
Developing the 
Facilitator’s Guide



The Facilitator’s Guide contains 
everything that is needed to run the 
training program – lecture notes, 
PowerPoint slides, exercises, case 
studies, readings and articles –
anything that is used during the 
training course is included in the 
Facilitator’s Guide.

During this session you will see a 
six-step model for the Facilitator’s 
Guide that  provides a meaningful 
learning experience building on 
current theories and principles of 
adult education.



Learning Objective

As a result of this Session 
you will apply the six-step 
model in developing ONE 
Faciitator’s Guide, 
incorporating instructions 
for the facilitator, lecture 
notes, questions to stimulate 
discussion, learning 
activities and assessment 
methods.



Experiential Learning 
Cycle - Experiential 
learning occurs when a 
person engages in some 
activity, looks back at the 
activity critically, draws 
some useful insight from 
this analysis, and puts the 
result to work. We all 
experience this process 
spontaneously in ordinary 
living. 

BASIC CONCEPTS



BASIC CONCEPTS

Experiencing - The initial stage 
is the data-generating part of 
the structured experience. We 
often associate this stage with 
some event, game, or fun. This 
is the experience that must be 
processed through the stages of 
the experiential learning cycle 
(ELC) to maximize the learning 
applications. If the cycle stops 
after this stage, all learning is 
left to chance. 



BASIC CONCEPTS

Reflecting - In the second 
stage of the cycle, people that 
have experienced an activity 
are presumably ready to share 
what they saw and how they 
felt during the activity. This 
step involves finding out what 
happened within individuals, at 
both cognitive (knowledge and 
perception) and affective 
(emotional and feeling) levels, 
while the activity was 
progressing. 



BASIC CONCEPTS

Generalizing - we move now from 
the reality inside the activity to the 
reality of everyday life outside the 
training session. The key question 
here is, "What is the relevance?" 
Group members focus their 
awareness on situations in their 
personal and work lives that are 
similar to those in the activity they 
experienced. Based on the 
reflection and sharing stage they 
form principles they can apply 
outside. This step is what makes 
structured experiences practical



BASIC CONCEPTS

Applying - the final stage of the 
experiential learning cycle is actually 
the purpose of the structured 
experience. The central question here 
is, "Now what?" The facilitator helps 
group members apply generalizations 
to actual situations that they are 
experiencing. Ignoring such 
discussion jeopardizes the probability 
that the learning will be useful. It is 
critical that we design ways for group 
members to use what they have 
learned during the structured 
experience to plan more effective 
behavior.



CONTENT
What is to be 

delivered

PROCESS
How it is to be 

delivered

The course developer pays 
equal attention to content and 

process



When preparing our 
Participant Notes our 
focus was mainly on 
CONTENT – the skills  

and knowledge 
required by 
participants.



WHEN 
DEVELOPING THE 
FACILITATOR’S 
GUIDE OUR 
FOCUS IS ON  
PROCESS  - HOW
LEARNING
WILL OCCUR!



START WITH THE 
PARTICIPANT NOTES

INSERT INSTRUCTIONS 
TO THE FACILITATOR

‘ASK’ OR ‘TELL’

DESIGN LEARNING 
ACTIVITIES AS LISTED IN 
THE S-A-A-G



1. SESSION OVERVIEW •What the session is about.
•What will happen during the 
module
•Why the skills/knowledge are 
important for the participant to 
learn. 
•How the skills are used on the 
job.
•Making connections to other 
modules in the course.

A TEMPLATE FOR PREPARING FACILITATOR’S GUIDE



1. SESSION OVERVIEW

1. LEARNING OBJECTIVE

Ensures that all 
participants understand 
what they will be able to 
do at the end of the 
module and how 
achievement of the 
objective will be 
assessed.

A TEMPLATE FOR PREPARING FACILITATOR’S GUIDE



1. SESSION OVERVIEW

1. LEARNING OBJECTIVE
1. BASIC CONCEPTS

Provides a GLOSSARY
of terms and concepts
used during the session.

Intends to build a 
common
WORKING VOCABULARY.

A TEMPLATE FOR PREPARING FACILITATOR’S GUIDE



1. SESSION OVERVIEW
2. LEARNING OBJECTIVE
3. BASIC CONCEPTS
4. KEY TEACHING POINTS  MULTI-SENSORY.

 MAY BE ‘CREATED’ – ACTIVITY
OR EXERCISE.

 OR MAY REQUIRE 
PARTICIPANTS TO RECALL 
PREVIOUS EXPERIENCES.

 SHOULD BE 
‘POWERFUL’ENOUGH TO 
SUSTAIN MOTIVATION

A TEMPLATE FOR PREPARING FACILITATOR’S GUIDE



THE ‘EXPERIENCE’ USES MORE THAN ONE OF THE FIVE SENSES - SHOULD BE 
ACTIVE - SHOULD ENGAGE THE LEARNERS - PROVIDES THE ‘FUEL’ FOR THE 
REMAINDER OF THE LESSON.

THE ‘E-R-G-A MODEL

REFLECTION 
PROVIDES TIME AND 
MEANS FOR 
LEARNERS TO 
INDIVIDUALLY 
‘REFLECT’ ON THE 
EXPERIENCE – TO 
MAKE SENSE OF IT  -
TO FIND ‘PERSONAL 
MEANING.

USUALLY FULL-GROUP DISCUSSION - PARTICIPANTS SHARE THEIR INDIVIDUAL 
ANALYSIS OF THE EXPERIENCE WITH OTHERS - CONCLUSIONS ARE DRAWN ON 
THE BASIS OF DISCUSSION

APPLICATION 
REQUIRES 
PARTICIPANTS TO ‘DO’ 
SOMETHING WITH THE 
CONCLUSIONS –
COMPLETE A TASK, 
COMPLETE A CASE 
STUDY, APPLY THEIR 
KNOWLEDGE AND 
SKILLS .



THE ‘E-R-G-A MODEL



EACH KEY TEACHING POINT INCLUDES AN 
EXPERIENTIAL COMPONENT

KEY TEACHING POINT 1

KEY TEACHING POINT 2

KEY TEACHING POINT 3



1. SESSION OVERVIEW
2. LEARNING OBJECTIVE
3. BASIC CONCEPTS
4. KEY TEACHING 

POINTS
5. ASSESSMENT

Refers DIRECTLY to the
learning objective.

Tests to ensure that all
participants have

LEARNED

A TEMPLATE FOR PREPARING FACILITATOR’S GUIDE



1. SESSION OVERVIEW
2. LEARNING OBJECTIVE
3. BASIC CONCEPTS
4. LEARNING CYCLE
5. ASSESSMENT
6. SUMMARY 

Briefly SUMMARIZES the
KEY TEACHING POINTS
that were presented during
the module. REINFORCES 
what was learned.
Ask participants to 
Summarize.

A TEMPLATE FOR PREPARING FACILITATOR’S GUIDE



Learning Objective

As a result of this session 
you will apply the six-step 
model in developing ONE 
Facilitator’s Guide, 
incorporating instructions 
for the facilitator, lecture 
notes, questions to stimulate 
discussion, learning 
activities and assessment 
methods.







Summary

A good course designer has to provide information that 
helps move the learner toward the learning objective set 
out for the module. 

A good course designer must put himself/herself in the 
classroom and visualize how  he or she will present the 
materials. The designer will visualize the lectures, the 
discussions, what participants might say and how they will 
react, what might the facilitator say to generate and 
maintain interest, all learning activities and logistics. 
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