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Facilitation Cheat Sheets: Section 1 
 

Setting the Stage 
 

The facilitation cheat sheets are intended to be used by facilitators to prepare for 
group sessions or trainings and to guide its delivery.   

 
Facilitation vs. Presentation – What’s the difference? Great question.  

 
Generally speaking, this provides us with a great comparison: 

Facilitation Presentation 
Audience does the majority of the talking 

and no concrete outcome 
Speaker does majority of talking and 
have information and often expertise 

Facilitator provides ‘destination’ through 
participant experience/discussion 

Speaker has point and destination; 
delivers info in a one-way stream 

Circular  Linear 
Participants are the center of material Goals/Guide/Path are clearly marked 

 
 
Questions to help you prepare: 
 

• What is the goal of this session? What do you want people to leave with? 
• What might parents/teens/group members say to one another? 
• What are some ‘hot button’ topics within this group currently? 
• What personal experiences or other factors (cultural influences, health 

insurance, politics, etc.) that could affect this situation?  
• What are some questions or discussion points could you prepare to start 

conversation? 
 
Creating a safe environment 
 
It’s important to make people feel comfortable from the second they walk into a 
space. Here are some helpful tips: 
 

• Consider establishing ‘ground rules’. For adults you might think this seems 
juvenile, but it can help set expectations with any age group. 

o Examples: silence your phones, limit side conversations, respect other 
people’s point of view and experiences, ask questions, have fun, etc. 
 

• Discuss confidentiality: “Please do not discuss any personal information 
about your peers that you learn during the session. Please remember the  
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• importance of not sharing this information with the HTC, homecare staff or 
pharmaceutical reps.” 

• Consider the room set up, is it warm and welcoming? Are the chairs in rows 
or in a circle? Does it encourage discussion? Don’t hesitate to rearrange a 
room even if you’re short on prep time, get participants to help! 
 

• Do you have writing utensils? What’s appropriate for your session? A white 
board? Paper? It’s always helpful to have some way to provide written 
feedback. 

 
 
Parking Lot (or Bike Rack) 
 
A parking lot is a place to “park” ideas or topics that arise that aren’t on the agenda 
or directly inline with the discussion, but have importance.  
 

• Let participants know what a parking lot is, where it is, and how you plan to 
use it! 

o “Discussion can often get off the subject and we end up spending our 
time on issues outside our planned agenda.  Today when this starts to 
happen, we will write down the topic on this chart for later discussion.”  

• Parking lots should be visible to your group. It could be on a white board, 
flipchart paper or hung on newsprint on the wall. 

• If possible, provide post-it notes on each table. Have participants write down 
ideas or topics, then post them! 

• Review it at the end of the meeting and create an action plan (see below). 
• Follow-up! Make sure they parking lot isn’t forgotten, think about and discuss 

ways to continue the discussion. Talk to your member organization or HFA to 
help! 

 
 
 
 
 
 
 
 
 
 
List the topics through discussion, at the end discuss who will follow up and when 
you can expect to hear back from this person. 
 

Parking Lot Example 
 
Item/Topic    Who  When 
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Facilitation Cheat Sheet: Section 2 

 
Managing Group Discussions 

 
It can be challenging (even for seasoned facilitators) to manage passionate people 
with a lot to say.  The following are things to consider about potential participants 
when leading/facilitating small groups. Practicing these tips beforehand can be 
extremely beneficial. It 
 
A. Many people find it difficult to speak in front of strangers.  

• Be okay with silence from some. Just because they’re quiet, doesn’t mean 
they are not absorbing!  

• Consider having the group talk about one particular topic in pairs, and then 
ask for volunteers to share. 

• At the end have everyone share (or write down) one action item or take 
away message from the session. Ask for volunteers to share what they will 
do. 

 
B. There is often a dominant participant or “Chatty Cathy.” 

• Ask non-participating participants questions to redirect the discussion to 
another person or topic.  

o “What do you think about…”  
o “Let’s hear from someone else…” 

• Break the group into smaller groups or pairs to discuss a particular topic. 
Have them provide feedback by going around the room and sharing. 

 
C. There is always at least one “Wallflower” in the group who will not talk. 

• Similar to Section A, provide opportunities for smaller group discussion or 
pair-share discussions.  

• Ask opinion questions occasionally. This may encourage participants by 
reducing participants’ fear of answering incorrectly. 

o “How do you feel about this?” 
• Have participants write out their answers to a question. Having the words 

written may make it easier for a shy or fearful person to speak up. 
 
D. Negative participants can be challenging.  

• The facilitator must always remain positive. 
• Don’t take anything personally because everyone copes with situations in 

different manners and you might not know what the person’s situation is.  
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• By remaining positive and keeping a positive outlook you can lead by 
example and inspire others. Focus on the positive aspects of the group and 
what’s being said. 

o “That’s a valuable point, let’s also remember that…”  
• Encourage those who display a better attitude to speak up! 

 
 

Certain discussion topics can evoke an emotional response. Managing emotional 
conversations in a group can be challenging, but realize that people often want a safe 
place to vent or express strong feelings before they can process new information. It is 
important for the facilitator to have a plan for how they will deal with these feelings. 

Here are some helpful tips. 
 
E. Monitor the Discussion 

• Treat participants with respect (think about how you might feel.) 
• Provide time for participants to gather their thoughts. Silence is ok! 
• Do not allow dominant or more verbal participants to take over the 

conversation. Encourage participation from others. 
o “Thank you for sharing, let’s hear from other people in the room.” 

• Do no discourage alternative views or counterarguments.  
o “I appreciated your point of view, thank you for sharing.”  
o “Does anyone else have anything else to add?” 

 
F. Differences of Opinions 

• Accept that there will be different opinions. 
• Avoid reacting and becoming angry, it will only increase the conflict. 
• Take positive steps to manage that conflict. When it happens discuss it 

openly with the group. 
o “There seems or be more than one way to view this situation. Let’s talk 

about it more.” 
• Take one issue at a time. If other problems or thoughts come up, manage this 

by having a parking lot or writing ideas down or plan a time outside of the 
session to continue the conversation. 

o “There have been disagreements, but let’s attempt to work together on 
this and share ideas.” 

o “l don’t want to ignore this, let’s schedule a time when we can revisit the 
situation.” 

 
G. Religion and Politics 

• Resist the urge to argue. 
• Don’t assume you are an expert, when discussing religion is helpful to listen 

to them first.  
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• Be curious! See this as a learning experience, ask questions and take in views 
of each participant.  

• Don’t make assumptions, politics and religion are complex and personal. 
• Don’t take someone else’s opinions personally.  

 
 

Facilitation Cheat Sheet: Section 3 
 

Wrap-Up 
 
 
Debriefing Strategies 
 
Debriefing is the process of assessing and evaluation and experience. It is a crucial 
component of facilitation and allows participants to process and reflect on their 
experiences.  
 
Questions to consider asking participants: 
 

• What was the most significant thing that impacted you today?  
• What did you learn during our session today? 
• How will you use this information once you leave today? 
• How is the discussion relevant to other parents/teens/mothers/women? 
• How can we continue the conversation (with one another, the greater 

community, our member chapters, HFA, people from outside the bleeding 
disorders community)? 

• If there anything you would want to change for next time? 
• What is our plan for the items in the parking lot? (see section 1) 

 
Not all of these questions need to be asked, use what you are comfortable with and 
what feels right for the group. 
 
Time management is key.  
 

• Depending on the topic, evaluation requirements and the size of your parking 
lot, you could need significant time to wrap things up. Consider each of these 
things beforehand and during the session.  

• If you notice there is only a short time period left explain to participants that 
you want to have enough time to debrief.  
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o “Our time today has been wonderful, thank you for all of your 
contributions, but I want to make sure we have enough time to 
discuss next steps and highlights.” 

• Time flies! Always give yourself at least 10 minutes for short sessions for 
action planning and to discuss the parking lot, more if you have a long list of 
items and an evaluation to complete. 

 
Always thank your participants for being there!  


