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25 Habits of the Effective Facilitator. 





Habit 1: Breathe Deeply

When we are nervous, we may 
run short of breath mid-sentence 
and find ourselves out of breath 
quickly. 

Breathing deeply allows us to 
sustain long sentences, often 
necessary in the classroom, 
without having to gasp another 
breath.




Habit 2: Relax

Tension causes our muscles to 
stiffen and pinches our vocal 
chords. Also, when we are tense 
we tend to speak too quickly.

Try some relaxation exercises or 
voice exercises to loosen your 
vocal chords and relax your 
muscles





Habit 2: Vocal Exercises




Habit 3: Articulate and Enunciate

AR-TICK-U-LATE and EE-NONE-SEE-
ATE

Avoid ‘Lazy Tongue Syndrome’

Form every letter and every word 
clearly

Move your mouth with each spoken 
word.




Habit 3: Articulate and Enunciate





Habit 4: Use Effective Eye 
Contact

Eyes reveal the full range of human 
emotion -- surprise, anger, distrust, 
joy, inquisitiveness, interest, and 
much more. 

Scan your audience regularly, 
establishing brief eye contact with 
all course participants.

Use your eyes to invite 
participation.





Habit 5: Use a Variety of Facial 
Expressions

Facial expressions convey a 
range of messages –
happiness, fear, anger, 
relief, and so on.

Become aware of your own 
facial expressions and the 
message that they send.

Use your facial expressions 
to add impact to your 
message.





Habit 6: Use Hand Gestures 
Effectively

Use hand gestures to emphasize 
key points.

A variety of gestures 
demonstrates enthusiasm 
about your topic.

Avoid gestures that take away 
from a message… clenching 
your hands, for example.

You cannot overdo hand 
gestures!




Habit 7: Move Gracefully

Use floor space effectively.

Develop a comfortable and relaxed motion

Move forward, move backward, move from side to 
side.

When a participant makes a comment BACK AWAY 
not TOWARD the speaker.

Keep your eyes on your audience AT ALL TIMES.





HABIT 8: USE ATTENTIVE 
POSTURE

WHEN SOMEONE SPEAKS…

• STAND ERECT
• FACE THE SPEAKER
• CONVEY INTEREST WITH YOUR EYES
• USE NODDING GESTURES AND VERBALCUES 

TO SHOW THAT YOU ARE LISTENING

NEVER IGNORE THE SPEAKER OR TURN YOUR 
BODY AWAY!




Habit 9: Paraphrase Frequently

Repeating back to the speaker in your own 
words.

Conveys that you have understood what is said.

Confirms that you have heard the message 
correctly.

Provides a moment to collect your own 
thoughts before responding.

Ensures that others in the room have also 
understood the message.





Habit 10: Repetition and 
Reinforcement

 Reinforce key ideas often.

 Paraphrase key ideas to deepen understanding.

 Reinforce key concepts by providing examples

 Paraphrase comments or questions raised by 
participants to reinforce

 Reinforce and repeat key points at least every 10 
minutes..




Habit 11: Define and Illustrate

Never assume that everyone 
understands words and ideas in the 
same way!

When using technical terms provide 
a definition and an example 
immediately.

Illustrate key ideas with examples 
from real life.




Habit 12: Summarize Often

Summarize key points often.

Summarize at least once every ten minutes.

Summarize the comments from participants before moving forward.

Summarize at the end of each session – OR ask a participant to 
summarize.





Habit 13: Observe and Assess 
Constantly

• Learn how to ‘read’ the emotions and feelings of the 
group.

• Adapt your own presentation according to the ‘mood’ of 
the group,

• Observe the behavior of individuals – who talks and 
who listens? who is interested and who is bored? How 
do participants interact with each other?

• Who has not had a chance to participate? Who is 
dominating?




Habit 14: Avoid Closed Questions

The purpose of asking  
questions is to stimulate 
thought and increase 
participation

Closed questions have only 
one correct answer

Yes-no questions should be 
avoided





Habit 15: Use Open-ended 
Questions

Open Questions have more than one 
possible answer.

Stimulate creative and critical thinking

Achieve a deeper understanding.

Cannot be answered with a simple ‘yes’ or 
‘no’.





Habit 16: Use ‘Feelings’ 
Questions

LEARNING INVOLVES EMOTIONS AS 
WELL AS INTELLECT.

FEELING QUESTIONS AIM AT 
ELICITING EMOTIONS THAT RELATE 
TO IDEAS AND CONCEPTS.

ASK QUESTIONS THAT REQUIRE 
INTELLECT AS WELL AS THOSE THAT 
REQUIRE EMOTIONAL RESPONSE.

“HOW DO YOU FEEL ABOUT THAT?” 
“HOW DID IT FEEL WHEN…”




Habit 17: Relay and Reflect

When someone asks a question, before 
answering it yourself, relay it to another 
participant.
“Does anyone else have any thoughts on this?”
“I’d like to know how others feel about that.”

REFLECT is when the question or comment is 
reflected directly back to the learner.
“Before I answer that question, I’d like to know what 
YOU think.”
“That’s a very good comment. Can you give any 
more information about it?”





Habit 18: Call on Participants by 
Name

Call on someone by name first, and then ask the 
question. This gives them a moment to think 
about a possible response.

Avoid the ‘gotcha’ situation where someone is 
caught off guard and is unprepared for the 
question.

Question strategies should not embarrass 
anyone.

The purpose of questioning is to obtain a 
deeper and fuller understanding





Habit 19: Use Overhead 
Questions

OVERHEAD QUESTIONS ARE NOT AIMED AT 
ANYONE SPEIFICALLY, THEY ARE POSED TO ALL 
LEARNERS

IF NO RESPONSE TO AN OVERHEAD QUESTION, 
CALL ON SOMEONE BY NAME AND REPEAT THE 
QUESTION TO ALLOW THEM TIME TO THINK.

OVERHEAD QUESTIONS CAUSE ALL 
PARTICIPANTS TO THINK ABOUT A RESPONSE 
RATHER THAN JUST ONE OR TWO.





HABIT 20: Seek More Than One 
Response

Don’t Be Satisfied with only one 
response.

Acknowledge the first response and then 
relay the question to others.

Ask: “Do others feel the same way or are 
there other opinions about that?”

Look for new or unexpected responses to 
your questions.




Habit 21: Ask… then Tell

Don’t underestimate the knowledge 
and experience of your participants.

They often already have the answers 
– but they just don’t know it yet.

Before ‘telling’… Ask.

Eg. Instead of providing reasons for 
learning a specific set of skills 
yourself, ask participants: “Why do 
you think it is important for us to 
learn this?”





Habit 22: Use Relevant 
Examples

Examples taken from real-world bring 
ideas and concepts to life!

Examples help to clarify abstract 
ideas and concepts

Share your own experience as 
example

Ask participants for examples of a key 
idea being discussed.





Habit 23: Manage the Energy 
Flow

Energy flows naturally from high to 
low. Your job is to manage that flow 
and use whatever means is 
necessary to keep your energy and 
the groups energy up.

Use energizers when energy gets 
low and sluggish.

After lunch is especially bad for 
energy. When the groups energy is 
low your energy should be high.





HABIT 24: GIVE CLEAR 
INSTRUCTIONS

EXPLAIN THE PURPOSE AND 
OBJECTIVE OF THE ACTIVITY.

READ THE INSTRUCTIONS ALOUD, 
THEN PARAPHRASE THEM ONCE 
MORE.

DESCRIBE THE PROCEDURES TO 
BE TAKEN – WHO, HOW, WHEN.

CHECK TO ENSURE 
INSTRUCTIONS ARE FULLY 
UNDERSTOOD.

MONITOR PROGRESS





HABIT 25: Be Yourself

Identify your strengths and 
your weaknesses.

Accentuate the positive and 
eliminate the negative.

Put the best ‘you’ forward
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