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Share in 
Chat:

What are 
your key 

questions 
about 

facilitation?

USDA FS meeting



Be a Shepherd of the 
Process

Source: Virtual Facilitation Toolkit - DOI CADR

Purpose

People

ProductProcess



Take Time to Prepare



Process Design

Consult planners, leaders and 
participants in designing process

• Purpose and context

• Desired outcomes*

• Participant needs and expectations

Craft effective agendas

• Who does what, when

• Content and energy flow

• Logistics: space, materials, access



Desired Outcomes
PRACTICAL Aims: 

What do you want people 
to think about and produce?

EXPERIENTIAL Aims:
What do you want people 

to feel and experience?

Credit: ToP Facilitation Methods, 



Leading from Within

• Agendas on the fly

• Be clear about role

• When to find a peer



Crowd-source:

What are some 

of your best 

practices for 

facilitation in 

action?



Early on

Agreed upon

Posted

Revisit and revise

Promote trust, safety, 
participation and 

open communication 

Agreements or 
Ground Rules



What will work for this group size 
and meeting space or platform?

What activities will best support 
the desired outcomes?

How does it fit with the flow, 
content and energy of the group?

How will you set up, facilitate, 
and debrief?

Choosing Interactions



What It Looks Like



Facilitation Across the Life Cycle

Stage Caterpillar Chrysalis Butterfly/Egg

What the 
group may 
be doing

Questioning 
Leadership

Roles & Responsibilities 
Action!

Brainstorming
Disagreement

Frustration
Withdrawal

Performing
Participating

Optimistic
Change Cycle

How you 
can help

Introduce
Purpose
Vision

Definitions
Objectives
Structure

Ground rules
Engagement
Summarize

Open > Narrow > Close
Manage conflict
Share leadership

Coordinate
Learn

Evaluate
Celebrate
Closure

Transition



Facilitating a Group Through Time

• Dedicated support

• Framework

• Communication

• Shared workspace

• Planning

• Consistent engagement

• Check-ins and follow-up

Examples or comments?

From a case study by Liz Smith-Incer, NPS, MbN 2024



Encouraging 
Participation



Peer to Peer

What are some ways to 
encourage participation in 
meetings?

What are some things that 
discourage participation?

What is easy or challenging 
for you about engaging the 
group?



Lay a Strong Foundation

Agreements/Ground rules 
Inclusive interactions

Model respectful engagement
Address issues promptly



Engage early

Body language

Thank, paraphrase and connect

Selectively invite perspective

Find an alternate role

Ask to encourage others

Dominator, Disruptor, or 
Thought Leader?



The 
Quiet 
Ones

Eye contact 

Open question

Invite more

Small groups

Round robin

1:1 check in



Keeping on Track 
and on Time

Revisit agenda

Parking Lot / Bike Rack

Time cues

“I’m noticing that…”

“We’re at our time for…”

“What do we need to close?”

Group ruling



Managing Conflict  
and Disagreement 

Revisit ground rules 

Ask clarifying questions

Redirect attacks 

Private aside

Peer peacekeepers

Group check-in or ruling



Facilitation in Virtual & Hybrid Settings



Poll

Which of these 
facilitation 

activities have 
you tried in 
your online 
meetings?

Check all that apply



Hybrid & Virtual Tips: Prep and Staging

Chart Your Course
• Prep mtg: roles, activities, transitions

• Use facilitation aids

• Post materials online/share

Get Everyone In the Room
• Host a Tech Test & login early

• Multiple ways to join

• Onsite hybrid: All login and mute; use in-room mic

Fly with a copilot
AV is key to participation

Top Tips



Virtual & Hybrid Tips: In Action

Encourage engagement
• Early, easy interactions

• Note who has/has not spoken

• Post prompts and links in chat box

• Respond to questions and comments

• Embrace silence

Stay on time and on track
• Use cues: “Moving on...”

• Polite interruptions

• Parking lot

Allow enough time
Verbal cues

Top Tips



Poll

Q&A

White-
board

Pair-
Share

Breakout

Video

Prompt

Chat Box

Checklist

Game

Scenario

What 
Else?

Interview

Show & 
Tell

Drawing

Role Play

Use a Variety

Get Creative

Keep it Fun



Padlet: Our Favorite (Facilitation) Things…

1. Click the link in Chat to 
open Padlet in a browser 
window.

2. Use the + icon to add a 
post to the Padlet

3. You can post words, 
drawings, images, GIFs or 
websites.



Set the Stage
Run-through

Dress

Arrive early 

Final checks

Warm up

Meet and greet

Credit: Peter and the Starcatcher, Barter Theater



Be Present and in the Flow
Credit: Hula medium Kaumakaiwa Kanakaole 



Take care of yourself and others

Self-care

Mindfulness

Buffer time

Refresh time

Stretch Breaks

Social & fun time



Aloha



Follow Up

Thank Yous

Notes

Resources

Evaluation

Sharing Back

Debrief



Resources

• Optional Homework: 
Facilitation Competency 
Self-Assessment

• Videos: Making Meetings 
Work; Facilitation Best 
Practices

• Facilitation tools: 

• Liberating Structures

• Session Lab Library

https://www.liberatingstructures.com/ls-menu/
https://www.sessionlab.com/library
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