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Facilitator 
Instructions

You will need to appoint a facilitator for each of the sessions with the exception of Session 4 -
Managing Conflict 2
The facilitator can be someone from your team or you may choose to engage someone from the
parish or community
Things to consider when appointing a facilitator from your team;

rotating this task is best so that it doesn't fall all on one person
you may want to pair people up for the task
If someone on the team is comfortable with facilitating you may want to pair them with another
member of the team who could learn from them, then that person could teach someone else
the facilitator should also fully participate in the program

CHOOSING YOUR FACILITATOR

**** ONCE A FACILITATOR IS CHOSEN THEY MUST CONTACT CLAIRE FOR A DETAILED FACILITATOR SHEET FOR EACH SESSION*****

review the session thoroughly to acquaint yourself with the material
follow the directions included in the Facilitator Notes
calculate the timing of the session and record the actual time each activity will take place based on
your start time
make copies of all of the required material and organize them for distribution throughout the day
collect any other supplies you will need for the day
you may choose to recruit others on the team to lead some of the activities
at the very least, assign someone to handle the technical aspects if applicable
discuss with the pastor and/or business administrator the plans for lunch and/or snacks (let
someone else look after this if you can)
make notes for yourself that you might find helpful for the various activities throughout the day

one of your primary tasks will be to keep things moving in a timely manner, you may need to adjust
the schedule throughout the day
you may need to create a "parking lot'"for conversations that get off track (you can probably google
this tool if you aren't familiar with it)
you don't have to micromanage people but it will be important for people to take time for their
personal reflections to add to the larger conversations that follow
ensure that you participate in each activity as you are able and take time for your own personal
reflection even if it isn't the full time allotted

THE FACILITATOR'S ROLE
Before you start

During the event


