
theguineagroup.com.au

Click to edit Master title style

Workshop and Training Program

October 2023

Effective Workshop Facilitation



theguineagroup.com.au

About You About Me About Us

First things first
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Expectations
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The 5 parts
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Purpose Process People Performance

AM and PM

Polish
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Current facilitation evaluation

Where are you 
now?
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There might be nerves
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There might be fear of:

• Judgement 
• Questions
• Skillset 
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What can help
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Remember that you get to do this work!

The process of:

• Vision (1 hour before you start) 
• Breathing (1 minute before you start)
• Focus (1 second before you start)
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Questions are the answer
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The quality of your questions make or break your sessions

Great question – “how would you answer that" (answer a
question with a question)”

Great question – “let me ponder that one, if that is cool,
please" (and make sure you circle back)

Great question – “I have got absolutely no idea, sorry - can I
find out and follow up with you after the session, please”
(and get back to them)

The biggest RCA question – What caused that, and why
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Your team wants you to succeed
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Most people want you to be successful

- It looks good for everyone, if you do well
- Your team are glad you are doing the

facilitation, and they are happy it is not
them

- You’ve got this



theguineagroup.com.au

Activity 1

Lock it in

In your Workbook:
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Part 1
11

Purpose

The Goal:
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The earlier the better
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Give the team time to prepare
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Activity 2

Lock it in

In your Workbook:
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Part 2
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Process

The Goal:
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Agenda first

• You may not need a whole day
• Send the agenda out early
• Sessions shouldn’t go for more

than 2 hours at a maximum

16

Opening

Workshopping

Closing
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Systems

• This is in the detail

• Software or applications
• Supporting documentation
• Stuff like name tags and pens

17

Remember to organise it all and test your technology early!
Use a checklist
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Part 3
18

People

The Goal:
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Who can add value?
19

Perhaps the most important part …

1. Who knows the content
2. Who has got great ideas
3. Who is willing to help

Remember that the right
team/team members may not be
able or willing to help
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The other thing about the people
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Is to:

• Engage action takers
• Engage people impacted by

the workshop purpose
• Engage a team who cares
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Activity 3
Lock it in

In your Workbook:

22



theguineagroup.com.au

Part 4
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Performance

Today and 
tomorrow

The Goal:
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Before you start
24

Before you step up in front of your team: 

• Get to the room early, set it up (generally in a u shape layout), and ensure that your
technology works

• Be very aware of your agenda, and understand when you need to be finished each section
by

• Get the butcher’s paper on the walls ready to write on
• Think about any challenging questions that you might get asked during the workshop, and

how you might ask them
• Consider some of the questions that you might like to ask, to stimulate discussion

(consider open questions, closed questions, Socratic questions or leading questions)
• Get a copy of the agenda printed out for everyone
• Put paper on each desk, for people to fold in half and write their name on (if you don’t

know the people in the workshop)
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The most important element
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Presume positive intent
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Once you start
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Once the workshop starts:

• Start well
• Stick to the agenda
• Set ground rules for the workshop (mobile phones off, for example) – if required
• Keep the discussion going 
• Ask great questions 
• Scribe the discussion correctly 
• Keep a whiteboard or an extra piece of butcher’s paper for actions that might come out

during the discussion
• Assign responsibility to any actions
• Get agreement at every stage of the workshop
• Close the workshop out by referring to the purpose statement, and ensure that you have

achieved it
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Activity 4

Lock it in

In your Workbook:
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The 7 golden rules
28
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The 7 golden rules
29
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The 7 golden rules
30
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The 7 golden rules
31
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The 7 golden rules
32
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The 7 golden rules
33
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The 7 golden rules … or your own rule …
34
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Activity 5

Lock it in

In your Workbook:
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The 5 parts
36

Polish

The Goal:
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Report writing
37
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Measure success
38
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Make it engaging
39
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Activity 6

Lock it in

In your Workbook:
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Upgraded facilitation evaluation

Where are you 
now?

41
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The great facilitation philosophers
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Activity 7

Lock it in

In your Workbook:

43
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Any Questions?
We’re Here to Help

+61 439 903 399

theteam@theguineagroup.com.au

Follow us
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