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Facilitator Training Template 
 

Note: One of the most critical elements of program success is having well-trained small-group 
facilitators.  For this reason we strongly suggest you conduct an in-person facilitator training*. 
Training helps ensure that they have the skills and confidence needed to make the 
GoodNewsPeople experience an enriching one for all involved. 

 Please allow 2 hours for the training meeting. 

*Consider conducting a separate full “mock session” later if you have many inexperienced facilitators. 
 

Preparation Tasks: 
 Set the Facilitator Training date and time. 

 Reserve a meeting space and put it on the parish calendar. 

 Personally invite facilitators to attend [Attachment A]. 

 Identify presenter(s) and clarify responsibilities for the meeting.  

 Provide light refreshments. 

 

Download & Copy Handouts: Download these handouts from the Training Materials tab. 

 Download the Facilitator Training Handout and Sample Session, if facilitators do not 

already have facilitator binders. 

 Make copies of the above documents for each facilitator (if needed) and the two handouts in 

this document. 

Set-Up:  
 Set up a sign-in table with name tags and markers. 

 Arrange the room for the meeting. 

 Set up laptop and test Internet connection.  

 Make coffee; set up refreshments. 

Materials Needed:  
 Name tags, markers 

 Pens 

 Laptop, LCD projector, extension cord, Internet connection 

 Link to Online Facilitator Orientation Module: 

 http://goodnewspeople-jfm.org/trainings/facilitator-orientation/story.html 

 Link to Online Lectio Divina Module 

http://goodnewspeople-jfm.org/trainings/lectio-divina/story.html 

 Copy of Facilitator Role Play – cut up the roles [Attachment D] 

 Copies of Handouts: Important Notes to Facilitators  and  

  Ten Principles for Successful Facilitation [Attachments B & C] 

 Facilitator Training Handout and Sample Facilitator Session – one copy per facilitator, 
if facilitators do not already have a facilitator binder 

http://goodnewspeople-jfm.org/trainings/facilitator-orientation/story.html
http://goodnewspeople-jfm.org/trainings/lectio-divina/story.html
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Suggested Timing: 
 

Activity Timing 

Welcome and Introductions 10 min 

Prayer 5 min 

Program Overview:  

Refer to Facilitator Training Handout or pages 3-10 of the facilitator 

binder. 

5 min 

Online Orientation Module: The Role of Facilitator  25 min 

Facilitator Training Handouts and Sample Session: 

Review Important Notes for Facilitators, Ten Principles for Successful 

Facilitation, and Sample Session or Session Two in facilitator binder. 

15 min 

 

Online Training Module: Explanation of Lectio Divina 15 min 

Role Play: The dynamics of successfully leading a small group  25 min 

Questions & Answers 15 min 

Closing Announcements and Refreshments 5 min 

Total 
120 

minutes 
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Facilitator Training Outline 

Welcome and Introductions  
 Briefly introduce the coordinator and any other additional presenters. 

 Extend a warm welcome to those gathered.   

 Give a quick overview of the training agenda.   

 Invite participants to greet and introduce themselves to each other. 
 

Prayer 

 Begin with prayer.  Use a format that is comfortable to you. 

 Take a few moments of silence for quieting or centering.  

 You may wish to use this prayer:  
 

Loving God, You have a plan for each one of us, 
You hold out to us a future full of hope. 
Give us the wisdom of your Spirit 
so that we can see the shape of your plan  
in the gifts you have given us, 
and in the circumstances of our daily lives. 
Give us the freedom of your Spirit, 
to seek you with all our hearts, 
and to choose Your Will above all else. 
We make this prayer through Christ our Lord. 
Amen. 

 

Source: (Carmelite Sisters of the Divine Heart of Jesus) 

 

Present a general description of GoodNewsPeople.  
Refer to Facilitator Training Handout OR facilitator binder- pages 3 to 10. 

 There are 14 sessions – 2 seasons of seven sessions. 

 Each session is 2 hours.  

 The Kick-off and Closing Celebration are essential events for all participants from all small 
groups to share together.  

 An Immersion Experience is designed for participants to witness faith, hope, and love in 
action happening in their own communities; this is another key element of the program.  

 Each participant needs a participant binder that includes material for each session, as well 
the pre-session readings and reflections.  

 Before each session, we ask all participants to be still with daily Scripture passages, reflect on 
readings, and respond to a journal question; these materials are vital to the program. 

 Explain additional details as you see fit. 

 Show and describe the participant binder and other materials, such as the DVD and CD. 
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Launch the online Facilitator Orientation Module.  

 This 21-minute training module walks facilitators through the main elements of the program 
and discusses their role as facilitators. The training is available any time.  It is a self-guided, 
easy-to-use, narrated module.  Access to the Internet is required to utilize it.  

 http://goodnewspeople-jfm.org/trainings/facilitator-orientation/story.html 

 

Walk through handouts:  

 Highlight the four major points in Important Notes to Facilitators.  

 Ask facilitators to break into pairs/trios to look at Ten Principles for Successful Facilitation.  

 Have pairs/trios take 2-3 minutes to discuss:  

 Are there any principles that don’t make sense to you?   

 Are there any that may present a “growing edge” for you?   

 Using the Facilitator Sample Session (handout or the Session Two pages of the facilitator 
binder), briefly review facilitator session format, pointing out participant pages and 
corresponding facilitator script. Hopefully these pages are self-explanatory.  

 

Launch the online Lectio Divina Module.  

 For those who are not familiar with lectio divina, this 10-minute training module explains and 
walks through this beautiful way of praying with Scripture that is used in each session.  

 http://goodnewspeople-jfm.org/trainings/lectio-divina/story.html 

 

Conduct the Role Play. 

 See Attachments for step-by-step directions and handout materials. 

 Debrief the experience, revisiting the Ten Principles for Successful Facilitation. 
 

Respond to questions. 
 

Closing 
 Thank people for coming.  

 Announce the Kick-off date.  

 Communicate any follow up details. 

 Serve refreshments. 
  

http://goodnewspeople-jfm.org/trainings/facilitator-orientation/story.html
http://goodnewspeople-jfm.org/trainings/lectio-divina/story.html
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Attachment A:    Sample Invitation Letter 

 
 
 
 
 
 
 
[Date]  
 
Dear [Facilitator’s name],  
 
Thank you for agreeing to serve as a facilitator for GoodNewsPeople. 
 
Whether this is your first time as a small-group facilitator or you are a seasoned leader, we are 
grateful for your commitment.  Your generosity of time and talent, along with your willingness to 
serve God and others in this capacity, are immensely appreciated!  
 
Our facilitator training session will be on [date], at [location]. The meeting will begin at [time] and 
will conclude by [time].  
 
At our training session we will cover the basics of your role as a facilitator, the structure of the 
sessions, and the dynamics of successfully leading a small group.  Our core team will also be present 
to offer some valuable information, hand out related materials, and answer any questions you might 
have.   
  
We look forward to meeting with you on [date], and if you have any questions or would like to 
speak to me prior to our training meeting, please call me at [phone number].  
 
Looking forward to sharing this journey with you,  
 
 
 
 
[Name]  
GoodNewsPeople Coordinator 
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Attachment B:   Important Notes to Facilitators 

Online Facilitator Resource Center 

The GoodNewsPeople website has a special login for the Facilitator Resource Center, which 
includes additional tips, tools, and resources for you to download and use in your role as facilitator. 
Please check it periodically throughout the program, particularly as you approach Session Seven, 
when you’ll need information about group rosters and program evaluations.  

 Web address:  http://www.goodnewspeople-jfm.org/facilitator 

Username: __facilitator_____ 

Password: ___goodnews14___ 

 

Links to Online Facilitator Orientation and Lectio Divina Modules 

After this training session, you may wish to review the facilitator orientation or lectio divina modules 
before you facilitate your first session.  You can access the modules anytime online here: 

http://goodnewspeople-jfm.org/trainings/facilitator-orientation/story.html 
 http://goodnewspeople-jfm.org/trainings/lectio-divina/story.html  

 

Flexibility with Session Timing and Structure 

Each session title page has a session box with a suggested amount of time for each core program 
component. As your group settles into the rhythms of the sessions, you may find that it makes sense 
to add a few minutes to one component and shorten another. Adjust as needed.  

While some facilitators and groups take comfort in a uniform session structure, others find the 
repetition restrictive. We offer several possibilities for varying your session structures, including 
adding supplemental elements (not meant to replace core program components; see page 9 in the 
facilitator binder) or varying the order of program components (see page 10 in the facilitator binder). 
 

A Few Words about Silence 

Silence is a rare gift in our busy world. As you facilitate a session, there are places where you are 
asked to pause and allow for silence. One of your roles is to model honoring these times of silence. 

After someone has spoken, take time to reflect without immediately filling the space with words. 
Silence gives people time to gain courage to speak their truth. It also allows the speaker to take a 
breath. Silence can be uncomfortable, but it is essential for going deeper. 

It may take some time before your group is comfortable with silence.  Allow time for this to happen 
through consistent modeling. Over the sessions, the group will grow to a level of comfort with 
silence. 

Allowing room for silence is a spiritual practice and allows each contribution to be honored and 
heard.    
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Attachment C:      Ten Principles of Successful Facilitation 

 

1. Prepare carefully in advance of each session. 

2. Honor the group guidelines. 

3. Encourage and affirm participation of all group members. 

4. Encourage dialogue by asking open-ended questions. 

5. Encourage a willingness to listen to one another with compassion and 

openness. 

6. Be mindful of group dynamics; intervene if dialogue slips into judgment or 

argument.  

7. Keep the group focused on the topic at hand. 

8. Keep the group on schedule, within reason.  

9. Allow time for silence. 

10. Participate from the heart and enjoy the journey. 
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Attachment D:   Facilitator Training Role-play 

The purpose of this role-play is to anticipate and practice scenarios that might happen in a small-
group setting. This is a learning tool for both actors and observers. Have fun during the scene; be 
gentle with actors during the debrief.  

Timing: 

Allow 25 minutes for the role-play as follows: 

 Preparation by volunteers: 2 minutes (They read over their role.) 

 Acting out the role-play:  3-5 minutes, 

 De-brief the role-play: 15-18 minutes.  De-briefing is extremely important and has 
several components: discussing  

 1) among the actors - what each actor felt (gut reactions) in his/her role as others  
  responded to him/her;  

 2) among the actors – what each actor thought (brain reactions) during the scene; and  

 3) among actors and observers - what the characters (particularly the facilitator) did  
  well or could have done better to respond to each other in a caring and  
  productive way.   

For the role play you will need: 

 6 volunteers 

 Name tags and markers 

 Character slips for each volunteer [see page 10-11 of this document] 

 

The process: 

1. Ask for 6 volunteers. Assign roles to each.  Actors should not know each other’s roles.  

2. Tell actors to choose a name (not their own) and make a name tag. 

3. Give them about 1-2 minutes to read their role and mentally prepare for it. 

4. Ask non-actors to carefully observe the dynamics of the scene, in order to discuss afterwards.    

5. Set the scene (read the context) for all observers of the role play.  

6. Run the role-play for 3-5 minutes.  

7. Debriefing: After the role-play, ask the following: 

 To actors (start with “group members, end with “facilitator”): What were your feelings during 

the scene? 

 To actors (start with “group members, end with “facilitator”): What were your thoughts 

during the scene? 

 To observers: What did the “facilitator” do well in the role play?   

 To observers: What could the “facilitator” have done differently or better? 

8. Thank actors.  Ask them to shake off their roles and take off their nametags.  
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Directions: Cut out the strips below and hand out one to each volunteer. 

 

Your Role: The Facilitator 

Context:  It is week six and the group has just finished reading the lectio divina passage, the parable of 
the Good Samaritan. It is now time for the group to share thoughts and insights from the reading. 

Background: You are about to invite the group to discuss the parable of the Good Samaritan. 
Based on previous weeks, you’re a little worried about group dynamics and truly want all participants 
to feel comfortable sharing their thoughts. You’ve noticed some imbalance in sharing and really 
want to work on making sure that everyone can speak and that members listen to each other 
respectfully, even if people have differing opinions. Your objective is to facilitate this sharing in a 
way that gets everyone involved. 

 

 

Your Role: The Quiet One 

Context:  It is week six and the group has just finished reading the lectio divina passage, the parable of 
the Good Samaritan. It is now time for the group to share thoughts and insights from the reading. 

Background: You’d like to share your thoughts about the Good Samaritan and have lots to say, but 
you are shy about sharing and you don’t want to cause discord. You remain an active listener, but 
your quiet nature prevents you from voluntarily saying anything. You wonder if the facilitator will 
notice you haven’t said a word. Only if you are directly invited to offer something might you speak. 

 

 

 
Your Role: The Talker 

Context:  It is week six and the group has just finished reading the lectio divina passage, the parable of 
the Good Samaritan. It is now time for the group to share thoughts and insights from the reading. 

Background: You are bubbly and outgoing. You love to talk, even if it means interrupting or 
cutting off others. Whenever there is an opportunity to say something about this passage, you do. 
The Good Samaritan is one of your favorite passages. You have taken several Scripture courses and 
have a lot to say. You love the reminder that all people are our neighbors; all are God’s children. It is 
a wonderful but challenging message: to love, forgive, and respect all people, even those who are 
looked down upon by society or considered “bad” because of what they’ve done. After all, who of 
us hasn’t made grand mistakes that hurt others at one time or another?  
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Your Role: The Constant Critiquer  

Context:  It is week six and the group has just finished reading the lectio divina passage, the parable of 
the Good Samaritan. It is now time for the group to share thoughts and insights from the reading. 

Background: You have the gift of being clear in your opinions. You like to make sure people know 
what you think. You tend to critique each contribution and let people know why their point of view 
is right or wrong. The idea that all people are our neighbors and we should love them is fine and 
dandy in theory, but not in the real world.  There are definitely people who you wouldn’t call 
“neighbor.”  Some people are simply bad & undeserving. You feel it is really important to voice this 
thought. Do what you must to be heard. 

 

 

Your Role: The Great Distracter  

Context:  It is week six and the group has just finished reading the lectio divina passage, the parable of 
the Good Samaritan. It is now time for the group to share thoughts and insights from the reading. 

Background: You have a hard time staying focused. You are a bit of clown and often try to get the 
rest of the group to laugh, especially if the discussion gets intense. When you offer a comment, it 
usually does not pertain to the current conversation. You are very attached to your smart phone and 
continually check it and read messages. Occasionally you offer the latest baseball score or news item 
to the group. If you get a phone call, you answer it. 

 

 

Your Role: The Controller  

Context:  It is week six and the group has just finished reading the lectio divina passage, the parable of 
the Good Samaritan. It is now time for the group to share thoughts and insights from the reading. 

Background: You wield a lot of power in the group and try to take over leadership. You don’t feel 
the facilitator is doing a good job; you could do it better. You are not afraid to criticize the process, 
the content, or the facilitator’s leadership. You are persuasive and try to win other people over to by 
saying things like, “I know everyone agrees with me when I say…”  
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