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	RLI NZ & PACIFIC ISLANDS FACILITATOR TRAINING, Queenstown October 10/11 2020
	Notes/Timing

	www.rlifiles.com SLIDES FOR FACULTY ORIENTATION SESSIONS NOTES 

WELCOME to 12th annual RLI Facilitators’ development seminar since 2008 – Ingrid
If past experience predicts the future, we are all in for a terrific Rotary experience this weekend – it’s up to all of us to make it fun & memorable. 

You inspirational leaders were selected to be here. 

Thanks PDG Trish Boyle for District 9980 arrangements and to Queenstown Inner Wheel for catering.
Through RLI we are Connecting the World, and Opening Opportunities, to make a real difference!  

Use of Photos

DISTRICT WELCOME –DGN Nick Wood 9980
Health and Safety – emergency exits and toilets, break times
Use of technology – feel free to use for photos, research, but keep phone calls for breaks.
We will look at using online media for learning experiences.

Self-Introductions – Beryl, Trish, Ingrid, and all participants 

· Colored spots on labels - 
· Find out about your neighbour & introduce them to the group  - name, Rotary club, years in Rotary, current/next Rotary role and something others won’t know about you, Introduce your partner so keep your introduction brief! (there’s only time for half a minute each) 

· Why do self-introductions?  Gauge level of knowledge in the group from their years in Rotary and professions

Leadership Turnover Case Study to set the scene – Ingrid
· Rotary International has 34,000 new Presidents, every year 530+ new DGs and ½ new Board of Directors, so massive change of leadership each year.  The solution is best Rotary leadership education possible
History and Background of RLI - Beryl
RLI is a multi-district, grassroots leadership development programme that strengthens Rotary club (and district) leadership through quality education in both leadership skills and Rotary knowledge. 

It is not an official program of Rotary International, so not under its control. 

RLI has grown exponentially since PRID Dave Linett started RLI in 1992, & all RLI activities conducted at no cost to RI, at great benefit to clubs & districts worldwide 

RLI NZ and Pacific Islands Division was launched by Beryl Robinson in 2008 

Ingrid succeeded Beryl as RLI NZ and Pacific Islands Chair from 1 July 2019 

2013 COUNCIL OF LEGISLATION adopted RLI resolution 13-168: 

That RI Board consider designating RLI as an affiliate [organisation] of RI - [Rotary Fellowships are the only unofficial affiliates], 

or as a structured programme of RI [operated independently by districts - like Interact, Rotaract & Youth Exchange are], 

RLI FOLDERS AND WEBSITES x 3 in welcome letter: 

www.rotaryoceania.zone/SitePage/rotary-leadership-institute.org 

www.rotaryleadershipinstitute.org 

The RLI course is divided into Parts 1, 2 & 3 which are usually taken in that order 

The whole course is on www.rlifiles.com (including Facilitator/Faculty & participant course guides, and additional resources) 

Plus RLI Graduate one-day seminar 

Introduction to Learning – Ingrid
The Programme and Plan of weekend
· You all have the agenda in front of you. It has been timed to cover all the material, so where possible we will endeavour to keep to time

· Today the programme is divided into different parts. The teaching of techniques is interspersed with the opportunity to become familiar with the material in the modules and abbreviated practice modules, which we will deliver to you

· Tomorrow you will all be asked to facilitate an abbreviated practice module from one of the parts. Be aware of this as you become familiar with the modules during the day. You will be able to choose a section from whatever RLI module you want.  You may also choose to deliver the module as if you were doing it online.
· It is intended we finish about 5.15pm today. From here we will go to ………………….. for drinks & dinner 
The expected Outcomes of the weekend are:

· All facilitators will have techniques that can be used to enable learning, face to face and online
· Each facilitator will feel comfortable with any group or topic
· Each facilitator will have the means to enhance their work with the RLI
· Each facilitator will have considered ways of delivering RLI online
All material shown over the weekend will be available to all attendees.
Facilitating Techniques
Working with Adult Learners –Trish
ASK – what do you think are the core skills required of the facilitator when working with adult learners?
Skills required:

· Listening. The facilitator should be able to listen actively in order to hear what every attendee is saying.

· Questioning. The facilitator should be skilled at asking questions. The facilitator should skilfully phrase the questions and reword as necessary to get maximum involvement.

· Sharing. The facilitator should create a safe atmosphere in which participants are willing to share their feelings and opinions.

· Problem Solving. When presented with a problem, the facilitator should help the group identify a solution, rather than focus on the negative.

· Managing Conflict. Recognize that participants will have diverse backgrounds and opinions. Conflict among attendees should not be suppressed. Instead, it should be expected and dealt with constructively.

· Using a participative style. The facilitator should be able to encourage all participants to participate in the discussion.

· Accepting others. The facilitator should maintain an open mind and remain neutral, not criticizing others’ ideas & suggestions

· Empathizing. The facilitator should be able to consider the issue from a variety of perspectives.

· Leading. The facilitator must be able to keep the group focused and the discussion on target.

· Time Management. The facilitator must ensure all material is equitably covered in the time allotted for the session.
Characteristics of Adult Learners

It is important for facilitators to know how people learn and that adults learn differently than children. 

Learning involves:

· Taking in information

· Processing information

· Gaining understanding or insight

· Applying what has been learned
Important considerations when working with adult learners

· Adult learners are usually self-directed.

· The trainer functions as a facilitator rather than an academic instructor – look at the Learning Pyramid – what does that tell you about the balance of approaches to take?
· Learners have individual needs and learning styles – visual, auditory, kinaesthetic
· And did you know?? Extraverts speak to think / Introverts think before they speak – the facilitator needs to make sure both styles have the opportunity to contribute 
· Learners’ past experiences are useful in the learning process.

· Learning activities should have some relevance to the learners’ circumstances.

· The environment must be conducive to learning.

Preparation and Planning- Beryl 
Note :  This part is focused on face to face learning
Key Responsibilities:
· Introduce and present the purpose of the session
· Give everyone an opportunity to participate
· Keep the objectives clearly defined and followed by the group
· Summarize the discussion
In Advance
· Prepare tent cards/process for online learning
· Know what points you are trying to bring out!
· Develop your questions to stimulate discussion
· Determine the pace of your program!
Things you should have – “just in case”
· Clock or phone with stop watch
· Whiteboard markers – different colours
· Extra copies of handouts
Learning Day
· Be there/prepared early to set up
· Arrange seating – U shaped
· Check all equipment works
· Put introductory slide on screen
· Be prepared for unexpected eventualities – power goes off, next presenter is late
When Presenting

· Be focused
· Be positive
· Script your remarks
· Be brief to allow for group input and questions, don’t answer questions unless necessary
· ASK – so how do you know when to give information?
· Focus on main points you wish to make
· Remember, you  don't have  time to cover everything!
How to use a Scribe
· Ask someone ahead of time, if possible
· Clarify what is said and then make sure the scribe writes just that
· 3 finger high writing
· Let the scribe know that they are welcome to participate in the discussion
· Be sure to say “thank you" when the exercise is done
· Encourage photo taking at the end

Facilitating On line Learning - Ingrid
Preparation

· Plan to break the learning into chunks, 2 hours max
· Plan a wide range of activities
· Plan for use of breakout rooms and whiteboard
· Allocate roles

· Consider what you will record, get permission

· Practice beforehand
Facilitation

· Get IT support set up and test early on the day
· Confirm zoom etiquette

· Keep to time
· Handle technology and questions/chat separately from presenter
· Have an observer watching participants to monitor engagement

Part 1 Modules – Beryl
· My Leadership In Rotary
· My Rotary World
· Ethics and Vocational Service
· Foundation 1: Our Foundation
· Engaging Members
· Creating Service Projects
Demonstration Module – Beryl 
Part 1 – Creating Service Projects (15 minutes) – P34-38– new RI Strategic Plan from 1 July 2019 included in folders
· Session goals – P34 

· Develop a business plan for a new service project - Facilitation technique = Breakout groups 
· Group 1 = for school children; 2 = for elderly; 3 = for environment 

· Decide on your new project (4 mins) 

· Consider first 4 service project questions – P37 (6 mins) 

· One group share with entire class (3 mins) 

· How did you go?

· Questions?

Lunch  12.45  – 1.15pm
Facilitating Techniques – Trish
Welcome back after lunch- any questions before we go on?

Write on flip chart

ASK - Why Question ?

Discuss

Why Question? Ask attendees ……..?  Note – questioning is really important for your practice facilitation
· What is an open ended question? – give us an example (eg 1 what is an open ended question? eg 2 what does that mean?) 

– when used? - to get discussion underway

· Closed ended questions? - fact questions with a right or wrong answers, or yes/no answers (eg who was the founder of Rotary? - Paul Harris) 

– when used? - to get specific information to find facts, for hand wavers who always know answers, & summarise discussion  

Then show slide 17
· Broaden participation

· Encourage sharing

· Call attention to points that have not been considered

· Use conflict constructively

· Test the strength of a decision

· Close the discussion

· Call attention to the source of information

Types of Questions – (Use support material as reference)
· Open-ended Questions

· Closed-ended Questions

· Overhead Questions

· Relay Questions

· Directed Questions

· Reverse Questions

· Redirected Questions

· Directive open-ended Questions
Use of Questions – use these notes as a resource for discussion above
· Overhead questions? – general questions to whole group (eg what is the standard of language that should be used at our club?) 

· Directed questions? (eg. Cathy, what is a directed question?)

· Reverse questions? – back to questioner to ask their answer (eg Peter, can you answer your own question?) 

don’t answer it – instead ask what does the group think? (eg what do you all think about women in Rotary?, then what does the Facilitator think?

· Relay questions? - have more than one answer – pass it on and ask around the room (eg that’s a good question – Richard do you know the answer?)     

· Redirected questions? – include those who haven’t contributed (eg what does Helen think about the last comment? Simon have you got anything to add?)  
Handling Questions
· Listen to the entire question
· Show that you are listening
· Repeat the question or paraphrase it back to participant
· Avoid answering the questions yourself
· Ensure that the question is answered
· Use of a "parking lot“
NO response to questions – ASK - How to handle that? 

· Have patience and give them time to answer, and if necessary rephrase the question – ask, have I got that right? – if not, please tell me more - then, Susan can you help? 

· We need more energy – let’s stand up, find a new partner and talk about the question (or finish 5 minutes early) 

Active Listening Techniques – note – we assume most of you are already somewhat familiar with these
· Clarifying
· Acknowledging
· Supporting
· Enhancing
· Problem solving
Connecting with the Group

Establishing rapport with your group is critical in engaging them with you and the topic

ASK

· What is rapport? Answer = relationship, bond, link, connection, empathy, fellowship, understanding (in Thesaurus)
· How do you build rapport?

· How do you fall out of rapport?

· How do you know if you are out of rapport with a person?

Part 2 Modules – Trish 
· Rotary Opportunities
· Effective Leadership Strategies
· Attracting Members
· Club Communication
· Team Building
· Foundation 2: Targeted Service
Part 2 – Foundation 2 : Targeted Service  -Trish – 15 minutes
P 39-43 Skim read material in manual - Session Goals; Materials; Session Topics (questions) (4 mins)
Facilitation Technique – Think, Pair, Share
Individually 
· Choose an aspect of The Rotary Foundation from the material you have read

· You have 140 characters to tell someone about The Rotary Foundation
· What would your tweet be? – Record on post it notes (4mins)
Now share your thinking and tweet/message  with a partner 3 mins)
Choose 4 pairs to share their tweets/message (4mins)
Facilitating Techniques  - Ingrid 
Managing Discussions

Facilitating a discussion can be inspiring and just as educational for you as for the participants. You may also encounter some challenges that are common in your role. The following suggestions are techniques for managing your discussions.
Neighbour Discussion

Behaviour - A member starts a quiet discussion with a neighbour while the training leader is facilitating discussion among the rest of the group.

Possible Solutions
· Walk near the talking participants.

· Use silence and look at the participant to get his/her attention.

· Gently ask if they need help or have a question for the group.

· Some people are shy about sharing a comment with the entire group unless they are called upon. 

· If the person is still not responsive, you may approach him/her after the session to ask that they be considerate of neighbours who may wish to participate in the discussion.

One participant dominates discussion

Behaviour - Each time the training leader asks a question, one attendee is always the first to answer

and gives his/her answer in a way that makes it appear as though his/her club/District is superior

to others 

Possible Solutions
· Use a directed question (rather than an overhead question) to ask another attendee to answer the next question.

· Thank the governor-elect who is monopolizing the conversation and say “Let’s hear from some others who have not participated yet.”

Losing control of the discussion

Behaviour - An attendee volunteers to answer a question and then takes control of the discussion as though he/she is now instructing everyone in the room.

Possible Solutions
· Before you call on individuals to answer a question, “queue” them in advance by saying “Let’s hear from <NAME>, then <NAME>, and then <NAME>.” That way the speaker knows two people are waiting their turn to speak.

· Walk near the talking participant, effectively blocking the attendee’s  view of his/her audience.

Disagreeing with a participant’s response

Behavior - A participant challenges the answer that was provided by a colleague.

Possible Solutions
· If it is a matter of fact, ask the group if anyone has expert knowledge of the subject.

· If it is a matter of opinion, recognize that opinions may vary and practices around the country are different.

One participant loses interest

Behaviour - One participant is visibly uninterested in the discussion (i.e. flips through the workbook,

rummages in his/her bag, reorganizes materials, etc.).

Possible Solutions
· Walk near the participant.

· Try to make eye contact with the participant to encourage him/her to reply to a discussion question.

· If using a flip chart, ask the participant to help and be the recorder.

· During a small group exercise or after the session, talk to the participant privately to see if something is wrong 
Disruptive Technology

Behaviour - Many of the participants are using phones or tablets to take notes but one participant has stopped participating in the conversation and is focused on their mobile device.

Possible Solutions
· Remind the entire group that the mobile devices are permitted in the discussion rooms to aid in learning, but personal business should be done during breaks.

· Try to make eye contact with the attendee to encourage him/her to reply to a discussion question.

· Engage the participants in an activity (such as a pair-up) to refocus the attention of the entire group.
Questions and answers off the topic - Beryl
Behaviour - A participant provides answers that do not pertain to the topic at hand.

Possible Solutions
· Offer to place the question/issue on a flip chart so that it can be addressed during the open forum.

· Add question to the “questions for later” flip chart for review later in the session.

Continuing to pursue an issue

Behaviour - A participant continues to pursue an issue when you need to continue to another topic.

Possible Solutions
· If the group is interested in the discussion and if you have sufficient time, it is okay to continue the discussion.

· After a point, offer to post the issue on the “questions for later” flip chart so that it can be addressed at the end of the session, as time permits.

Interruptions to the discussion

Behaviour - One participant continually interrupts other participants who are speaking.

Possible Solutions
· Walk near the talking participant, effectively blocking the participant ‘s view of his/her audience.

· Say "Excuse me. Before you continue, may I ask <NAME> to finish with his/her point?"

· Say “Thank you, you’ve made a number of points. May we hear now from some who have not expressed an opinion?"

Too much participation

Behaviour - Several participants are speaking at the same time, making it difficult to follow the conversation, or for the conversation to move on.

Possible Solutions
· Some cross talk is good; it shows enthusiasm and interest in the subject.

· If it gets too loud or seems to only involve a few participants, walk towards participants to block the cross talk with your body.

· Say "Excuse me. Before you continue, may I ask if anyone has a comment on the point you have just made?"

· “Let’s all benefit from our discussions by having one person speak at a time.”
Any questions?

Facilitating Techniques - Trish
Nonverbal Commmunication
Dr. Albert Mehrabian, who spent a career in nonverbal research, wrote that seven percent (7%) of one’s perceived attitude is conveyed verbally and ninety-three percent (93%) nonverbally. Of the ninety-three percent, thirty-eight percent (38%) was attributed to vocal cues and fifty-five percent (55%) to facial cues.

There are several categories of nonverbal languages.

Body movement and use of space. 

Some movements can distract participants. Examples of distracting movements include playing with jewellery, paper or a pen, continually adjusting glasses, touching hair, or leaning against a wall for support. If using a flip chart, do not turn your back to participants. When referring to a visual, do so at a 45-degree angle. As the space between the message sender and the receiver becomes less, the communication tends to become more personal and intense. Backing away and creating more space can have the opposite effect. For example, stand between participants to block cross talk with your body, or back away to encourage it.

Voice qualities and characteristics. The use of tone, inflection, pace and volume all have an impact on the words that that we are using. Providing variety can help convey the appropriate messages at the appropriate time.
Eye contact. From the facilitator perspective, use of the eyes may help control who is speaking and who may speak next as you move around the room. The way you use your eyes may also impact the way you are perceived by the discussion participants. A study found that speakers who were judged sincere looked at the audience sixty-three percent (63%) of the time, while speakers who were judged insincere looked at the audience twenty-one (21%) of the time.

Gestures. While using gestures to emphasize various points can be effective, making too many can easily divert participant's attention away from a session's content.

Silence. A facilitator, standing in front of the discussion group at the beginning of the session and saying nothing may be an effective way of conveying the message that it is time to start. You may also use silence after asking a question in order to allow discussion participants to mentally prepare a response. 

Facial Expression. Using and interpreting facial expressions can aid the facilitator. Frequently, facial expression will identify someone who does not agree with a statement or who does not understand what is being said. Facilitators can also use facial expressions to express interest or concern.

Time/Pace. A fast speaker will frustrate participants. Participants tend to view such speakers as anxious. 

Can you think of anything else that might happen?
Afternoon Tea

Part 3 – My Rotary Journey -Ingrid
· Strategic Planning – also mention Rotary Club Health Check on www.rotary.org, new strategic plan (handout)
· Foundation 3: International Service
· Public Image and Public Relations
· Building a Stronger Club
· Making a Difference
Part 3 – Public Image and Public Relations - Ingrid
P 20-23 Skim read material - Session Goals; Materials; Session Topics (questions)

Facilitation Technique – Brainstorming – 3 larger groups

In 3 groups, consider how to build our public image and design a pull up banner to promote RLI to Rotarians and Rotaractors:

Brainstorm and record your answers on a flipchart:

· Develop three elements that you could use for promoting RLI to your club and the wider Rotary community, including Rotaractors

· Now develop a pull up banner suitable for promoting RLI to Rotarians and Rotaractors

Rules of brainstorming – ideas not solutions, gather all, everyone participate

Exercise

How might you adapt this module for an online session?  Break into small groups and spend 10 minutes coming up with some ideas.

Share back with the group
Any burning questions about facilitation and RLI programme structure??

RLI Practice Modules for tomorrow - Beryl
· Go through all of RLI Parts 1,2 and 3 modules

· Draw numbers out of a hat who facilitates in what order tomorrow - does anyone have to leave for flights before the others?  

· List who wants to facilitate on what modules tomorrow 15 minutes each

· All will experience facilitating & participating in parts of the RLI curriculum  

Remember - Important for RLI facilitation sessions 
· Time management of sessions 

· Listen – open minded
· Pre-think questions – not lecturing!  

· Resolve conflict and deal with appropriately 

· Create atmosphere it’s ok to share 

· Participative style – encourage all to be involved 

· Activities are memorable and fun! 

Useful hints for your facilitation tomorrow: 

· Look at International RLI Faculty resources Parts 1, 2 & 3  - www.rlifiles.com
· Remember to also look at www.rotaryoceania.zone/SitePage/rotary-leadership-institute 
· Ask lots of questions to encourage interaction and involvement 
· Use training activities so participants remember what they’ve done 
Thank co-facilitators 

Drinks 6.15pm then dinner 7.00pm at ……………………………..(at our own cost) 
SUNDAY 

Review of Day 1 - Ingrid
· Thoughts? Questions? Concerns?

Overview – Ingrid
· Review of expectations – Focus on facilitation skills, with some RLI content - Any Questions?

· Timing – use of Timer

· Feedback after facilitated – 2 positives, 1 negative, so next time opportunity 
Practice Facilitation Sessions – 15 minutes, 5 minutes feedback
4 facilitations = 80 min – 8.40 – 10.00am
8.40 – 9.00am

9.00 – 9.20am

9.20 – 9.40am

9.40 – 10.00am

Time for questions – 5 mins
Morning Tea
4 facilitations = 80 min – 10.30 – 11.50am

10.30 – 10.50am

10.50 – 11.10am

11.10 – 11.30am

11.30 – 11.50am
Discussion – 15 mins

Lunch

4 facilitations = 80 minutes – 12.45 – 3.05pm
12.45 – 2.05pm

2.05 – 2.25pm

2.25 – 2.45pm

2.45 – 3.05pm
Questions and discussion – 10 minutes
Afternoon Tea

Wrap Up –  Where to from here? –Trish 
Take 5 to review your learning and make notes to yourself on:
· What I have learned about myself
· A strength I will make sure I use
· One action to take/area to work on
· My next step to getting involved with RLI
Review of RLI Facilitators’ training weekend -Trish
· What did we get right? 

· Opportunities for improvement next time? 
Complete RLI Facilitators’ Training evaluation form
District Plans – Ingrid - please confirm your district’s upcoming RLI weekends: 

· District 9910  -  (RLI Lead is Georgina Richards) 

· 9920 31 October and 1 November 2020 including RLI Graduate seminar (1 November) for Districts 9920 and 9910, in Auckland (RLI Chair is tba and RLI Coordinator is Byran Theunisen) 

· 9930 TBA ( RLI Chair is Leonie Tisch) 

· 9940  (RLI Co-Chairs are Lee Wilkinson 

· 9970 (RLI Chair is Barbara Crooks)  

· 9980 (RLI Chair is Trish Boyle) 
Presentation of new RLI Facilitators’ Pins and Certificates – Beryl,Trish and Ingrid
Thanks for all sharing your time, talents and treasures.  Things happened for this weekend because people made them happen 

Special thank you to 9980 for hosting us, particularly Trish and caterers from Inner Wheel – Joan Kiernan …  

Leaders are calculated risk takers and innovators

You have the opportunity through RLI to expand the horizons of Rotarians and Rotaractors 

RLI strengthens Rotary

You were all chosen as leaders who are diamonds – so get polished to shine brighter

Through RLI go and find new diamonds who will be the future leaders of your clubs and districts
Group Photos & Farewell - safe travels home
	11.00 -11.20
Slide 1

11.20 -11.30

Slide 2

Slide 3
11.30-12.10
Slide 4

Handout sheet – support notes
Slide 5

Slide 6

Slide 7

Slide 8

Slide 9

Slide 10

Slide 11

Slide 12

Slide 13
Use folder as reference

Slides 14 & 15
Slide 16

12.45- 1.15
1.15 – 2.00pm

Handout in support material

Slide 17
Slide 18
Handout sheet – support notes

Slide 19
Slide 20

Slide 21

2.00 – 2.20pm

Slide 22

Handout sheet – support notes

Slide 23

2.20-3.00pm

Slide 24

Slide 25

Slide 26

Slide 27

Slide 28

Slide 29
3.00pm – 3.20pm

3.20 – 3.40pm
Slide 30
Slide 31
Use folder as reference

3.40 – 4.00pm
4.00 – 4.15pm
4.15 – 4.30pm
Slide 32
Slide 33
Slide 34
Slide 35
8.30 – 8.40am
8.40am – 10.05am
10.05  – 10.25am
12.15 – 12.45
3.15-3.30pm
3.30 – 4.30pm
RLI Facilitators’ Training Evaluation Form handout 
Finish by 4.30pm latest
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