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Facilitators Manual 
 
In order for us to uniform the facilitation in Baringo and Machakos Counties the partners 
agreed to prepare a manual which would ease the facilitators work. Afterwards the 
manuals will be handed over to the schools and the teachers involved respectively. 
 
 
Facilitation: 
First of all, it is important to highlight the difference between a Teacher and a Facilitator. 
The 2 teachers at each school should know the clear differences between teaching and 
facilitation. 
 
Facilitation as a discipline is about "making something easier”,easier for some 
participants.Popularly speaking, you as a facilitator must provide and ensure the form, 
momentum, and optimal utilization of the group dynamics, so that you enable group 
participants to direct their full attention to the “content”.And if you are a skilled 
facilitator, you can release the knowledge and experience that the individual participants 
have, so that you collectively achieve the productive and innovative thinking and synergy 
that is needed to bring the right solutions and ideas to lifethe table.The promising idea 
often lies in the lack of knowledge of the participants.And it is this non-knowledge that 
you, as a facilitator, must help to release. 
 
The art of facilitation has many parallels to the world of performing arts. A director, in 
collaboration with the playwright, sets the stage (frame) in which the actors must unfold 
the script and create something new and unique in order to meet the challenge: to create 
experiences for the audience.  
 
The facilitator's role can in many ways be compared to that of the instructor. A task is set 
which requires the facilitator to create an innovative process, supported by a number of 
tools, as well as a scene (framework) in which the participants can deliver their best to 
bring knowledge into play to solve the challenge/task.  
 
Just like in the play, based on instructions, tools and a stage, the opportunity is created 
for the participants to immerse themselves in the content and together (and separately) 
contribute to the fulfillment of the purpose. In its simplicity, you as a facilitator are a 
process manager who takes responsibility for the process that your work group must go 
through in order to achieve its goal.  
 
As a facilitator, it is therefore important that you are equipped with knowledge and a 
range of techniques and tools that enable you to understand and influence the group's 
dialogue and behavior, so that it constantly focuses its energy on the goal. Through this, 
you help to release the potential of both the individual and the group. 
 
 
Active Assessment: 
The facilitators are supposed to use the method “Active Assessment”. Broadly described as 
a simple and specific participatory tool used in e.g., topics within SRHR. The use of the 
tool/approach entails the teacher asking questions in order to create awareness and the 
participants trying to find different solutions and possibilities that can fit the single 
individual – and/or the group collectively. 
 



The manual: 
In the manual we highlighted 8 methodologies which the facilitators could use during the 
facilitation: 
 

1. Anonymous Mailbox 
2. Unfinished Sentences 
3. Yes/No Questions 
4. The Hot Chair 
5. The Four Corners 
6. The Line Exercise 
7. Roleplay 
8. The Blackboard Exercise 

 
 
Anonymous Mailbox 
The mailbox is an important tool in the teaching process. It can be used as a tool to ensure 
understanding and comfort to respond and address some of the questions considered 
sensitive by the learners. 
 
Unfinished Sentences 
The facilitator has earlier written the beginnings of several sentences – both easy, 
difficult, and funny ones. The pupils sit in a circle or at their tables. The facilitator walks 
up to one pupil at a time, looks at the pupil and reads the sentence. The pupil repeats the 
sentence and ends it. The next pupil receives then the next sentence, etc. You can choose 
to take two-three rounds with different questions. 
 
Yes/No Questions 
The facilitator asks questions that can be answered with a “yes” or a “no”. The answers 
are marked by the participants, e.g., by the “yes-answerers” lifting their arms up and the 
“no-answerers” keeping their arms down and the “maybe”, “don’t know” or “sometimes” 
keeping their arms crossed. If you should wish to have more activity, you can ask all the 
“yes-answerers” to stand up, all the “no-answerers” to sit down, and so on. The last part 
of the questions should be answered with closed eyes. 
 
The Hot Chair 
Everybody sits on a chair in a circle. One of these chairs is The Hot Chair. The person 
sitting in this chair may ask questions. The Hot Chair is similar to the Yes/No Questions-
exercise but is more “physical”. One sits in a circle we all see each other and may 
sometimes touch each other. The person in The Hot Chair asks the questions. The 
participants that answer “yes” stand up and swap chairs with some of the others that also 
stood up. If you are the only one to answer “yes” and to stand up, you will sit down on 
your own chair. If you answer “no” you remain seated until a question is asked which you 
will answer “yes” to. You are solely active when you answer “yes”. 
 
The Four Corners 
The Four Corners can be used to enable the participants to become more conscious about 
their feelings and developing the ability to show opinion and inspire others. Additionally, 
the tool can help participants hear and learn from other participant’s arguments and 
experiences.  

 
Participants are shown the application of the tool by standing in the four corners with 
each corner representing a particular opinion or possible action that can be taken in a 
situation. The facilitator asks questions to the four corners.  
 



The Line Exercise 
The Line Exercise begins by putting 4 – 6 notes on the floor. On each note there is a 
number 1, 2, 3, 4, 5, 6. If the room isn’t large enough and the group isn’t big, 4 notes 
should be sufficient. If you want to make it easier for the participants, you can replace 
the numbers on the notes with a specific text about what each place represents. 
 
The group must take a stand to a question or are told where the boundaries are. 
Thereafter, each member of the group stands at the note one feels is the right one for 
one’s opinion. The leader can hereafter ask questions to single persons or to the whole 
group along the various points along the line – or choose an overall verbal ascertainment 
of how the participants are grouped. 
 
Roleplay 
As the facilitator tell the class that “we will now see which possibilities there is”. You will 
tell them that we are performing a Roleplay. Ask 3 pupils to step forward. They are then 
told about the “scene” which in most cases is a difficult but relevant situation for the 
group. The Roleplay is of course about the subject we are working on at this moment. The 
participants are told where it takes place, and which roles they each have. One, or two of 
the players will often have a free role, where they freely can decide/choose what they 
want to do in the particular situation. In this way one can explore various possibilities.  
 
The audience are informed that they have a major role and are welcome to give their 
ideas what can done in the given situation. They can, in other words, follow the play and 
see what is going on and if they feel that they would have done otherwise, they can raise 
their hand or shout “stop” if they want to go in and play spontaneously. Now the audience 
can enter the play and change roles with the players, repeat the play with another and 
different solution. The facilitator can be a sort of “joker”, asking questions and 
controlling The Roleplay: “Are there other possibilities of what can happen in reality, if 
this happens?” 
 
The Blackboard Exercise 
The participants receive each a piece of paper. The facilitator writes the headline on the 
black board or on a large sheet of paper, if it is important or interesting, that the 
“product” isn’t wiped out later. The participants write a number of 8-10 cues or sentences 
on the subject on their own paper. Later, everybody, some at a time, will write a cue on 
the board or the large piece of paper. They are then asked first to read out loud the cues 
on the board then the cues on their own paper. If they still have some cues that are not on 
the board, they have now the chance to write the rest up on the board, so everything 
comes up. The facilitator can also write something on the board which is important. The 
facilitator will then read out loud all the contributions from the board. If you so wish you 
can add some factual and relevant information. 
 
 
The 9 topics 
In the manual I highlighted the ideas to facilitation methods for each of the 9 selected 
topics. 
 

1.    Goals and dreams – Unfinished sentences, the hot chair, the line exercise 
2.    Puberty and body changes – Mailbox, the line exercise, the blackboard exercise 
3.    Relationships and friendship - Unfinished sentences, yes/no questions, the hot 
chair 
4.    Rights and responsibilities - Yes/no questions, the four corners, roleplay 
5.    Prevention of pregnancy - Mailbox, the four corners, the blackboard exercise 
6.    Gender and gender roles - Yes/no questions, the four corners, roleplay 



7.    Sexuality - Mailbox, the four corners, the line exercise 
8.    HIV/AIDS/ STI’s - Mailbox, the four corners, roleplay 
9.    Harmful practices and abuse - Mailbox, the four corners, the blackboard 
exercise 

 


