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Unit 1: Developing facilitation skills to lead workshops for peers



Xperiencee

Group facilitation is a set of tools, techniques and skills to

ensure the smooth running of a group, both in achieving

its objectives and realising its collective vision, and in

creating a relational climate where trust and fluid,

empathetic and honest communication reign.

What does it mean 
to facilitate?

Who is a facilitator?
A facilitator is a person who helps a group or an

organisation to work more efficiently, to collaborate and

to achieve synergy. He or she gives the necessary

guidelines through procedures and various tasks so that

the group can reach the desired solutions or goals.



What does the facilitation 
process involve?

• Increasing the effectiveness of an organisation or work team

• Strengthen group cohesion

• Balancing outcomes (what), people (who) and processes (how)

• Fostering individual and collective satisfaction

• Addressing conflict with a positive and transformative approach

• Fostering quality participation and deepening democracy

• Developing collective intelligence, wisdom and creativity

• To recognise and value existing diversity



A group is more than a collection of individuals. In order to speak of a group, we must take

into account the relationships between the people who form it, and the relationships between

each person and the group as a whole.

At least three requirements are needed for a collection of people to be considered a group:

● People regularly interact with each other and share, through these interactions,

information and resources. Through different acts of communication, they also express

opinions, desires and emotions.

● All these interactions and communicative acts are aimed at achieving objectives, more

or less shared by the members of the group and are the basis for the realisation of a

common intention that is not always explicit.

● Over time, tacit rules of conduct are created, habits and routines emerge, and certain

values and ideas are shared; in other words, a group identity is created, a field of

shared interest defined by more or less diffuse limits that determine who belongs to

the group and who does not.

To which 
groups 
does 

facilitation 
apply?



WHAT IS FACILITATION FOR?

Improving the 

quality of group 

processes

Time savings in 

terms of process 

efficiency

Conflict prevention 

and transformation

Rethinking the 

group's forms of 

organisation

Encouraging 

participation and 

engagement of 

stakeholders



The role of the facilitator

The facilitator role can be played internally (one person from the team fills this role during a session or as a permanent role in the

teamwork) or externally (by contracting the facilitation services to someone outside the organisation).

To achieve his or her objective the facilitator must:

Before the session:

● Listen to the needs and expectations of the team and together with them define an objective.

● Based on this objective and the existing cultural and structural context (space and time available, size of the group, group

culture, etc.), design the session using methodologies, tools and techniques that ensure the expression of the diversity and

wisdom of the group and a balance in participation.

During the session:

● Keep the focus on the objective.

● Promote a space of security and trust.

● Be attentive to the group subject, to reflect on what is emerging during the process (energy level of the group, tensions,

emotions) in order to bring awareness so that it can be addressed and integrated into the process.

At the end of the session:

● Ensures that the information or agreements generated are clear and shared by the people attending.



The role of the facilitator

Facilitator skills: active listening, assertive communication, emotional intelligence, flexibility, responsiveness and adaptability,

empathy, valuing diversity of criteria, leadership, decisiveness and negotiation.

Active listening: is a communication technique and skill that involves fully focusing on, understanding, and engaging with the

speaker during a conversation. It goes beyond simply hearing the words being spoken; active listening requires the listener to pay

close attention to both the verbal and nonverbal cues of the speaker, such as tone of voice, body language, and facial expressions.

Assertive communication: is a style of interpersonal communication in which individuals express their thoughts, needs, and

feelings honestly and confidently while respecting the rights and opinions of others. It involves clear and direct expression without

aggression or passivity, promoting open and respectful dialogue.

Emotional intelligence: is the ability to recognise, understand, manage, and effectively use one's own emotions and those of others

to navigate social interactions, build relationships, and make sound decisions.

Empathy: is the capacity to understand and share the feelings, perspectives, or experiences of another person, demonstrating

compassion and emotional connection.

Leadership: is the ability to guide, influence, and inspire a group of individuals or an organisation toward achieving common goals

or objectives.



Unit 2: Conflict Management



Conflict management is a process of identifying, addressing, and

resolving conflicts or disputes that arise between individuals or groups

in a constructive and productive manner. It involves strategies and

techniques to mitigate disagreements, find mutually acceptable

solutions, and promote understanding and cooperation among the

parties involved. Effective conflict management can prevent conflicts

from escalating and can lead to improved relationships and outcomes.

Definition



Communication: Open, honest, and respectful communication is essential. Parties involved in the conflict should express their thoughts, feelings, and 

perspectives clearly and actively listen to one another.

Empathy: Understanding and acknowledging the emotions and viewpoints of all parties can help build empathy and trust. It's important to see the situation from 

the other person's perspective.

Active Listening: Actively listening to the concerns and needs of others can help identify the root causes of conflict and facilitate resolution. This includes 

paraphrasing, asking clarifying questions, and providing feedback.

Collaboration: Encouraging a cooperative approach where all parties work together to find mutually beneficial solutions is often more effective than a competitive 

or win-lose mindset.

Conflict Resolution Skills: Developing and applying conflict resolution skills, such as negotiation, compromise, and problem-solving, can help parties reach 

agreements that address their underlying needs and interests.

Effective conflict management involves several 
key characteristics and strategies



Neutral Mediation: In some cases, involving a neutral third party, such as a mediator or arbitrator, can help facilitate communication and guide the conflict 

resolution process.

Conflict Resolution Strategies: Familiarity with various conflict resolution strategies, such as compromising, accommodating, collaborating, avoiding, or 

competing, allows for the selection of the most appropriate approach for each situation.

Emotional Regulation: Managing one's own emotions and helping others manage theirs is crucial. Emotions can often escalate conflicts, so remaining calm and 

composed can be a powerful tool.

Flexibility: Being open to adapting and modifying one's position or solution based on new information or changing circumstances can lead to more successful 

conflict resolution.

Establishing Clear Agreements: Once a resolution is reached, it's essential to document and establish clear agreements or action plans to ensure that all parties 

follow through with their commitments.

Feedback and Follow-Up: Regularly reviewing the progress and effectiveness of conflict resolution measures and providing feedback can help prevent future 

conflicts and improve the process.

Conflict Prevention: Identifying potential sources of conflict and taking proactive steps to prevent them can be just as important as resolving existing conflicts.



IDENTIFY THE PROBLEM: What is the problem? The first thing is to clarify what the problem is, make it concrete and ground it in 

reality and how this problem affects us or how it affects others.

LOOK FOR SOLUTIONS: What are the possible solutions? What can be done about the situation? We will look for realistic solutions 

that we can apply in the short term, although we can also look at long-term solutions if necessary.

EVALUATE SOLUTIONS: Which solutions are the best? Of all the ideas you have come up with, which do you think are the best? It is 

important to be honest and see which ideas are impossible to do.

DECISION MAKING: Which solution do we choose? After having analysed the possible solutions, choose one, the one you think is 

best. 

IMPLEMENT DECISION: Put it into practice. Have you already made your decision? Then let's get on with it.

EVALUATE DECISION: Did it work? If you are happy with the result, great! If not... then think of another possible solution. I'm sure it 

has helped you to learn.

What can be done to 
resolve conflicts?



Unit 3: Leading collective projects and promoting teamwork



What Are Collective Projects?
Collective Projects are projects that require the combined effort, skills, and contributions of multiple individuals working together toward a common goal or objective.

These projects involve the pooling of resources, knowledge, and expertise from various team members to achieve a desired outcome. Collective projects can take

many forms and occur in various settings, including academic, professional, and personal contexts.

Key characteristics of collective projects include

● Shared goal: they have a clear and common goal that all team members work towards. This goal serves as the primary purpose of the project and guides the

team's efforts.

● Interdependence: Team members depend on each other to complete tasks and achieve project goals.

● Diversity of skills and perspectives: Team members often bring different skills, experiences and perspectives to the project, which can enhance problem-solving

and creativity.

● Division of labour: Tasks and responsibilities are divided among team members based on their expertise and experience. Each member contributes to the

project in their assigned area of expertise or role.

● Communication: Effective communication is essential in collective projects to ensure that team members are aligned, informed and able to address challenges

or changes as they arise.

● Shared responsibility: Team members are collectively responsible for the success of the project. This shared responsibility fosters a sense of ownership and

commitment to achieving project goals.

● Mutual support: Team members offer support and assistance, while helping each other to overcome obstacles and challenges that may arise during the project.



Benefits 
of 

Leading 
Collective 
Projects

Leading collective projects offers several benefits for both the team leader and the

team members, as well as for the organisation or group involved. Here are some of

the key advantages:

1. Leveraging Diverse Skills and Expertise

2. Enhanced Problem Solving

3. Improved Efficiency

4. Shared Accountability

5. Increased Learning Opportunities

6. Better Risk Management

7. Boosted Creativity and Innovation

8. Enhanced Communication Skills

9. Flexibility and Adaptability

10. Motivation

11. Better Decision-Making

12. Increased Productivity

13. Resource Optimisation

14. Networking Opportunities



Definition of teamwork

Teamwork refers to the collaborative effort of a group of individuals

who work together cohesively and synergistically to achieve a common

goal or objective. It involves the coordination of individual skills,

knowledge, and efforts to accomplish tasks and projects more

effectively and efficiently than would be possible for each person

working alone.

Key characteristics
Shared Goal: Team members share a common purpose or objective that serves as the

focus of their collective efforts.

Collaboration: Teamwork requires active collaboration and cooperation among members,

with each person contributing their skills and expertise.

Communication: Effective communication is essential within a team to ensure that

members are aligned, informed, and able to coordinate their actions.

Interdependence: Team members rely on each other's contributions and are mutually

accountable for the team's success.

Diversity: Teams often benefit from diverse perspectives, experiences, and skills, which

can lead to more innovative solutions and better decision-making.

Roles and Responsibilities: Team members have specific roles and responsibilities based

on their skills and expertise, which contribute to the overall success of the team.

Mutual Support: Team members provide support and assistance to each other, helping to

overcome obstacles and challenges.

Decision-Making: Teams make decisions collectively, often through a consensus-building

process, to ensure that all perspectives are considered.

Efficiency: Teamwork can lead to greater efficiency in completing tasks and achieving

objectives, as the workload is distributed among multiple members.

Accountability: Team members share accountability for both the successes and

challenges encountered during the project or task.



How to manage project teams effectively

You need to motivate your team to achieve continuous improvement. Managers who lead their teams by example and groom

future leaders have a history of delivering excellent results in the industry. We’ll take a detailed look at the 10 most effective

strategies you can use to manage your team and be a project management expert. The strategies are:

- Ensure balance within the team

- Ensure visibility and transparency

- Ensure effective communication within the team

- Foster a culture of collaboration

- Value each suggestion and discuss progress with your team

- Establish success metrics and reward excelling members

- Delegate tasks to groom future leaders

- Manage internal conflicts

- Use all available resources at your disposal to facilitate teamwork

- Take part in regular team-building activities and celebrations



Have you ever wondered why organisations spend so much time optimising their recruitment processes? Choosing the right

people for the job represents almost half of the effort you will have to put in. When selecting team members for a specific

project, it is essential to ensure that their technical competence and personality are in line with the project requirements.

Members who are too competent but cannot work as a team are likely to slow you down. Similarly, those who possess only

interpersonal skills will not be able to bring value to the team. When building a team, it is crucial to look for the right project

management skills, and finding the right balance is key.

Ensure visibility and transparency
What most betrays ineffective leaders is their tendency to keep information on a need-to-know basis. It's a leadership trait so

toxic it has a name: mushroom management. With transparency in your projects, you can make the most of each member's

skills, improve internal accountability, monitor progress and do much more.

You can also effectively improve your team's communication and collaboration through transparency. We will discuss this in

more detail in the following sections.

Ensure balance within the team



Ensure effective communication within the team
Communication is the key to effective management in any environment. In the case of project teams, you have to state

the objectives of the project and align everyone's interests to get them involved.

Another advantage of open communication is that you can be aware of risks before they become a threat to your

project. When your team members share their concerns and challenges in project management, you can use that

information to proactively respond to project risks.

Foster a culture of collaboration
Most of the strategies we are discussing here go hand-in-hand. For example; without transparency, you can’t have a

model of effective communication and without communication, you can’t encourage collaboration. The whole process

is an interconnected cycle.

A collaborative atmosphere is important for the development and function of your team. No one should feel reluctant to

discuss the issues they face while completing their assigned tasks. Project collaboration tools can help you have virtual

conversations and include everyone in the discussion which can go a long way in creating a thriving environment.



Value everyone’s suggestion and discuss progress with your team
No one can have all the ideas and it’s better to practice discussing your approach with your team to build more trust

with them. Discussion encourages ingenuity and promotes innovation. Both of these are important to optimise your

processes and improve the overall performance of your team.

Ideas can come from anyone irrespective of their position. That’s why Agile focuses on creating a culture of respect

where everyone gets a chance to be involved. It’s your job as a leader to satisfy the doubts of your members and

consider their ideas if they have some potential.

Establish success metrics and reward excelling members
A lack of healthy competition and a weak reward system can stop further growth and reduce the interest of the team.

You need to create a reward system to appreciate members who are making good progress.



Delegate tasks to groom future leaders
Your project team members will one day become leaders themselves and you must make sure that they have some leadership 

experience. To do that, you’ll have to trust their judgment and give them some freedom to mix things up.

Delegating tasks helps you become a better manager as well. If you are always busy micromanaging the smallest of things, you’ll 

be unable to focus on the bigger picture and to come up with an efficient way of completing the tasks at hand.

Manage internal conflicts
When multiple personalities work together, conflict becomes inevitable, especially in newly formed teams. You can either deal

with it efficiently or fan the flames further. The first rule you must follow is to never take sides and compromise your objectivity.

Secondly, plan your response according to the nature of the situation.

If the conflict is about the approach you should take or any other professional matter, remind everyone of the true objective, and

contain the situation. However, if the conflict is personal, try to give some space to team members. You must encourage them to

work things out as amicably as possible.



Be receptive to feedback
Just like you ask your customers for feedback, you should also get feedback from your project team to improve your leadership

style. While leadership is somewhat of a natural skill, it’s important for you to further hone it and customise it according to your 

team’s personality traits.

Some members of your project team might excel when they are free to add their style while some members perform better with a 

little oversight. You can find out more about your team’s preference after spending time with them. Some leaders keep a 

suggestion box or rely on periodic forms to learn more about their teams and change their style if needed.

Take part in regular team-building activities and celebrations
It’s important to celebrate important milestones and achievements with your project team. You must take an active part in the

celebrations. Celebrating important achievements motivates team members to perform better in the future. You’ll also build a

bond with your team members on a personal level and make them feel valued which has a positive influence on their

performance.



Unit 4: Referral processes to connect young people with 
appropriate service providers



Referral processes are a key part of 

connecting young people with appropriate 

service providers, as they facilitate access 

to specific resources and supports that 

can be of great help for their personal, 

educational or professional development.



1.  Identification of needs

2.  Information gathering

3.  Initial referral

Referral processes usually involve a series 
of steps:

4.  Coordination and follow-up

5.  Ongoing evaluation



Identification of needs
Understanding the individual needs of each young person is fundamental to the referral process, as it allows for the identification of the specific

challenges faced by each person, and thus enables them to be connected to the appropriate services and resources. Assessments can cover

several aspects:

- Educational assessments: These assessments help to understand the young person's current educational level and identify possible learning

difficulties or additional academic support needs. They may include academic placement tests, assessments of specific skills or

identification of areas where educational reinforcement is needed.

- Skills assessments: Assessing the young person's skills, both academic and non-academic, is crucial. This can range from technical or

vocational skills to interpersonal, communication and problem-solving skills. These assessments help determine in which areas the young

person may need development or support.

- Employment assessments: These assessments focus on identifying the young person's job skills, as well as their interests and career goals.

This includes assessing previous work experience, specific technical knowledge, teamwork skills and job adaptability.

- Mental health assessments: Understanding a young person's mental health status is crucial to their overall well-being. Assessments can

detect potential problems such as anxiety, depression, post-traumatic stress disorder or other mental disorders. These assessments can be

carried out by mental health professionals and are essential to provide the necessary support if required.



Information gathering
When gathering information about available services and providers, it is essential to consider a wide range of resources that may be beneficial to

young people in different aspects of their lives. Below are detailed types of providers and services that might be considered:

- Non-profit organisations: These entities often focus on specific areas such as social work, education, mental health, community

development, mentoring, and support for at-risk youth, among others. These organisations are committed to the well-being and development

of young people and often offer free or low-cost services.

- Government agencies: Local, regional or national governments often have programmes aimed at young people. These programmes can

range from employment and training services to social assistance, educational scholarships, counselling, access to health care, and housing

programmes, among others.

- Educational institutions: Colleges, universities, technical schools and vocational training centres can provide educational programmes,

scholarships, academic guidance, vocational counselling, job training and access to specialised educational resources.

- Job training programmes: These programmes are designed to develop specific job skills. They may include technology training, office skills,

technical skills, soft skills training (communication, teamwork, leadership), internships and apprenticeship programmes.

- Health and wellness services: Hospitals, mental health clinics, community health centres and organisations specialising in psychological

wellness services offer medical support, therapeutic counselling, psychological care, access to mental health resources and prevention

programmes.

- Recreational and cultural programmes: These programmes provide a space for personal and social growth. They may include youth clubs,

recreation centres, sports activities, arts and cultural workshops, and community events, among others.



Initial referral
After identifying the specific needs of each young person, initial referral is a critical step in the process of connecting them with appropriate service

providers. This stage involves several aspects that are worth expanding on:

• Accurate selection of providers: service providers are carefully chosen based on the identified needs of the young person. This involves

considering aspects such as provider specialisation, geographical proximity, accessibility of services, quality of care offered and expertise in

the required area.

• Creation of a personalised referral plan: A detailed plan is developed outlining the recommended services and the process for accessing

them. This plan may include identification of the specific services to which the young person will be referred, relevant contacts at each

provider, procedures for accessing those services and timeframes for making the referral.

• Communication and coordination: Effective communication is established between the various service providers and referrers. This ensures

that young people are referred efficiently and that providers are informed about the particular needs of each young person.

• Follow-up of the referral: Close follow-up is undertaken to ensure that the referral is completed appropriately and in a timely manner. This

involves verifying that the young person has accessed the recommended services, assessing the young person's satisfaction with the

services received and being aware of any additional needs that may arise.

• Support during the referral process: It is crucial to provide ongoing support to the young person throughout the referral process. This may

include assistance in preparing necessary documents, emotional support during the transition to new services and resolving any issues that

may arise during the process of accessing services.



Coordination and follow-up
Effective coordination between service providers is essential to provide comprehensive and continuous support to referred young people. This

coordination goes beyond simple referral and requires close follow-up and fluid communication between the different providers involved. More on

this process is detailed here:

• Inter-provider communication: A strong communication channel is established between the service providers involved in the young person's

care. This includes exchanging relevant information, sharing updates on the young person's progress, coordinating care plans and aligning

strategies to address specific identified needs.

• Coordination of services: Providers collaborate to ensure that different aspects of the young person's needs are being addressed in an

integrated manner and without gaps in care. This may involve scheduling appointments, aligning complementary treatments or services, and

ensuring that there is no duplication or conflict in care.

• Ongoing monitoring: Ongoing monitoring of the young person's progress in referred services is carried out. This involves not only verifying

that services are being provided but also assessing the effectiveness of those services against established goals. Adjustments are made if

necessary to ensure that the young person's changing needs are adequately addressed.

• Evaluation and feedback: Regular evaluations are conducted to measure the impact of the services received by the young person. In

addition, feedback is gathered from both the young person and providers to identify areas for improvement in care, ensuring a more youth-

centred approach tailored to the specific needs of the young person.

• Support and guidance to the young person: Ongoing support is provided to the young person, not only in terms of access to services but

also by providing guidance and facilitating their active participation in their own care process. Autonomy is promoted and resources are

offered to strengthen their self-regulation and decision-making skills.



Ongoing evaluation
Periodic evaluations are an essential component in monitoring the progress of young people and assessing the effectiveness of the services

received. These evaluations go beyond simple reviews and cover various aspects that can be scaled up:

• Multidimensional evaluations: evaluations are not limited only to specific aspects but consider a holistic approach. Key areas such as

academic development, mental health, social skills, emotional well-being, progress in work skills or any other area identified as relevant to

the young person's personal growth and improvement are addressed.

• Measurement and monitoring tools: A variety of measurement and monitoring tools are employed, which may include questionnaires,

structured interviews, specific skills tests, and academic or job performance analysis, among others. These tools provide concrete data to

assess progress and adjust plans as needed.

• Youth Involvement: The active participation of young people in the assessment process is encouraged. Their opinions, perceptions and

goals are considered to better understand their progress and their perception of the effectiveness of the services received. This strengthens

their sense of responsibility and empowerment in their own development process.

• Review and adjustment of plans: Based on the results of the assessments, adjustments are made to support plans. These adjustments may

include modifications to current services, the introduction of new interventions, changes to established goals or even the identification of

new needs that require additional referrals.

• Communication and feedback: A constant flow of communication is established between service providers, the young person and, where

appropriate, their support network (family members, mentors, etc.). Feedback received is used to improve the quality of services and ensure

that the young person's changing needs are met.

• Documentation and recording: A detailed record is kept of the results of assessments and changes implemented in support plans. This

documentation serves as a basis for ongoing monitoring and as a reference for future assessments and decisions.



Reference links
• 10 Dynamic Strategies of Managing a Project Team (kissflow.com)

• ¿Qué es la facilitación? Definición y principios | SessionLab

• Groundbreaking Book: The Art of Leading Collectively › Collective Leadership Institute

• Qué es la facilitación - IIFACe

https://kissflow.com/project/project-team-management/
https://www.sessionlab.com/es/blog/que-es-la-facilitacion-definicion-y-principios/
https://www.collectiveleadership.de/blog/article/the-art-of-leading-collectively/
https://iiface.org/que-es-la-facilitacion/


Thank You
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