathroom”. As long as the suggestion is not proposing something
disruptive, allow the group to have some freedom to be wacky.

•

Press the group to define ambiguous concepts further. You can ask questions like:
“What does respect look like?” or “What does confidentiality mean exactly?”

•

General “rule of thumb” topics to cover during a community agreement: respect,
breaks, use of technology, confidentiality, use of the space, participation, and having
fun.

•

Ask the group to commit to the agreement with a thumbs-up, a hand in the air, or some
other physical symbol so that you know they are in favour of the agreement.

To see examples of Community Agreement activities, please check the next page.
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Community Agreement Games
Post-it Note Give and Get
Draw a big circle on a flip chart paper and give each participant a yellow and green
post-it note. Ask them to write what they want to get from the workshop on the yellow
post-it note and stick it anywhere in the circle on the flip chart. Then ask them to write what
they want to give to the group and have them to stick it on the outside of the circle.
Once that is done, read them all aloud and discuss any interesting ones. Facilitators should
also put up post-it notes, which is a good opportunity to make sure that respect and other
important topics are covered.
This is a good activity because it allows people to think about what they bring to a group,
sets an intention for what they want to take away from the workshop, and encourages
participation from participants who are less comfortable offering comments verbally.

Foot Tracing Path
This version is very similar to the Post-it Note Give and Get. Tell the group that there is a
quote that expresses the philosophy behind these workshops well because it reminds us
that we have to make our own choices about how we go through life and learning. It
encourages us to set intentions and reminds us that doing is important and that is why this
is an experiential learning workshop. The quote is: “Traveller, there is no path; the path is
made by walking”.
Then hand out two pieces of coloured paper to each participant and ask them to trace
their feet. After the shape is traced, get them to cut out the footprint. One the right foot
ask them to write 3 things they bring to the group. On the left foot ask them to write down
3 things they want to take away from the workshop for their path. Once everyone has finished ask each person to read one thing from each list. Then get the whole group to stick
the foot prints on the wall with tape to form a path.
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Taking a Break
Breaks should be Pre-Scheduled...
Be sure to watch your group carefully to see when breaks or energizers are necessary
throughout the day. Breaks are a very important part of any workshop. They give people a
chance to go to the bathroom, get fresh air, and to digest the content and talk informally
with other group members. Breaks should not be looked at as time subtracted from the
workshop, but as a necessary part of the process. Generally, breaks should be followed by
a short energizer to help the group reunite.
A great way of establishing rapport with the participants/youth is to bond with them during
breaks. Youth in particular appreciate this more than you know.
Play music during breaks so that when the music is turned off, people know that the break
time is over.
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Creating Balance in Design
Designing your workshop
In every workshop, you’ll have two goals: to cover the content you set out to deliver and
to create a safe space and positive rapport with your participants. It’s important to balance activities and games with discussions and lectures to create momentum in the workshop and foster learning amongst participants. When you’re designing your workshop, try
to balance
•

Doing fun activities with doing serious analysis

•

Having a quick discussion to generate a more in-depth conversation

•

Encouraging participants to reflect inwardly by asking participants to share their experiences with the group

When you are planning your workshop, keep in mind the number of participants, their
age and ability, and what kind of equipment (props, pens, paper, iPod, etc.) you’ll need
to conduct your workshop. If you spend an hour or so preparing your workshop ahead of
time, you’ll be thankful for it as you facilitate.
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Different Personalities &
Group Dynamics
Being a good facilitator is all about being flexible. In every group, you’ll encounter people
with different personalities and different ways of learning. This is not something you can
easily prepare for unless you have worked with a group before, so in most cases, you’ll
have to just adjust your facilitation style throughout the workshop as you get to know the
group. We have listed some ideas below on how to work with personality types that commonly come up in groups.

Facilitating for different personality types
Dominant people: let them be in charge of a small task. For example, ask them to write
ideas down on the flip chart while you facilitate. This will make them feel valued and responsible at the same time as giving space for other people to speak up.
Drifters: are people who have a lot of ideas that, as wonderful as they may be, simply cannot be accommodated given the time-frame. Create a “parking lot” for their ideas–a list
of ideas that you keep visible so that if there is time, the group can come back to them
later.
Shy people: do a sharing circle to ensure that they do not feel as though they HAVE to
speak, but are given the opportunity to do so when they normally wouldn’t have spoken
up. Also, during breaks talk to them about their comfort level with the training and ask
them for any feedback.
Disruptive/disrespectful people: remind them of the ground rules, talk to them during
breaks, and have them positioned close to you (away from people they might be disruptive with) on your non-dominate side (i.e. if you are right-handed, have them on your left
so that your back isn’t to them). Don’t let their behaviour go unchecked! Refer to the
Community Agreement and let them know if you feel disrespected.
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Building Space for Everyone to Speak
1. Warm up a newly formed group. New groups usually need a more structured activity because the safety level is low.
2. Structure a complex discussion. During open discussion, there are often several sub conversations going on simultaneously. A sharing circle (see page 28) acknowledges this fact, and
allows each person’s favourite topic to become the focus of group attention for a brief
period of time.
3. Make room for quiet members. A go-around
supports those who have trouble breaking
into conversations.
4. Gather diverse perspectives when the participants have varied interest groups. Sharing
circles restrain members from arguing about
the validity of each other’s frames of reference.
5. Give initial reactions to a controversial topic.
When a topic provokes anxiety, many people turn inward; they rehearse thoughts to
themselves to try to find the “right way” to say something risky. Meanwhile, the few who do
speak up take all the heat. A sharing circle gives everyone time to collect their thoughts so
they can share the risk.
6. Return from a break after a heated disagreement. After any disturbing episode, a break
followed by a sharing circle is an ideal to allow everyone to voice reactions to what occurred before the break.
7. Close the meeting. This gives each participant a final chance to express thoughts and feelings that might not otherwise have been spoken—at least, not in front of everyone.
This content was adapted from The Facilitator’s Guide to Participatory Decision Making

First Edition, John Wiley & Sons, Community at Work © 1996
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Different Personalities &
Group Dynamics
Adjusting to the needs of your group will help everyone get the most out of the
training. Here are some suggestions:
For younger groups: use more games and interaction. Also, be wary of your language and
make sure you carefully explain all points.
For groups that don’t know each other: try a few team building exercises to boost their
comfort level with each other.
For groups with adults/supervisors present: try giving the adult a specific task or responsibility, or make it clear what YOUR role is. Try your best not to let them undermine you.
For more advanced groups: go into material at greater depths, ask more questions, and
challenge them to keep them engaged.
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Ice Breakers
An ice breaker is an activity or game that is used to welcome and “break the ice” between participants and facilitators in a workshop. An effective ice breaker will warm up
the conversation and ensure that participants remain engaged. Here’s an example of
ice-breakers you can play with a group.

Move your Butt
Move Your Butt is a very fun and popular game. To play this game everyone must have a
chair, except the facilitator. All the chairs must be placed in a circle. Then the facilitator
goes into the middle of the circle to explain the rules. In this game the person in the middle
tries to get a seat by calling out something about themselves that applies to other people
in the group, for example: “Move your butt if you are wearing a sweater.” In this case, everyone wearing a sweater must get out of their seat and try to run to another one. The only
rule is that they can’t sit back down in their seat or the seat next it. This gives the person in
the middle a chance to run towards a seat. Usually, they find one and someone new is in
the middle. This game can go on for as many rounds as you want.
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Debriefing
At the end of the day...
Debriefing and Sharing Circles are an important ritual of an experiential learning workshop.
This is the time where some of the most important learning happens. When debriefing,
participants are able to digest the activities and produce their own insights. It is important
to create a space that is conducive to reflection and sharing. Bring an open mind and
a genuine interest to this space.
Participants will pick up on your attitude and the process will unfold
smoothly if they feel supported.
Ideally, debriefs always take place
in a circle. Circles are a strong
shape for facilitating because
they symbolize continuity, everyone can see each other, and they
encourage people to share.
Debriefing should happen after
every activity. It can be a long or
short process depending on the content and the goals of the learning outcome. It is important to have the debrief questions drafted beforehand. The wording is important because
you want to ask engaging questions that are relevant to the learning outcomes. However,
the debrief is a place for exploration. Don’t feel as though you have to keep things on
schedule completely. Let the group share what they need. It is your job to connect the
dots and help them come to the relevant realizations.
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Debriefing Tips

Jennifer Stanchfield’s book, The Art of Experiential Group Facilitation Tips & Tools, is a great
resource for facilitation in general. Chapter 6 in particular has some great advice on debriefing techniques as well as some examples of different debriefing activities. She boils the
technique down to these tips:
•

Create a circular space to best position the group for sharing

•

Remember the importance of the physical environment and be cognizant of possible
distractions: temperature, time of day, seating, etc.

•

Reinforce the importance of “active listening” or being “fully present.”

•

Allow group members to pass during discussions.
This empowers them to have control over their
learning and practice sharing at their own pace.
When participants are given the power to pass,
they learn to trust the facilitator and group and
often end up offering a great deal to the group at
their own pace.

•

Allow for some superficial answers or comments
in group discussions, especially in the beginning
stages of group development. Remember that
reflective discussion takes practice.

•

Silences are okay. They are even necessary. Allow
group members to think and formulate their ideas
before rushing on to the next topic. Participants
can be experiencing valuable reflection even if they don’t share it with the group.

•

Be prepared for group members to take discussion somewhere different than you had
in mind. You might learn something new! Be prepared to artfully help individuals navigate back to the present moment in order to meet the needs of the group.
The Art of Experiential Group Facilitation: Tips & Tools byJennifer Stanchfield. 2007.

29

Debriefing Tips
•

Mix up your methods. Variety is not only the spice of life but, according to new scientific brain research, novelty (and the use of different learning tools and methods) facilitates learning.

•

Practice reflection. Reflecting on your own practice as facilitators enhances our learning, i.e., what works and what doesn’t work, and helps us see the benefit of our programs.

•

Give control to participants; do not force your agenda on them. Be flexible. Let them
take responsibility for their learning and their interpretation of an experience during
group discussion.

•

The facilitator doesn’t have to hear everything said in group for it to be effective. Try
activities that do not involve the facilitator by dividing the group into smaller reflection
groups.

•

Use open-ended questions. Summarize or restate what was said, or, even better, have
a group member restate the discussion.

•

Closure is important. Be thoughtful about how you end a program or day’s experience.
Think about what you want the group to leave with. Carefully design a closing activity
that helps group members tie their learning together and encourages future learning.

•

Never forget the importance of humor, but remember the difference between humor
and sarcasm.

•

Be attentive to when it is time to move on, even if you have to let go of some of your
facilitation goals for the discussion.

•

When questions come to you as the facilitator, try to direct them back to the group,
letting group members help each other.
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Participant Evaluation
Workshop Name:
Date:
1. Not at all

2. A little bit

3. Somewhat

4. Mostly

5. Definitely

SCALE:

Enjoyment
I had fun at the workshop

			

1

2

3

4

5

My favourite part of the workshop was

_______________________________________

My least favourite part of the workshop was

_______________________________________

Workshop Content
This workshop topic is important to me			

1

2

3

4

5

I will be able to use what I learned today in my life

1

2

3

4

5

The most valuable thing I learnt was		

_______________________________________

Is there anything that you wanted to learn, but we didn’t cover?

Safe Space
The facilitators listened well to us				

1

2

3

4

5

The facilitators created a positive atmosphere		

1

2

3

4

5

I felt comfortable being myself during the workshop

1

2

3

4

5

BYTE
How would you describe BYTE to a friend?

_______________________________________

Have you participated in a BYTE workshop before? ____________________________________
Would you attend another BYTE workshop?

_______________________________________

Do you know about the other stuff that BYTE does? If so, what? __________________________
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Evaluations
At the end of every BYTE workshop, we ask participants, hosts, and facilitators to do evaluations. Although it’s not the most popular activity, it can be quick and it is very important. It
is a chance for us to get specific feedback and a chance for reflection. We use the information from these evaluations to make our workshops better.
The McCreary Center Society has a very good resource on the evaluation process. You
can read the entire document here. In brief, they give these reasons why it’s important to
do evaluations:
•

To help you understand how your program is coming along;

•

To find out what is, and what is not, working in your program;

•

To share with others what has worked (to share promising practices);

•

To show your funders that your program has been doing what it was funded to do;

•

To bring in additional money for your program by providing evidence of its effectiveness.

On the next page, you can find an example of BYTE’s own Evaluation sheet that we created for our workshops. We have found it to be very sucessful with getting youth feedback.
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Resources
At BYTE we are always learning about new facilitation techniques and experiential learning
philosophy and content for our workshop. Here are some resources that we refer to regularly to guide us. This list is by no means exhaustive and we recommend searching for ideas
beyond these books and websites. However, we hope this will be a good start.

Books
–The Art of Experiential Group Facilitation: Tips & Tools byJennifer Stanchfield. 2007. Wood
‘N’ Barnes Publishing. Oklahoma City, OK.
-The Processing Pinnacle: An educator’s guide to better processing by Steven Simpson,
Dan Miller, and Buzz Bocher. 2006. Wood ‘N’ Barnes Publishing. Oklahoma City, OK.
-The Bottomless Bag Revival (Revised Second Edition) by Karl Rohnke. 2004. Kendall/Hunt
Publishing Co. USA.
-Silver Bullets: A guide to initiative problems, adventure games and trust activities by Karl
Rohnke. 1984. Kendall/Hunt Publishing Co. USA.
-Count Me In: Large Group Activities That Work by Mark Collard. 2008. Project Adventure,
Inc. Beverly, MA.
-The Chiji Guidebook: A Collection of Experiential Activities and Ideas for Using Chiji Cards
by Chris -Cavert and Steven Simpson. 2010. Wood ‘N’ Barnes Publishing. Bethany, OK.
-The Revised & Expanded Book of Raccoon Circles: A Facilitator’s Guide to Building Unity,
Community, Connection and Teamwork Through Active Learning by Jim Cain and Tom
Smith. 2002. Kendall/Hunt Publishing. USA.

Online
-Asking Questions that Matter
–Conflict Resolution
–Nonverbal Communication

Rural & Northern Specific
–Supporting youth in our communities manual
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Resources used in
Earlier draft
BYTE used an earlier draft of BYTE University to create this document. The following resources were used in the earlier draft, and as such, helped create this document.
•

Creative Facilitation 1: Express Yourself. Power of Hope: Youth Empowerment through
the Arts.

•

Dealing with Differences. You can: Youth Canada Association, 2001.

•

ELLIS, Jennifer. BYTE: Facilitation Training Workshop: Tool Kit. 2003. Maier, Henry.

•

The Facilitator’s Guide to Participatory Decision Making First Edition, John Wiley & Sons,
Community at Work © 1996

•

“Rhythmicity: A powerful Force for Experiencing Unity and Personal Connections.” Journal of Child and Youth Care Work, 1992.

•

Peacebuiders 1: Conflict Resolution. YouCan: Youth Canada Association, 2001.

•

Peacebuiders 2: Peer Helping. YouCan: Youth Canada Association, 2001.

•

Resonnance/Amplify: Designing Spaces and Programs for Girls: A Toolkit. PowerCamp
National/Filled D’action. 2007 Rohnke, Karl.

•

Silver Bullets: A guide to Imitative Problems, Adventure Games and Trust Activities. Kendall/Hunt Publishing, 1984.

•

Train the Trainers. YouCan: Youth Canada Association, 2001.
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Notes
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About BYTE
BYTE is a ‘by youth, for youth’ organization that focuses on empowering and promoting
youth throughout the Yukon and Canada’s north.
Our mission is to unite youth to strengthen youth voice, take action, and bring about positive change for the wellbeing of everyone. Our facilitation team travels to communities
throughout the Yukon and to some areas of Northern BC and NWT to deliver innovative
and relevant programming to northern youth. We also host events and workshops in Whitehorse that foster creativity, culture, and sport. BYTE University is a tool for youth workers and
facilitators that was developed in the North for the North.

BYTE is a registered charity (charity no. 867623076RR0001) and relies on sponsors
and donors to deliver programming and complete projects. If you are interested
in supporting BYTE, visit yukonyouth.com/donate

yukonyouth.com

Follow Us @ByteYukon

Except where otherwise noted, this work is licensed under
http://creativecommons.org/licenses/by-nc-sa/4.0/
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