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Facilitation Tips & Tricks 
 
• For in-person sessions, show up early to get comfortable & know the space so that you are 

relaxed with a plan. Set up the chairs in a “U” shape for optimal conversation. Post the 
agenda and have it clearly hand printed. 

• For virtual sessions, log-on at least 15 minutes early to test your audio and video settings and 
welcoming participants as they join. 

• Take the time to discuss “group guidelines and norms”. 

• Pick an “ice breaker” to help the group get to know each other.  Choose an interactive and 
fun one to break the silence in the group. 

• Have a clock to make sure you know the time and keep to time allotments. 

• Manage your time in small increments that are less likely to get you off track.  Start and 
especially finish on time! 

• Give extroverts responsibilities (if they feel comfortable), e.g. have them scribe or keep track 
of questions. 

• Specifically ask quiet tables or sections about their thoughts.  For example, “Let’s hear from 
this group/this side of the room”. 

• Slow your speaking down and repeat what you hear them say to ensure mutual 
understanding. 

• Reflect questions back to the group to draw on their lived experience. For example, “How do 
you handle this problem?” or “Has anyone ever experienced this?”. 

• Be prepared with a couple of extra questions in case engagement is low. 

• Thank them for participating and mention how appreciative you are of the great work they 
accomplished. 

 

 

 

 

 

 

 

 

 

New to virtual facilitation? Check out these resources for more information: 

• The Bob Pike Group: Free webinars to help providers and educators design and deliver 
virtual training/education 

• National Council on Aging: Free webinars and resources focused on strategies for 
implementing health promotion programs virtually 

https://www.bobpikegroup.com/webinars
https://www.ncoa.org/article/health-promotion-programs-and-covid-19
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What is an ice breaker?  

An ice breaker is an exercise that is intended to help groups of people get to know each other. 
They are commonly used at the start of a workshop to enable the attendees to find out more 
about one another, to ensure everyone joins in and to allow the trainer to match faces to names 
on their attendee lists. Most of the ice breakers below can be facilitated in-person or virtually. 

Ice Breaker Purpose Directions 

I’m Glad I’m 
Here 

To start the 
training program 
with a positive 
and humorous 
opening. 

• Immediately after the introduction, tell the group 
that you’re glad to be there also! 

• To prove that go around the room asking, “If you 
weren’t here today, what would you be doing that 
you’re glad you don’t have to do?” 

• Keep the answers light and fast moving! 

Brainstorming 
Revisited 

To clear the 
cobwebs in the 
group work and 
acclimate 
participants to a 
creative process. 

• Since this novel approach to problem-solving may 
be unfamiliar, review and describe the three rules 
of brainstorming: 

o No critical judgment is allowed 
o Quantity, not quality is desired 
o The wilder the better! 

• To get in a creative mode, a “warm-up” exercise is 
suggested (e.g. in small groups, brainstorm 
different uses for a paper clip, wine cork, and 
unsharpened pencil). 

Mistaken 
Identity 
*Can only be 
facilitated in-
person 

To enable large 
groups to make 
new 
acquaintances 

• As each person enters the room, randomly give 
them a name tag with someone else’s name on it.  

• Then asked them to circulate around the room and 
find the person with the name take with his/her 
name on it and make a switch.  

• Continue until at least half the group has the 
correct name tag. 

Middle Name 

To be used as an 
initial icebreaker 
for groups of 25 
or less. 

• Each participant is asked to give his/her middle 
name and tell how or why that particular name was 
chosen.   

• The facilitator should begin the process, and if 
appropriate, do so in a light, humorous way. 

The 30-second 
monologue 

To allow 
attendees to 
become better 
acquainted 

• Each participant is asked to take the challenge to 
introduce themselves in 30 seconds.   

• The introduction should include two interesting 
facts about themselves. 
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DEALING WITH DIFFERENT TYPES OF PEOPLE/SITUATIONS IN GROUP SETTINGS 
 
This information is provided courtesy of the Self-Management Resource Centre (previously the 
Stanford Patient Education Research Center) that maintains the copyright. It has been adapted 
for use in group visits at Group Health Cooperative. 
 
The following descriptions and potentially difficult situations are presented below to stimulate 
your thinking about how you might approach these effectively during a group session. Being 
prepared ahead of time may help prevent such challenges. Each situation is different; therefore, 
use your best judgement to determine what suggestions might be effective in real situations. 
 
If a difficult situation persists, discuss it with your co-workers. Together, you will get the support 
you need and can decide how best to handle the problem. 
 
 
The Too-Talkative Person | Someone who talks all the time and tends to monopolize the 
discussion. 
The following suggestions may help: 
• Remind the person that we want to provide an opportunity for everyone to participate 

equally. 
• Refocus the discussion by summarizing the relevant point, then move on. 
• Spend time listening to the person outside the group. 
• Assign a buddy. Give the person someone else to talk to. 
• Use body language. Don't look toward the person when you ask a question. You may 

even consider having your back toward the person. 
• Talk with the person privately and praise him/her for contributions, and ask for help in 

getting others more involved. 
• Thank the person for the good comment, and tell him/her that you want everyone to 

have a turn at answering the question. 
• Say that you won't call on someone twice until everyone has had a chance to speak once 

first. 
 
 

The Silent Person | Someone who does not speak in discussions or become involved in 
activities. 
The following suggestions may help: 
• Watch carefully for any signs (e.g., body language) that the person wants to participate, 

especially during group activities like brainstorming and problem solving. Call on this 
person first, but only if he/she volunteers by raising a hand, nodding, etc. 

• Talk to them at the break and find out how they feel about the group session. 
• Respect the wishes of the person who really doesn't want to talk; this doesn't mean that 

they are not getting something from the group. 
 

https://www.selfmanagementresource.com/
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The "Yes, but . . .” Person | Someone who agrees with ideas in principle but goes on to point 
out, repeatedly, how it will not work for him/her. 
The following suggestions may help: 
• Acknowledge participants' concerns or situation. 
• Open up to the group. 
• After three "Yes, but's" from the person, state the need to move on and offer to talk to 

the person later. 
• It may be that the person's problem is too complicated to deal with in the group, or the 

real problem has not been identified. Therefore, offer to talk to the person after the 
session and move on with the activity. 

• If the person is interrupting the discussion or problem-solving with "Yes, but's," remind 
the person that right now we are only trying to generate ideas, not critique them. Ask 
him/her to please listen and later we can discuss the ideas if there is time. If there is no 
time, again offer to talk to the person during the break or after the session. 

 
 

The Non-Participant | Someone who does not participate in any way. 
The following suggestions may help: 
• Recognize that the people in the group are variable. Some may not be ready to do more 

than just listen. Others may already be doing a lot, or are overwhelmed. Some may be 
frightened to get "too involved." Still others may be learning from the sessions, but do 
not want to talk about it in the group. Whatever the reason, do not assume the person is 
not benefiting from the group in some way, especially if he/she is attending each session. 

• Do not spend extra time trying to get this person to participate. 
• Congratulate those participants who do participate. 
• Realize that not everything will appeal to everyone in the same way or at the same time. 
• Do not evaluate yourself as a leader based on one person who chooses not to participate 

in activities. 
 
 

The Chatterbox | Someone who carries on side conversations, argues points with the person 
next to him/her or just talks all the time about personal topics.  
The following suggestions may help: 
• Stop all proceedings silently waiting for group to come to order. 
• Stand beside the person while you go on with workshop activities. 
• Arrange the seating so a leader is sitting on either side of the person. 
• Restate the activity to bring the person back to the task at hand or say, "Let me repeat 

the question." 
• Ask the person to please be quiet. 

 
 

 

  

Reminder: Any patient safety concerns experienced during a GMV, including a breach of 
confidentiality, must be reported through existing operational processes, i.e., SIMS. 




