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WHEN ASSIGNED A TRAINEE WHO IS OBSERVING YOU 

BEFORE PROGRAM DAY 
 Buddy will call to brief you before the program on Trainee’s skills and level of training.  

BEFORE FACILITATION 
 Chat with the Trainee at Team Briefing to set mutual expectations. 
 Ask Trainee what they are finding difficult or where they think they need help.  Check if there is a 

specific issue they wish to receive feedback about. 
 Explain your goals, which are to help them improve and enable constant improvement.   
 Be clear whether, and under what circumstances, Trainee can participate or contribute to facilitation. 
 Provide Trainee with a copy of YOUR facilitation plan so the Trainee can watch your plan unfold 

DURING FACILITATION 
 Introduce Trainee to students so they know who the non-participating person is 
 Encourage Trainee to complete a PMI grid on your facilitation as practice for their own 

AFTER FACILITATION 
 Take a few minutes to debrief with the Trainee.  

Encourage trainee to ask questions about your facilitation plan, the decisions you made during the 
facilitation, what you were happy with/unhappy with. 

 If there is insufficient time to do this at the program, take the earliest opportunity to finalise by 
phone. 

 Within 2 days of the workshop, report back to the Buddy on the Trainee’s progress 
 
 

WHEN SUPERVISING A TRAINEE DELIVERING FACILITATION 

BEFORE PROGRAM DAY 
 Buddy will call to brief you before the program on Trainee’s skills and level of training.  
 Ensure you have in advance the Trainee’s written Facilitation Plan approved by the Buddy. Trainee 

will not be permitted to facilitate if Lead Facilitator does not have a copy of approved plan. 

BEFORE FACILITATION 
 Make sure Trainee is comfortable about being supervised by you.  
 Ask Trainee what they are finding difficult or where they think they need help.  Check if there is a 

specific issue they wish to receive feedback about 
 Discuss with Trainee the two or three key areas you will be observing and evaluating. 
 Explain your goals are to help them improve and enable constant improvement.   
 Be clear under what circumstances you will step in and/or take over facilitation. 

DURING FACILITATION 
 Trainee introduces you to students so they know who the non-participating person is 
 Use the Trainee Feedback Grid to jot down your observations, and refer to the Trainee’s written plan 

- your feedback should relate to the Trainee’s plan (not your own preferences) 
 The Trainee may step back into the Observer role if they feel unable to continue. You segue to your 

own plan. 
 The Trainee keeps the Evaluation Grid and PMI grid (if completed) to share with their buddy for 

ongoing improvement 
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WHAT TO LOOK FOR DURING FACILITATION  
(Use the TRAINEE FEEDBACK GRID and refer to the CRITERIA FOR SUCCESSFUL FACILITATION) 

1. Assess the extent to which the Trainee’s plan was followed, logical structure and delivery of C2C 
messages 

a. The facilitation should follow the Trainee’s customised draft plan, which in turn should be 
modelled on the C2C Facilitation Template to ensure the logical treatment and 
incremental development of concepts. 

b. If there seemed to be substantial deviations from plan, allow the facilitator to suggest why 
this happened 

2. The extent to which the following C2C facilitation criteria were achieved: 
a. Developing an understanding of the pathway of stereotyping, prejudice, racism, bullying 

and discrimination 
b. Understanding bystander behaviour (feelings and blockers to becoming an upstander), 

upstander behaviour (possible actions in the scenario, and advantages of being an 
upstander). 

c. Whole group engagement, thinking, listening and speaking about their own ideas and 
suggestions.  

3. Demonstrated understanding of different group engagement methodologies.  
a. Percentage of time the facilitator/student/no one spoke 
b. Processes designed to encourage all students to engage and to interact 
c. Generate rapport with the students  
d. Enthusiastic and create interest in the material 
e. Evidence that students are understanding and learning 
f. Questioning techniques 

- closed/open questions, clarification, follow-up, wait time, names, respectful listening 
g. Handling any difficult students and issues that arise 

4. Manage time effectively 

5. Manage the technology and troubleshoot if need be 

6. Confident in their knowledge of subject matter and the use of resource material 

AFTER FACILITATION 
 Take a few minutes to debrief with the Trainee using Trainee Feedback Grid you completed and be 

as constructive in your feedback as possible. See this as a peer-to-peer learning opportunity. 
 If there is insufficient time to do this at the program, take the earliest opportunity to finalise by 

phone. 
 Call Buddy within 2 days of the workshop to provide a comprehensive, honest report. 
 When reporting to Buddy, be very clear to distinguish between feedback given to the Trainee, and 

any confidential assessment you are giving only to the Buddy. 
 


