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Welcome  

 
 
 
“Mentorship is a relationship in which a more experienced or more knowledgeable 
person helps to guide a less experienced or less knowledgeable person in a particular 
area of skill or expertise. It is a learning and development partnership.” 
 
“Facilitation is any activity that makes tasks for others easy, or tasks that are assisted.” 
 
This pack is designed to support people who are undertaking roles involving mentorship, 
coaching, facilitation and training. It is a collection of best practice gathered by our team.  
 
It is worth noting that many of the activities, documented in this pack are widely available online 
as common ‘teambuilding’ games. Feel free to share and use these activities as you see fit to 
create educational value. 
 
 
 
 
The Self Leadership Initiative is a training provider specialising in learning through games, role 
play and experiential activities. Key topics we cover are: 
 

- Teambuilding    - Leadership styles 
- Coaching    - Conflict resolution 
- Facilitation skills   - Difficult conversations 
- Body language    - Mentoring skills 
- Public speaking   - Personality archetyping models 
- Self motivation    - Goal setting 
- Problem solving   - Time management 
- Gratitude practices   - Understanding identity 
- Active listening    - Persuasive writing / speeches 
- Juggling     - Learning about learning 

 
 
For more information on the training and services that we provide feel free to be in touch. 
 
Gemma Perkins 
Managing Director 
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Friendship & Befriending  
 
 

Being a facilitator means you form a relationship with participants. It is important to remember 
that it is a professional relationship, which means it comes with certain boundaries. When you 
work with delegates you must know the difference between friendship and befriending: 
 
Friendship Befriending Common elements 
• Personal attachment formed 
• Emotional bond 
• Loyalty 
• Equality of power and 

influence 
• Shared interests 
• Long term relationship 
• Mutual confidentiality 
• Emotions expressed freely 
• Natural 
• Fewer boundaries 

• Relationship based on 
professional circumstances 

• Controlled emotions 
• Responsibility for the student 
• One sided power and influence 
• Contact occurs in specific 

environment 
• Short term relationship 
• Specific purpose 
• Formal 
• Limitations & boundaries 

• Trust 
• Understanding 
• Support 
• Respect 
• Listening 
• Bonding 
• Personal gain 
• Reliability 
• Genuineness 
• Honesty 
• Good intentions 

 
The common elements to both can sometimes make it hard to see where the line is. Whenever 
you are facilitating remember that you are only befriending the delegates. This is a relationship 
that is friendly, open and supportive but only exists in order to support their learning. 
 
Over time real friendships may form – especially in setting that encourage professional 
networking or open sharing. However, you must always be mindful that whenever you are in 
your formal role, reasonable boundaries must be adhered to.  
 
Boundaries  
 
A boundary is like a line that should not be crossed. Delegates themselves may see you as a 
friend and accidentally or purposefully cross boundaries. That is why it is your job to know the 
boundaries to ensure you keep yourself and the participants safe. There are three main 
categories of boundary that you need to adhere to: 
 
Personal information –  You should not give or try to receive information that would be 
considered personal. Your contact details, address, passwords and bank information should all 
be kept securely to yourself. In a professional setting you may choose to give out a method of 
contact as long as it is suitable to do so. Certain areas of personal information should be 
considered private and you, nor the participant have to talk about them (sexuality / relationship 
details, religious / political beliefs). Again, you or the participant may choose to share these in 
certain situations as part of a sharing process to build trust and understanding. If personal 
details are shared with you then always treat them as confidential.  

As part of the community group setting some delegates may be willing to share personal 
information and anecdotes in order to explore a particular issue – always be mindful of the 
question ‘Is this sharing beneficial to the delegate / to the group?’ If it is then it can continue, but 
at the point where it feels uncomfortable / unsafe / unhelpful then it is the job of the facilitator to 
politely end it. E.g. Can we focus on the main topic? Those details are private, you may want to 
be less specific. We don’t need to know the full details to understand your point.   
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Physical space –  You or the participants should not enter into each others close physical space 
except in reasonable circumstances (e.g. as part of a structured activity / game… but even then 
you should be aware of discomfort signs.) It is never appropriate for facilitators and delegates to 
follow each other into a private space such as a toilet. The duration of time spent together can 
also be considered a physical boundary. If a participant seems reliant on you – trying to spend 
all of their time with you - then it is better to get another facilitator to support them for a while.   
 
Emotional space –  facilitators and delegates have the right to a break to collect their thoughts 
and have privacy on personal issues. If an individual seems to be upset / concerned / thoughtful 
then it may be appropriate to ask them questions like ‘Are you ok?’ and ‘Would you like to talk 
about something?’ If they answer no then give them space to process in their own way and let 
them know they can come and find you later if they wish.   
 
Supporting the Delegates Emotionally  
 
• Step out of your comfort zone – make the first move in saying hello and befriending them to 

put them at ease. They are probably more nervous than you.  
• Remember how you felt when you learned new things about yourself, the way you behave 

and what you wanted in life. It can be unusual, so show them empathy.  
• Appreciate that delegates may need space at times to reflect and other times may need to 

talk things through with a good listener.  
• Always try to be positive and constructive in your comments. It is ok to help them be better 

but it has to be done in a supportive way.  
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The Coaching Mindset  
 
 
There are different ways and styles of helping others to learn; teaching, training, coaching, 
instructing. Though they are all similar, and often lumped together, they do have some differences. 
Coaching is a technique that empowers the learner to do most of the discovery and growth 
themselves. These are often used in areas such as business, life and therapy scenarios. (Sports 
coaching is usually more like training).  
 
The main mantra of coaching is: 

 
“The Solution to the Coachee's Issue Lies Within th e Coachee.” 

 
Good coaching happens when the learner is facilitated so that they reflect, search for the answer 
themselves and think about an issue or task differently – rather than just being told what to do.  
 
Coaching cannot be used alone to learn a complex skill. Learning technical skills still requires 
instruction / tutoring, but thinking like a coach may help facilitate the process.  
 
Essential Coaching Skills:  
 
• Building rapport  – developing a positive and open relationship 
• Empathy  – being able to put yourself in the other person’s shoes 
• Paraphrasing / Summarising  – saying the coachee words back to them to show you 

understand 
• Clarifying  – checking what you think the coachee meant 
• Active listening  – listening to understand, not to reply. Listening with your head, heart and 

hand.  
• Effective questioning  – asking open ended questions that get the coachee to reflect on their 

situation and make their own decisions 
• Effective feedback  – being precise, constructive and focussed in the feedback you give 
 
Checking what was meant  
 
Paraphrasing, summarising and clarifying all help to do the same thing – they check what the 
intended meaning was in order to go deeper into an issue. Quite often we say one thing and 
mean something slightly different. E.g. 
 
“I’m rubbish at public speaking.” 

“Do you mean you can’t do it?” (clarify question) 

“Well, I can do it a bit. But I hate it and I’m not very good.” 

“It sounds like you don’t like it at all.” (paraphr ase) 

“It makes me feel very anxious so I tend to mess it up.” 

“So because you are nervous it affects your perform ance.” (summarise) 

 
Using these three techniques can help the coachee identify the real meaning behind their words. 
In this case their nerves are more of a problem than their public speaking ability. Sometimes 
reflecting peoples ideas back at them helps to refine and challenge them.  
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Problematic Questioning  
 
Closed questions  – have one word, yes / no or very specific answers. 

“What time is it?”  “Do you like cheese?” “What is your favourite colour?” 
Closed questions gain short responses and so aren’t usually as useful as open questions. 
Unless you are using them to unify your audience or quickly vote / find information.  
 
‘WHY’ questions  can make people feel like they need to justify themselves. “Why did you lose 
that challenge?” may make people feel like they are doing wrong. 
 
Leading questions  assume that there is a correct way to respond. E.g. ‘It’s obviously about 
communication styles, isn’t it?’ Or ‘Do you think you did really well?’ 
 
Effective Questioning  
 
Open questions  – have multiple answers that the learner can offer freely.  

“What is your opinion of cheese?”  “What does your favourite colour mean to you?” 
These are usually better in the learning process as they encourage the learner to think longer 
and deeper.  

 
Good questions: 

Sometimes facilitating will require you to direct people and give instructions to help the task 
move along. But wherever possible try not to give away answers – instead ask questions that 
help people explore a topic themselves or change their own behaviour to become more 
successful.  
 
Raising awareness happens through questions, which are often open ended and constructively 
phrased.  
 
Sometimes facilitating will require you to direct people and give instructions to help the task 
move along. But wherever possible try not to give away answers – instead ask questions that 
help delegates explore a topic themselves or change their own behaviour to become more 
successful.  
 
 

• How did you think you performed? 
• What did you like about…? 
• What is your main area for improving? 
• What will you do first? 
• What did your team do well?  
• When does ... affect you most? 
 

 

• When did you feel confident? 
• How will you apply this? 
• What will you do differently next time? 
• How have you improved so far? 
• In what way would you like to get better? 
• How do you normally respond to…? 
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Active Listening  
 
 

“The greatest communication issue we have is that w e listen to reply instead of listening 
to understand.” – Stephen Covey. 

 
Listening is not the same as hearing. Hearing is about sound entering our ears and vibrating on 
our ear drum – this is a passive  process and does not assume that the ‘listener’ is paying 
attention. Active  listening is a more involved process – where the listener pays attention, 
understands, remembers and appropriately responds to the speaker. The mandarin symbol for 
listening shows what true listening requires: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Listening at Different Levels  
 
Educator and spiritualist Rudolph Steiner spent time reflecting on the nature of human beings. In 
his approach he noted that there were three components working in harmony; the body, the soul 
and the spirit. This led to an approach called Waldorf learning where teachers are mindful of 
these elements working together.  
 
Later approaches have tackled this idea in a more secular way (Loving Classroom) – identifying 
a balance between our intellect, emotions and our actions. With this in mind we can listen more 
deeply and pick out different parts of what the speaker is saying: 
 
Thinking / Head - The facts, knowledge and information that the speaker portrays.  
 
Feeling / Heart - The emotional information that the speaker gives you – both in the words they 
choose (frustrated, happy) but also the tone of voice and body language that also communicates 
emotions.  
 
Willing / Hand - The actions that the speaker has taken and plans to take as they speak. As a 
listener you may also want to listen within yourself to the actions you plan to take a result of 
hearing what the speaker says: Be mindful of whether your actions are to benefit you or the 
speaker. Often interrupting is an action for us, not them.  
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Setting Ground Rules  
 
 
One of the first tasks as the facilitator (once people have met and played an ice breaker) is to 
support the group in establishing ground rules. You may want to think carefully about what this 
process is called, as it has a big impact on the way it is perceived. Some phrases sound rigid or 
formal, others may sound flexible. Here are some useful words to draw from.  
 

team   rules   norms   group   charter   agreement   guidelines   promises 
 
People are usually very familiar with this kind of task and can sometimes want to skip or 
overlook it. However, it is valuable for ensuring everyone has clear expectations of how the 
group will run and it allows you to establish yourself as a fair and trustworthy leader (not boss) 
for the group.  
 
Easy ways to create ground rules: 
• Discuss ideas in pairs / small groups and feed back. This allows all members to have a voice 

though does result in repletion of ideas.  
• Open discussion with a group scribe. The whole group gets to interact as a unit but the 

extroverts usually go first.  
• Post it notes – submitting ideas individually then grouping similar ideas together to make a 

condensed list.  
 
Things to have rules about: 
• The purpose of the group. Delegates need to be clear about what the group is for so that they 

know what to share and how to interact with each other.  
• Arriving on time, leaving on time, letting the facilitator know about any anticipated lateness. 
• Open mindedness / respect for others ideas and opinions. 
• A respectful way to disagree with each other that does not hurt people but still addresses the 

topic / issue.  
• A system for ensuing everyone has a fair voice in the group e.g. hands up, passing an object 

to speak, turn taking, signals for interruptions / follow ups.  
• Being present, giving attention, managing phones and interruptions.  
• Confidentiality – no discussing personal issues / details outside the group, though themes 

may be ok. Confidentiality may involve photographs.  
 
There is often no right or wrong when it comes to ground rules as long as each of these points is 
expressed in some form or another.  
 
Two final tips 
Be realistic – ask if this rule will be easily broken in its current form? 
Is it positive? – Negative rules tell people what NOT to do. The best rules tell people what to do.  
 

Don’t repeat ANYTHING said in the group  > Keep personal information confidential  
 

No phones ringing in the group  > All phones on silent or off   .. 
 

  ..     Don’t talk over people  > Take it in turns to speak   
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Learner Behaviours  
 
In any learning environment it is important to note that unhelpful behaviours may occur. These 
can result in delegates being disengaged, resisting the task or trying to undermine the learning. 
A good trainer / teacher / coach needs to be able to 
anticipate behaviours, recognise them and plan to deal 
with them effectively.  
 
Ernest Hemmingway  developed a theory of omission  
(1923) where the information left out of a text had more 
weight than what was written. This is more commonly 
known as the iceberg theory  which states that only the 
tip of an iceberg is visible and around 90% is under the 
water. This theory is applies to many psychological 
phenomenon. In this case, behaviour is the visible tip of 
the iceberg but it is motivated by a range of factors 
under the surface such as: 
 
Beliefs, values, motives, biases, prejudices, 
experiences, fears, hopes, feelings.  
 
 

Maslow  (1943) developed his theory 
on what humans are motivated by – 
known as Maslow’s Hierarchy of 
Needs. He stated that humans had to 
be fulfilled on the lowest level before 
they could access higher tiers.  
 
Training falls under self actualisation – 
meaning that in order for learners to 
be able to learn successfully they must 
be satisfied in all other areas. Trainers 
must ensure their students are safe, 
fed (or have breaks scheduled in) feel 
part of the group and are in an 
emotionally safe space for learning. 
Failure to meet these needs means 
they will not be able to access the 
learning.  

 
When students display challenging behaviours it could be for a whole variety of reasons. Over 
short time periods (e.g. 1-3 hour workshops), the trainer must try to refocus the learner on the 
task whilst keeping the other learners engaged. Over longer periods of time it may be 
appropriate to try to understand the causes of the challenging behaviour in order to help the 
individual be ready to learn again. This especially relevant in long term classes.  
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Challenging Behaviours  
 
There are hundreds of different behaviours that may make the learning environment challenging 
or result in learners being off task. Here are some broad categories that are helpful to be aware 
of.  
 
Fight Response  - In response to stress the individual or group is confrontational, passive 
aggressive, resistant to learning or aggressive.  
 
Flight Response  - In response to stress the individual or group withdraws, refuses to 
participate, leaves the room or allows the group to do the task without their input. 
 
Pairings  - Participants are overly concerned with their relationship with someone else in the 
group. This may be only working with one partner, continuously commenting on one person’s 
ideas, being overly critical of one person.  
 
Me-ness  - This person has their own motives and may act unhelpfully when the learning doesn’t 
meet their motives. E.g. they may not be interested in working in a whole group as they only 
want to develop themselves, they only need one part of the learning, they only want the course 
materials.  
 
One-ness  - When a group of learners is more interested in the social relationships in the whole 
group rather than the task. They may be focussed on having a nice time and so get off task 
easily.  
 
Dependency – This can appear like a pairing if someone is clinging to another participant all of 
the time. It can also mean task dependency; relying on the trainer or others in the group to do 
much of the task for them – even during the more independent parts of the task. This can breed 
laziness or lack of confidence.  
 
Dominance  / power seeking  – A participant wants to take the 
lead most of the time. They may be the first to share ideas, insist 
their ideas are followed or take a lead without being consulted. 
They may become disgruntled when others try to oppose them or 
make their own suggestions. They may want to assert that they 
know more than the leader – challenging the information given or 
trying to explain their own understanding of things.  
 
Attention seeking  – this may link to dominance, one-ness and 
pairings depending on who the student wants the attention from. 
This is usually in the form of being silly / funny for the group but it 
may also include showing off their knowledge / skills or offering to 
volunteer persistently.  
 
 
Some behaviours are derived from Bion’s Basic Assumptions of Groups  (1948b). 
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Handling Challenging Behaviours  
 
Note: These are a mixture of techniques used at a range of age levels. Some may not be as 
effective with different ages.  
 
Pacing – read the room to anticipate when behavioural issues may occur. E.g. use an energiser 
before people withdraw or a cool down before people get too excited. Check in with people to 
find out if they are ready for learning.  
 
Expectations – set expectations from the start in a positive manner. Remind the group of the 
expectations when needed, especially if they have helped to develop their own ground rules. 
Remind the group what they are here for, what they are planning to achieve and what 
consequences there may be if they don’t achieve it.  
 

Focus on positives  – verbal praise or rewards (prizes, responsibilities) 
for desired behaviour reminds the group what you are looking for and 
makes those on task feel good.  
 
Mix groupings  – changing the seating, pairs or groups can reduce 
dependencies or separate pairings. This may be met with resistance but 
if you have a culture of regularly changing the groups it will be easier to 
cope with.  
 

Altered task  – sometimes the task itself may be distressing and so trigger undesirable 
behaviour. Giving the student an easier starting point can build confidence, or a different method 
of recording may be more comfortable. As long as they meet objectives the method can be 
altered.  
 
Give responsibility  – giving disengaged or dominant students a role can be helpful. E.g. scribe, 
score keeper, they must look out for people doing ‘X learning task’, giving feedback. It can give 
structure to their dominance or ensure they don’t disengage.  
 
Tactical ignoring  – if a behaviour is minor or not affecting the rest of the group then choose not 
to follow up on it. This can reduce further conflict.  
 
Take up time  – after asking a student to do X give them time to think about it whilst you do 
something else or visit another learner. Sometimes resuming the correct behaviour can make 
students lose face, so you not being there makes it easier.  
 
Focus on choice  – reminding a student that they are choosing to behave in a certain way gives 
them ownership. This is most useful in a classroom when students ‘act up’ for their peers. 
Remind them that they can choose to do ‘negative’ or ‘positive’ and what the consequences of 
each will be.  
 
Offer to help  – tell the student that you have noticed X behaviour keeps happening and ask 
them if there is anything you can do to help them behave differently. They may come up with 
some solutions or explain why they are behaving that way.  
 
Removal / removal of audience  – if the behaviour is persistent it may be that being away from 
the group will discourage the behaviour. Or that at least if behaviour continues then it will not 
disturb the group.  
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Team Dynamics (The Tuckman Model)  
 
This is a model of team dynamics created by Bruce Tuckman (1965). It explains four stages of a 
team’s development and can be used to help leaders and team members understand how to get 
the best out of a team.  
 
 
 
 
 
 
 
 
It is worth noting that there is no set time for how long these stages last. Teams may move 
through them very quickly or get stuck at a particular stage. They can also move backwards 
through the model if the circumstances change. E.g. a team may be performing but when a new 
team member enters they re-form. Or if a new challenge is put in then they may have to develop 
new norms.  
 
Forming 
 
This is when the team first come together. 
People are usually polite and try to make an 
effort to be liked and get to know each other. 
Some may be anxious or suspicious and so 
stick to safe topics of conversation. This is 
when the team tries to establish what its 
purpose is, probably through questioning and 
initial eagerness.  
 
 
Storming 
 
This is where a team starts to push 
boundaries, argue and experiment with the 
power balance. This can sometimes hinder the team’s ability to complete their task. Storming is 
usually a result of people disagreeing with each other’s work styles, miscommunicating, or 
wanting to change the type of role they are doing.  
 

 
During the storming process team 
members may challenge or resist authority, 
seek clarification of their role or compete 
with others to gain status. Team members 
who are persisting with the task may get 
very stressed at other’s preoccupation with 
the storming process. This is the most 
emotionally charged stage. 
 

 

Forming Storming Norming Performing 
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Norming 
 
This is where any differences, power plays or 
issues start to be resolved. The line between 
storming and norming can be blurred as solving 
one problem may highlight another.  
As part of the norming process, team members 
begin to find their role in the team and interact 
in a more productive way. This leads to feelings 
of relief and eventually calm. People often feel 
more committed to the team goal, at ease with 
each other and even able to socialise and 
engage at this stage.  
 
Performing 
 
This could be described as efficiency, flow or meeting objectives. Here the team is able to use 
their roles, processes and leadership to work without issue as a healthy and supportive unit. This 
is a good time to focus on developing team members skills to feed back into their work as it is 
when they are most balanced.  

 
Performing can be disrupted in a team by a number of factors: 

- a change in roles 
- people joining or leaving the team 
- the objectives of the team being changed 
- unforeseen setbacks in the team’s work 
- personal circumstances playing into team activity 

 
In these cases (and many others) teams may revert back to any one of the other stages. If a 
new person comes there may be a brief forming period as team members get to know the new 
member. If the objectives change then teams may go through storming to assign blame, shift 
power and eventually set new roles.  
 
Knowing about these stages can help reduce complacency in teams. It can make teams more 
aware of how they are behaving and what they need to do as a unit to get closer to high 
performance.  
 
Tuckman, B. W., (1965) Developmental sequence in small groups. Psychological Bulletin, Vol 
63(6), 384-399 
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Un-sticking Conversations (The Four Player Model)  
 
This is also known as Structural Dynamics or The Four Player Model. - Dr Kantor. 
 
When people engage in conversations there are generally four different stances types that they 
can take. Generally speaking people have a tendency towards a particular type of stance and 
each stance plays an important role in moving a conversation forward.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A MOVER sets the conversation going by making a statement, suggesting an idea or proposing 
a direction. They are interested in making something happen. 
 
A FOLLOWER  will either back up someone else’s action or add to it. They can also agree to 
carry out other’s ideas for them. They are interested in strengthening others and helping things 
be completed. 
 
An OPPOSER challenges what others say or corrects them. This can be to ensure the original 
move was suitable or because they disagree with it. They are interested in making sure that any 
action taken is correct.  
 
A BYSTANDER  brings perspective to the group by observing and summarising points so far. 
They are interested in helping the group to reflect, connect and reach a solution that bridges 
everyone’s viewpoints.  
 
Look at the script: 
Bill: Shall we do something together tonight? 
Jane: That sounds great. How about the cinema? 
Alex: I’m just in the mood for a comedy. 
John: I don’t want us to all be sitting in the dark in silence. 
Jane: Well, we’d be laughing together. 
John: It’s not great quality time if we can’t joke through it though. 
Alex: Can we find something to do that’s funny but where we can talk together? 
Bill: I suppose we could watch a comedy at mine instead. 
John: That would suit me, I’ll bring snacks. 
 
People can use a range of different stances but may have a tendency towards one. A good 
conversation needs all four roles to go smoothly. In this conversation above, all four areas are 
used to reach a suitable conclusion. This conversation has a good flow.  

MOVER 

FOLLOWER BYSTANDER 

OPPOSER 
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Handling Stuck Conversations  
 
When conversations get stuck it is usually because of an imbalance between the four roles. E.g. 
Everyone is moving but no one is following to complete. Or everyone is opposing without a new 
direction being suggested. In the examples the four speakers end up with a ‘stuck’ conversation.  
 
1 Right, we need to present ideas back to the class. Any ideas? 
3 We could just do a PowerPoint, that’s easy.  
2 Everyone always does PowerPoint, it will get boring. 
4 I could make a Prezzi instead – it’s way better than Powerpoint. 
3 Can’t we just use hand made posters instead? 
1 I don’t think we have enough felt tips for that. 
3 Or we could just speak it out loud – maybe throw in a few bits of action to make it 

memorable. 
2 Yeah, but we wont remember all the information without something to follow. That’s 

why we should use PowerPoint or something. 
3 We could just write everything down on bits of paper. 
1 Using a computer looks way more professional. 
4 I thought we wanted to make ours stand out though. 
 
STUCK – This conversation is stuck between move and oppose. Every idea is disregarded so 
new ones are created. Without any agreement nothing will get done.  
 
UNSTICKING – the facilitator should try to encourage a follow.  

“Which of the ideas so far are you the most happy with?” 
“You are running out of time so please choose an idea.” 
“Would you like to take a vote on all of the ideas you have had so far?” 

 
1 So, we need to show the class what we have been doing. 
4 We should make sure that everyone gets to present part of the project. 
2 Yeah, that would make it really fair. We could even divide the speaking time up equally.  
1 Well, only if everyone wants to speak for the same amount of time. Some people might 

be a bit shy.  
3 I’d prefer to do more showing than speaking if that’s ok. 
4 That’s fine. So how will we do it? 
2 It ought to be interactive – that will make it more fun so people remember.  
1 Ooh maybe the audience have to get up out of their seats to join in. 
3 I’ll bet no one else is doing that.  
4 Cool – so we are going for something fair and interactive. 
2 That sounds great. 

 
STUCK – This conversation is quite complicated. There are vague suggestions of the kind of 
approach they would like to take which is followed and opposed to refine it. Most of the 
conversation is bystands – checking that everyone is happy and that the ideas are connected.   
 
UNSTICKING – the facilitator should try to encourage a concrete move. It needs an idea or 
action to get started.  

“So what will you actually be doing?” 
“How are you going to get started?.” 

 
Based on David Kantor: Reading the Room: Group dynamics for coaches and leaders (Jossey-
Bass Inc, 2012) 
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Body Language  
 
Our body language communicates a lot to our audience; our mood, energy, engagement with 
them, receptiveness and much more. Giving the right body language for the situation helps you 
to build rapport – a sense of connection between you and the other. 
 
Presentational body language  
 
When making presentation or talking to large groups its important to give off the right body 
language. SOFTEN is a list of things you can do to make yourself appear more assertive and 
confident to communicate better with your audience. 
 
Smile This makes people feel welcome, it makes you look confident and more 

importantly shows you’re enjoying what you’re talking about. Even if the topic is 
serious, introduce and end with a smile.  

 
Open Open body language makes people feel comfortable around you, and makes 

you look more comfortable. It makes people feel more able to approach you. Try 
to position your body so that you are open to the whole audience, not just those 
in the centre.  

 
Forwards Leaning slightly forwards shows the audience that you are interested and 

involved. This is much better than people who lean backwards slightly – 
indicating fear of the audience or situation. Don’t lean forwards too much or it 
could seem intimidating or unnatural. 

 
Trenched This word means a steady stance. Stand up straight with your feet slightly apart. 

Tilting your feet outwards very slightly can also make it easier to rotate your 
upper body to look at different audience members, not just the centre. Having a 
strong, grounded stance makes you look hard to push over and shows that you 
are in control. If you do want to move around the ‘stage’ then it is sometimes 
better to pause talking, move to another fixed point and then carry on. Talking 
and pacing back and forth is distracting and can make the audience sleepy.  

 
Eyes Eye contact with as many people as possible shows the audience you are 

interested. It also makes them pay attention if they think they are being looked 
at. Don’t stare at the same people for too long as it could make them 
uncomfortable. If you are uncomfortable looking at people’s eyes then try 
looking at the bridge of their nose – they will still think you are making eye 
contact.  

 
Nodding Nodding can be used to non verbally acknowledge something or show your 

agreement. You can also nod when you are saying something that you want the 
audience to agree with. They will get a subconscious signal that they are 
supposed to agree.  

 
Using all of these things makes you look more confident. If the audience feel you are confident 
they will be more at ease which should in turn help you to feel confident.  
 
Remember that your presentation always starts from the moment the audience sees you. Try to 
adopt this body language right from the moment you walk in or stand up.  
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Conversational Body Language  
 
The guidelines of SOFTEN still apply when you are talking to an individual or a small group.  
• On a chair you may lean back to show relaxation or comfort. This could signal boredom or 

disengagement if it does not ‘match’ the other person’s body.  
• A grounded stance does not apply when seated, but consider how you are sat on your chair, 

are you crossing you legs, rocking, tapping etc/  
• Nodding is a good way to show engagement without interrupting the other person’s flow.   
 
Matching and Mirroring  
 
Good body language builds rapport because its shows you are getting on in a subconscious 
way. You can deliberately alter your body language to create better rapport.  
  

Matching  – Making your body 
language and posture the same 
as the other person’s. 

In these pictures the 
matching shows these people are 
‘in synch’ and getting on with 
each other. Even though they are 
not following SOFTEN they are 
comfortable in each others 
company.  

 
Mirroring  – Making your 
body language and posture 
the opposite to the other 
person’s. 
 In the first image the 
ladies may be getting on 
well and both complaining 
together, or they could be 
arguing with each other. 
Their mirrored body 
language suggests they are both in the same mood – annoyance, defensive, aggressive, 
complaining. In the second picture this couple are matching and leaning in. It suggests there is 
closeness and a good level of rapport. Notice that their hands are in very similar positions.  
 

Mismatching  – making 
your body language 
distinctly different to the 
other person’s. 
 In the first example 
the mismatching shows a 
clear power difference. 
One person is leaning 
back and has closed 

hands showing fear and discomfort. The ladies on the bench are mismatching – it could be that 
one of them is bored with the conversation. Or that their friendship is so good that body 
language does not matter – they may both be sitting in a way that is most comfortable to them. 
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Introducing Speakers (TIQS & TSAT)  
 
This is a model for introducing and thanking someone who is going to make a presentation.  
 
Before the speaker comes on use TIQS: 
 
Topic – what will the talk be about? 
 Importance – why is it relevant to this audience? 
Qualifications – what gives this speaker authority to talk on this subject? 
Speaker – who is the speaker? 
 
This is designed to get the audience feeling excited, engaged and that the content will be 
relevant to them. You may like to begin with the speaker’s name, but leaving it until the very last 
moment can sometimes result in greater applause and suspense.  
 
Example: 
 

 Topic Today we are going to hear a very special talk on the defence against the 
dark arts.  

 Importance As you know, with Voldemort and his death eaters on the rise it is essential 
that we are prepared to protect ourselves and the muggles around us.  

 Qualifications Our speaker has an excellent working knowledge of charms, enchantments 
and counter jinxes that I know you will find useful. Not only that, he has faced 
the Dark Lord himself twice and lived.  

 Speaker Please put your hands together for Harry Potter.  
 
 
 
Thanks – a short thank you 
Strengths – what you liked about their talk 
Actions – what you will do as a result of this talk 
Thanks – a final thank you to the speaker 
 
This is designed to ensure that the speaker feels paid attention to and that the message of the 
speech is really emphasised for the audience – encouraging them to go away and take action or 
use what they have heard.  
 

 Thanks Thank you Harry for that fascinating talk.  
 Strengths It was a rare treat to see such a well formed patronus in person – not 

something many of us get to witness. I was also struck by what you said 
about how the simplest of counter curses could be the difference between life 
and death. 

 Actions I know that I will go away and practice my ‘expelliamus’ and other basic 
disarming charms with my family. Better safe than sorry.  

 Thanks Once again thank you for giving up your valuable time to be here with us. 
Please, a warm round of applause for Mr Harry Potter.  
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Getting Audience Attention  
 
When you are facilitating groups it will be vital to be able to get the attention of the whole room: 
• To give further instructions 
• To end the activity 
• To highlight good examples / things to take note of 
• For logistical / safety reasons (moving rooms, avoiding a hazard, fire procedures) 
 
The way you stop the group should be appropriate to the activity they are doing at the time, the 
speed at which you need their attention and the ‘mood’ of the method. Here are some 
suggestions. 
 
 Advantages Disadvantages 
Non Verbal Signal 
This may involve raising a 
hand, putting an image in 
clear view or standing in 
a central place and 
waiting.  

• Calm (low energy) 
• People stop at their own 

pace 
• The room gradually quiets 

down as more people stop 

• Not everyone may notice  
• Can be a little slow for 

everyone to join in 
 

Loud noise   
A single shout, clapping a 
rhythm, using bells or an 
instrument. 
 

• Immediate attention 
• Can usually be heard over 

people’s discussions 
• Good for emergency 

situations 
• High energy 

• May cut people’s 
conversations short 

• Can make people jump 
• A shout can wear out your 

voice! 

Time Warnings 
Going around individuals 
or groups finding out how 
ready they are to stop 
and giving them a 2/5/10 
minute warning.  
 

• You can check if people are 
ready 

• Quieter 
• Personal 
• Gives people time to round 

off what they were doing 
• Good when groups are in 

different locations 

• Takes a while to visit 
everyone 

• Groups will rarely be ready 
at the same time, some left 
waiting around 

• You still need to use another 
method once the time limit 
ends.  

Count down 
Start from 10 or 5 and 
count down to zero. This 
can be done loudly or 
quietly. Sometimes 
raising your hand and 
using your fingers along 
with the count can be 
helpful.  

• The initial 10 or 5 gets 
people’s attention. 

• Time for people to finish 
their conversations.  

• You can lower your voice as 
you go down the numbers to 
create calm.  

• You can get louder to create 
energy. 

• Last minute scramble – 
people may rush the end of 
what they were doing.  

• Reliant on a loud voice.  

Song 
Similar to a countdown 
you may want to use a 30 
second track of music to 
signal tidying away or 
coming back together 
time.  

• Saves your voice 
• Different tracks can be used 

for different moods 

• Requires music equipment 
• You need to make sure the 

audience know the signal in 
advance 

• Prepare to repeat the track 
or end it early if the timing 
doesn’t match your group 
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Pacing  
 
In training, pacing  is about understanding the speed the group is ready to go at, physically and 
mentally. This is important at the very beginning of a session, but also to monitor throughout.  
 
Getting the pacing wrong… 
• Go too slowly and participants could get bored, lose attention, feel patronised, disengage 
• Go too quickly and participants could feel panicked, left behind, overwhelmed or like there’s 

no point joining in 
 
Going just right means all learners stay interested, engaged and learn at a rate that is good for 
them.  
 
Two questions for effective pacing.  
 
1. How are the group feeling? 
 
Their body language will give a lot away (tiredness, excited, happy, serene). But it is also good 
to ask pacing questions about how they are feeling, what they are looking forward to and 
perhaps what they did before they got here. This gives people time to adjust to each other’s 
moods and allows you to pick a suitable starting activity. If everyone is too sleepy, something 
really energetic could be off putting. If people are nervous this will impact learning, if they are 
already excited you may be able to jump straight in. Finding out how people feel can give you a 
head start. 
 
2. How well do they know the learning? 
 
When you are presenting training, if participants already know the material well then they will be 
ready to move at a much quicker pace. Going slowly in this case will lose them. Similarly if you 
think they know more than they do and cover advanced topics before they are ready then you 
will lose time back tracking.   
 
Checking what they know can be done in advance in some cases – test scores, notes from 
teachers, self assessment, getting them to explain on a sign up form why they are attending the 
training. However, these may seem overly formal and won’t apply all the time – and not to every 
subject.  
 
Activities at the beginning of the session can be used to get a feel for learning. E.g.  

- generate as many key words / facts around this subject as possible 
- on a scale of 1-10 how confident are you in this subject 
- on a post it note explain what you most want to learn about this topic 
- 30 second presentation to the group, say your name and what you know already / why 

you are here 
- You present participants with a quick quiz that helps you gage what level to work at 

 
Things like this can help bring everyone to the same pace as well as identify topics that you 
don’t need to cover, or areas that need more work.  
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Transitions  
This is when you change from one activity to another. Effective pacing includes spending as little 
time as possible transitioning. Have your resources ready so you can go into the next activity 
smoothly. Or if you require more prep time then schedule a break here.  
 
Types of pacing activity  
 
Ice Breakers 
These are any form of activity which help the group get to know each other better. These are 
best used when participants first meet as they can help overcome awkwardness and create a 
sense of belonging to the group. Ice breakers can also fit into the warm up / cool down / check in 
category. These usually include name games or activities where we find facts out about each 
other.  
 
Warm Ups 
Energisers and warms ups are used to give people a boost of enthusiasm and energy. They 
work best at the beginning of the session to wake people up, in between long discussions and 
sometimes even at the end to get people feeling good about going home or to the next part of 
their day. They should be quite short and involve all players. They often include movement and 
competition.  
 
Cool Downs 
Cool downs are activities which help people reflect, calm down or generally take a break. They 
are a useful way to help calm down a group who have just done something really active. They 
are also a good way to end a session. If participants are too tired / reluctant to do a warm up 
then a cool down can still be a change of pace. 
These are especially useful if participants need a break from their main activity (e.g. an 
academic task) but you don’t want them to be too excitable. 
 
Check Ins 
These are short activities that allow participants to show the group how they are feeling or 
getting on with something. These are more about a reflective display of current energy – rather 
than altering the energy of the room. These are more useful when a group meets regularly and 
often. E.g. at the start of each session participants let each other know how they felt about their 
previous week. They can also be used at the end / middle of a challenging activity.  
 
Reviews 
These can sometimes fit into the cool down or warm up category. They are activities which help 
learners consider what knowledge, skills or experiences they have gained so far. They are good 
in the middle or at the end of sessions to raise awareness about how much has been done – 
they can also be useful for planning next steps.  
 
Unifiers 
These are really short activities or questions that bring the group together by uniting them. 
Closed questions can be used to create an instant unity e.g. who dropped the ball, hands up if 
you enjoy chocolate. People feel bonded when they know they agree with each other. Activities 
which participants all dislike can also be unifying in a sense. Many people find a Mexican wave 
or a Christmas cracker joke to be lame / cheesy – yet people enjoy complaining about them 
together.  
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Ice Breakers  
 
These are activities which help participants get talking to each other or learn more about each 
other. They are useful at the beginning of sessions to put people at ease with each other.  
 
Name Games  
Using one name game can be helpful for getting participants to remember each other. Only use 
one name game as multiple ones get boring and confusing.  
• Name association  – participants find an alliterative word or rhyme to go with their name to 

make it memorable and introduce themselves with this word. E.g. swimming Sammy, even 
Steven, Hannah the planner.  

• Nicknames  – tell a story of a nickname you have or had and why. Ensure this is something 
you are happy for the group to know! E.g. I was called rabbit because I used to chat a lot.  

• Backwards names  – ask participants to introduce themselves with their name pronounced 
forwards then backwards. People will giggle a lot at the difficulty of pronouncing / spelling it 
the wrong way. 

• Action association  – choose an action word that is important to you (e.g. job title or hobby) 
and an action to go with it. Teach members of the group your action and they must copy. E.g. 
Sarah the artist may mimic painting in the air. You can test recall by acting out the actions 
and seeing if participants remember who they belong to.  

• Find the owner – if you know the names of your group in advance then write them out on 
labels before the group arrive. Each member of the group picks a name that is NOT their own 
and must find the person who the name belongs to.  

 
True & False  
Participants take it in turns to give statements about themselves. After each statement the rest of 
the group must indicate whether they think the statement is true or false. This can be done by 
moving to different areas of the room or by hand gestures (e.g. arms out to the side to make a T 
for truth, hands on head for false).  

You can play a knockout version where after each statement all players who guessed 
incorrectly are out. Continue until one player remains and they are the next to give statements. 
However this can take some time with larger groups and mean not all players get a turn. 
Alternatively get each player to make2/3 statements before moving on to someone else.  
 
Toilet Tickets – requires 1 Toilet roll / box of ti ssues  
Hold up a toilet roll and ask participants to take ‘as many pieces as they feel they will need’ then 
pass it on. Give no indication what this means and take your pieces last. Then model giving an 
interesting fact about yourself for each piece of toilet roll you are holding. People may give very 
basic info such as age, location, job title etc. Go first to model more interesting things such as 
unusual pets, life experiences, ambitions etc.  
 
Lines  
Get all players to stand in a line (you can put a masking tape line on the floor if you wish). Ask 
players to arrange themselves by certain criteria that WILL NOT be sensitive. (age / height / 
physical characteristics / ethnicity could be problematic. Avoid these).   
As quickly as possible sort yourselves into:  

• Alphabetical order 
• Distance you travelled to get here today 
• Distance you originate from 
• Birth date (day and month, not year) – this one is good without speaking  
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Hi Five  
Players stand in a circle. One person shouts out a criteria and all players who agree with it must 
engage in a group hi five. E.g. Hi five if you like to wear slippers, if you have sung karaoke, if you 
like to cook. These suggestions should be based on peoples likes / dislikes and aspirations / 
experiences rather than their physical characteristics – as these can lead to stereotyping issues.  
 
Fruit Salad  
Traditionally, participants sit in a circle and are given the name of a fruit. If there are 20 in the 
group you may have 5 bananas, 5 apples, 5 strawberries and 5 pears. Only 19 chairs are 
available and one person is stood in the centre. They call out a fruit and people who ‘are’ that 
fruit must find a new seat. The central player tries to steal a chair from someone.  
 This can also be played as an ice breaker if instead of fruits, the central player calls out 
criteria. E.g. people who own a dog. People who like dark chocolate best. Anyone who agrees 
with the statement must find a new seat. This allows people to learn new things about each 
other.  
 
Truth or Lie  
Participant introduces themselves with a fact and a lie about themselves. E.g. I grew up in a 
bungalow, I never learned to ride a bike. The rest of the group guesses which statement is the 
truth and which is the lie. This is good for getting to know unusual facts about each other. It can 
be played verbally or to make it more of a warm up participants could run / walk to either side of 
the room to show which they think is true.  
 
The Continuum – requires paper with symbols  
The facilitator marks the floor with a line continuum. At one end put a large paper tick, at the 
other end a cross and in the middle a question mark. Give participants statements such as 
- I am organised  - I enjoy dancing  - Honesty is the best policy 
- I am impulsive  - it’s wrong to keep pets - I never judge a book by its cover 
The statements can start very simple with likes and dislikes and then move to more controversial 
topics. Participants put themselves wherever they want on the line. Then you can ask a few to 
share why they put themselves there.  
 
Portraits – requires pens and paper  
Split the group in half. Half of participants sit in a circle in the centre of the 
room, facing outwards. They will be the ‘models’ and should have a piece 
of paper in front of them. The other half must make a second circle, each 
person facing one model. They will be the artists – drawing the people in 
the centre. Artists carry their own coloured felt tip and get  about 6-7 
second to draw their model before they must move around to the next 
model and continue the portrait that was left for them. Play until all artists 
have drawn a bit of each person. At the end swap over so that everyone 
gets the chance to be a model / artist. These portraits can be taken home.   
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Warm Ups  
 
Energisers and warms ups are used to give people a boost over the course of the programme. 
They work best at the beginning of the session to wake people up, in between long discussions 
and sometimes even at the end to get people feeling good about the next part of the day. They 
should be quite short and involve all players.  
 
Zip Zap Bang  
Players stand in one circle. Explain that we will be passing invisible energy around the circle. To 
pass it left say ZIP whilst clapping to the left, to pass it right say ZAP whilst clapping to the right, 
or use BANG whilst pointing to pass it to any other player who is not stood next to you. When a 
player receives the energy they must pass it on as quickly as possible – using the correct 
instruction. Players can be knocked out for hesitation or incorrect commands / actions. Note: 
The phrase ‘You cannot bang the person next to you’ usually gets a giggle but may be 
inappropriate with some groups. BANG may also be culturally inappropriate. Those who are ‘out’ 
should sit in the circle to help monitor the rest of the game.  
 
Splat  
Players stand in a circle and one person is the splat master, who stands in the middle. The splat 
master ‘splats’ a player by pointing at them and shouting splat. That player must try to duck as 
quickly as possible. If they don’t duck they are out. If they do duck the two players either side 
must face each other and try to splat the other one first. Whoever is the slowest is out. Play 
continues until only 2 remain. A winner can be decided by having a ‘shoot out’ where both 
players take steps away from each other. When the splat master shouts splat, the first to shoot 
the other wins.  
 
Ninja Assassin  
Get all players to stand in a circle and reach one arm into the middle – this ensures players are a 
suitable distance apart. On the count of three they take a small jump backwards and form a ninja 
pose. Once in the pose they must remain frozen. Moving clockwise, take it in turns for each 
player to make a move – this is a single movement and whatever position they are in afterwards 
is where they must stay frozen. On their move they must attempt to touch the hand of another 
player in order to remove it from player. If a player feels they are being ‘attacked’ they get to 
make one defence move – and then must remain frozen until their next turn or defence move. 
Players defence moves may put them at greater risk of attack from another player. If a players 
hand is touched they put it behind their back out of play. When both hands are lost then that 
player is out.  
 
Team Groups  
Players walk around the room. The facilitator shouts a command such as ‘team of three’, ‘pairs 
in piggyback’, ‘four people and a chair’. Players must try to fulfil these conditions as quickly pas 
possible. You can get inventive with the extra conditions. This is good for mixing groups. You 
can also play so that those who don’t meet the conditions are knocked out and you end up with 
one winning team.   
 
Team Freeze Frames  
Can be played nicely with team groups or fruit salad once people are mixed up. Ask the team to 
work together to make a freeze frame of an object or a concept. E.g. show me a clock, a day at 
the beach, happiness, the comfort zone. Teams have a very short amount of time to plan, 
physically make their freeze frame and then afterwards they can explain it.  
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The Stinger  
Players stand in a circle and close their eyes. The facilitator taps someone on the shoulder to 
signal that they are the stinger. Players walk around the room shaking hands and introducing 
themselves. The stinger uses their index finger to push into someone’s hand and ‘sting them’. A 
stung person must wait 5 seconds before dying dramatically. Other players must try to guess 
who the stinger is by saying they would like to make an accusation. If two players want to 
accuse they must count up to 3 and then point to their accused killer. If they are pointing to 
different people or wrong then play continues. If they both accuse the same person then the 
round ends.  
 
Rock Paper Scissors Championship  
Players walk around the room and find someone to play rock paper scissors against. Play one 
round. Whoever loses then becomes the ‘fan’ of the winner and must follow them around 
cheering, chanting and encouraging them. The winner finds a new player to challenge. Whoever 
wins that round collects all of the fans. Continue play until there is one winner.  
 
Tadpole to Superman  
All players must move and make noises like their animal. The order is tadpole > chicken > 
monkey > superman. Every member of the team starts as a tadpole and plays rock paper 
scissors against another tadpole. The winner becomes a chicken and the loser stays a tadpole. 
Tadpoles must find another tadpole to battle, chickens must find another chicken. Each win 
moves a player up the chain and each lose moves them back down again. The first player to 
reach superman is the winner.  
 
Copy Cat  
Players stand in a circle. Tell them that the whole circle will be copying the actions of ‘the leader’ 
and when the leader changes the action the others must copy as quickly as possible. One 
person leaves the room whilst the leader is picked. The guesser stands in the centre of the circle 
and has 2/3 guesses (depending on group size) about who the leader is.  
 
Welded ankles  
Either as a whole team or as smaller groups get players to stand with their legs apart (one 
shoulder width) and their ankles touching. Like a 3 legged race (but without tying feet together) 
the team must try to cross the room or travel a set distance. If angles come apart they must start 
again. Completing this as a whole team needs good consideration of timing.  
 
Marco Polo – requires blindfolds / scarves  
Ask the team to think of a two word phrase or celebrity couple like ‘hot dog’ ‘Posh and Becks’ 
‘eggs and bacon’. Then get into pairs. One in pairs they put on blindfolds and the facilitator splits 
them up around the room. Using only the chosen words they must try to find each other. The 
whole team can have the same words OR to make it easier each team could have their own 
phrase.  
 
Time Bomb  
Get everyone to stand up and spread out. Tell players that they must secretly choose someone 
to be their time bomb and someone to be their shield. Players move around the room making 
sure that their shield is always between them and their time bomb. Get players to move around 
and after 2-5 minutes (depending on group size and tiredness) shout BANG. All players freeze 
and declare who their shield and time bomb was. If players got exploded get them to sit down to 
see who winners were.  
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Cool Downs  
 
These are good to help people reflect, calm down or do something not too strenuous to break up 
discussions.  
 
Making Rain  
Explain that as a team players can make a thunderstorm in the room. This is about paying 
attention and listening. Ask players to stand or sit in a circle. You stand in the middle. Whoever 
you are facing must copy your actions and continue to copy them until the next time you face 
them. You rotate in the circle, signalling for people to start copying your actions: rubbing hands 
together, clapping with two fingers, clicking, light clap, heavy clap, slap legs, stomp. Then go 
back through the list in reverse order with the final action being hands on knees / by sides to 
indicate silence. The build up of different actions and sounds simulates a passing storm.  
 
Zen counting  
This game can either be calming or tense which wakes people up. Choose a number for 
participants to count up to – smaller groups of 2-5 should count to around 15-20. Larger groups 
should count to 20-25. All players close their eyes. As a group they must count up to their given 
number. No order / pattern / signalling is allowed. If two players say the same number then the 
team must re-start.   
 
Would you rather – requires paper & pens  
This could also be used as a review technique depending on the questions. Players write down 
a series of would you rather questions on slips of paper. E.g. would you rather be live without a 
TV or computer, would you rather be perceived as beautiful or wise. They can be topical to the 
conference content.  

Responses can be done in different ways. You can ask individual(s) to respond with their 
reasons. You could get the whole group to stand at different sides of the room. You could ask 
them to form teams based on their response and present to the other team their reasoning. You 
could put them into pairs and ask them to negotiate a decision. This is very open ended.  

 
Poetry Consequences – requires paper and pens  
Each player has a piece of paper and a pen. Depending on the size of the group you may wish 
to split into smaller teams of 4-5 so that people don’t have to think of too many rhymes each. On 
your own piece of paper write 3 lines of a poem that rhyme. E.g.: 
 Mrs Jones had a rather large cat 
 She bought it a pretty purple hat 
 He looked so fine even though it was fat 
Fold the paper so that only the last line is showing. Pass the poems around in a clockwise 
direction. Then continue the other players poem by writing 2 more lines that rhyme to make 3 
lines on show. Fold the paper again so that only the last line is showing. Then pass it on again. 
Continue until people get their original poem back to read out to the group. (You can play as a 
story instead with sentences that do not rhyme).  
 
Team Massage  
It is important to ensure everyone is comfortable and happy to participate. Ask the group to 
stand or sit in one large circle so that everyone is facing someone else’s back. Some people 
may want to sit between friends or people of their own gender. Model ‘drawings’ and ‘actions’ to 
perform on the person in front’s back. E.g. use the whole hand to stroke down the spine, draw a 
spiral going out from the centre of the back, gently brush two fingers along the shoulders. Only 
model actions on the centre of the back and shoulders. This is a very calming activity.  
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Facilitation and Review Techniques  
 
These activities are good to use to help people reflect on their learning, their feelings or even 
their next steps. Use them to discuss the keynote speeches and workshops. Most of these 
activities take 15 – 25 minutes as they involve quiet reflection and group feedback / discussion.  
 
One word summary – requires post it’s and pens  
This can be done either verbally or written down. Give participants time to think of a word that 
sums up. E.g. one word for how you feel right now, one word for how you found X talk, one word 
you will take home. They can reveal the words verbally or write them on a post it and stick them 
to the wall / flipchart. This can be done alone or you could use this to group similar words, 
discuss themes and reasons. It is good for creating a snapshot of mood. This can also be good 
at the very start of a session as a way of ‘checking in’ with how everyone is feeling and pacing 
the group.  
 
Brick Wall – requires post it notes / coloured pape r 
Use different coloured post it notes or paper for different categories. E.g. what went well, what 
do we want to improve, what actions should we take, what concerns did / do we have. Get 
participants to reflect on these questions for a chosen part of the conference and then place their 
responses on the wall. Note that the wall is made up of different elements to make it strong. 
Discuss people’s responses and when it comes to concerns see if the group can come up with 
ways to support / solve them. 
 
Review picture cards – requires picture cards  
Spread out a series of picture cards. Each one is a photograph / cartoon / graphic that can 
interpreted in a number of different ways. Ask participants to choose a card that resonates with 
them. E.g. which card shows how you feel now / how you want to feel at the end of the 
conference / how you felt during X. Give people time to pick cards then feed back to the group 
explaining why. Note that no card will have a concrete explanation. E.g. I chose the glass of 
water because I feel still and calm, or because I feel optimistic, or because I feel like I could tip 
over. It is a very personal experience.  
 
Animal Corners – requires animal pictures  
Place images of four animals in corners of the room: mouse, owl, whale and lion. Ask 
participants to stand in a different corner to show how they felt at different points of the day. E.g. 
when you first got here, when you did your speech, when you went for lunch. Participants move 
around and then you choose some to give feedback about why they associated with that animal. 
Interpretations may vary e.g. mouse = quiet / sneaky / small. Lion = brave / fierce / ravenous.  
 
5 Ps – requires word cards  
Place 5 words around the room. Explain what each means: 
• Participant – someone who gets involved 
• Passenger – someone who follows along for the ride 
• Protestor – someone who tries to go in a different direction 
• Prisoner – someone who feels trapped and wants to escape 
• Pilot – someone taking the lead or guiding 
Explain different parts of the day and ask the group members to stand near the word that best 
described them. The facilitator can ask people to give feedback before moving on to the next 
part of the day.  
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Picture Representation – requires paper and pens  
This can be used at the beginning or end of a session. Give participants a piece of paper each 
and ask them to take a few minutes of quiet time to think about a topic e.g. best moment from 
yesterday, how they feel now, what they look forward to today. They can use their paper to show 
it any way they like. Write a poem, draw a picture, make an origami. However they want. Give 
time for people to reflect and do this, then feed back to the group.  
 
Journey map – requires large paper & pens  
Ask participants to get into small groups of perhaps 3-4. Ask them to draw a map of what they 
day looked like – this can be realistic or metaphorical (e.g. confused may be a scribble / dense 
wood, excited could be a trampoline). Groups then present their metaphor map of how the day 
felt / looked for them. This can be extended into how they hope / think tomorrow may look.  
 
Telephone calls – requires phone / phone cut out  
Ask the group, if you had one minute of credit on your phone to tell someone about today who 
would you call and what would you say. It is probably best not to actually make calls. You could 
either get participants in the group to hold a real phone / cut out of a phone. You can discuss 
after why the call is important / why you chose this person.  
 
Letters to yourself – requires paper, pens, envelop es 
Give participants a piece of paper and a pen. Give them a few key questions to think about so 
that they can write a letter to their future self. E.g. what was the most important thing you learned 
about the conference, what do you want to cherish / remember, what are you going to do 
differently. Some people may want to take a long time writing their letters. When finished they 
may wish to feedback some parts of their letter. Ask participants to seal them. They could either 
take them home to open themselves in a months time, or you could keep them and post them 
later (if so get them to write addresses on).  
 
Team performance – requires access to pens, paper a nd other resources  
Get into groups and ask the teams to represent what they have learned / experienced over the 
course of the session or conference. This can be done creatively in the form of a poem, rap, 
dance, piece of artwork, presentation or just a verbal summary. Using a creative outlet usually 
encourages people to focus on the key points, rather than a presentation which is likely to go 
into more detail.  
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Heading Home  
 
These activities are good to use at the end of a group, or series of sessions. Once people have 
bonded they may wish to share kind words or take home a memory of their special time in the 
community group.   
 
Messages on your back – requires paper, tape and pe ns 
Use tape to attach a piece of A4 paper to each person’s back. Each person should have a 
different coloured pen. People mingle around the room writing anonymous messages on each 
other’s backs. Recommend that they are kind words, positive traits, indicators of thanks. All 
comments should be positive. Free roaming means that people can be selective about who they 
‘write on’ e.g. the people they connected with most – although usually people aim to write on 
everyone in the group. This activity can take quite some time, especially if people write long 
comments.  
 
Postcards – requires postcards, pens  
Similar to messages on your back. Each participant picks a postcard / image that they feel they 
associate with. They write their name clearly on it. All post cards are then passed around the 
room and other delegates write a one or two word positive description of their experience with 
that delegate. E.g. wise, good friend, listener. This means people have to put some thought into 
their word. At the end pass them back to the original owner.  
 
Compliments circle  
Best in smaller groups of 4-6 so that everyone can get a turn. One person stands in the middle 
to receive compliments. They are told that no matter what is said they must say thank you – no 
playing it down or denying it. This about accepting what we do well. All other members take it in 
turns to say something nice about the central person – best to focus on their behaviour, attitude 
and qualities rather than their appearance / demographics. E.g. I admire the way you, I loved 
that you, thank you for. Some people will find it very hard to receive compliments.  
 
Silent appreciation  
The group sits in a circle with their eyes closed. Choose 2/3 people to stand in the middle. Say 
statements such as ‘tap someone who was brave today, someone who challenged themselves, 
someone who made you feel good.’ People in the middle tap appropriate players to signal 
appreciation. Swap around so all players get to go in the middle. This is good for shyer groups 
who may want to remain anonymous. 


