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  The eMinistry Network  


      Connecting the Church in Ministry

CLASS FACILITATION TIPS FOR LEADERS

1.   
Dial in to the class a couple of minutes before the hour.  

Have the phone numbers on hand way before the class starts:   Don’t rely on being at your computer to be able to look at the email from eMinistry with the numbers.  Write them down somewhere so you have it with you no matter where you are.   We’ve never yet had a leader not show up (you are all so good!) but we’ve come close!  

· Download free software from this Atomic Clock sync site if you want to make sure you know exactly what the correct time is. 

Watch the clock!  One leader has suggested putting a large digital clock next to your phone, so you can keep an eye on the time…..it’s easy to get caught up in the content and process of the class when you’re teaching, so it’s important to know how much time you’ve got left to cover everything you’ve planned….

2.
Welcome people as they come onto the call:   “Did someone else just join us?” 

· You as leader will call in with a “host” pin code – this will allow you to hear a beep whenever someone comes on the call.  

· It’s reassuring to people to be acknowledged right away.
· This lets you as leader know who actually has shown up on the call.

· To check the number of people on the call:          *  8     (Star 8) 
3.  
Start the class within 2-3 minutes past the hour.  

· We ask people (on the registration confirmation) to call in a few minutes before the class, so it’s important to go ahead after allowing a few minutes for latecomers.

4.
Have a brief, formal time at the beginning when you invite people to check in:

· “Welcome to the class (class name)– we’re so glad you’re on the call with us today!”

· Ask for their name (first name or full name, whatever they want to give) and where they’re from 

· This gives everyone in the class a sense of the range of participants and dioceses

· People who call in last will not have heard everyone’s name yet

This is an important point:  If people come in late, they come in late!  It is important to recognize them as soon as you can, but don’t attempt to catch them up on all the other participants’ introductions.  It’s not fair to the people who got there on time.  You should have a time of introductions, and then you go on.  If someone comes in while you go over the technical details etc…you can ask them to say their name and where they’re from, but then go on with the material.  

5. 
Tell them you’re “going to go over a few technical details which will help make this class run smoothly for all of us”

a.     Reassure them!  “Probably very few of us have ever been in a teleclass like this.”

b.   “ When you want to say something, just introduce yourself  ‘This is Bob…..’ or this is ‘Donna from Delaware.’   

· it’s very important -- for all of us -- to be able to connect names with voices, since we can’t see each other.  
· If 2 people start talking at the same time – that’s okay!  Just stop and wait for us to get your names and we’ll take you in order…. 

b.  Comfort Level:   “participate at your comfort level;   share only what you feel comfortable sharing.”    

· Confidentiality:    help make this a safe place for people to ask questions by keeping what is said by others confidential outside this class.

c.  Contributing to the Discussion:   

· Feel free to ask questions or make a comment.  We’ll try to take them as they come, or we may say “hold on that for a moment because we’re going to get to that topic in a bit.”

· We have X people on the call, so we want to make sure everyone gets a chance to contribute….
d.  Background noise:

Please remind them not to be on a speaker phone (you can usually tell if someone is when they talk.)  One person on a speaker phone can ruin the class for everyone else.

Muting:     If a dog starts barking or sirens go by, 

· hit Star 6  (*6) on your phone and that will mute you….

· When you want to say something, hit Star 6 again and you’ll be un-muted.

This is extremely important – you won’t believe the kinds of background noises we’ve heard, people doing dishes, slamming cabinets…Typing on a computer keyboard can also be a distraction.  Also, if someone is on the road and dials in from a cell phone, the road noise can be major.

Note:  sometimes someone dials in (you hear the beep) and there’s immediately a large amount of static/noise.  You can say “we seem to suddenly have a lot of static on the line – if someone just joined us, could you hang up and call in again, and see if that takes care of it?”   People are usually fine about doing this. 

Leader Mute:  If background noise becomes too great, you as leader have the option to mute the whole class and go into lecture mode.  You need to tell the class that you’re “going to put the class into lecture mode for a short time and see if that takes care of the noise problem.”  Just remember to un-mute if you want to ask a question and expect people to answer!

· To mute the whole class:   *  5   --   to toggle Lecture Mode ON or OFF (Everyone except you as leader will go into listen-only mode.)
6.
Feedback:    Tell them both at the start and end of the class “Your feedback following the class is crucial:”

· “We need to learn what worked and what didn’t work for you – both with the class content, and with the teleclass process.”  

· “You can tell us whether you want us to use your comments and name as we continue to promote this teleclass ministry.”

· “You’ve gotten a link to the feedback form, and that will be going out to you again in a follow-up email.” 

7.
Begin (and close) the class session with prayer!

8.    
Tell them where the class is going.    Giving people an overview is what many need to relax and be with you:


· “I’ll start by telling you a little bit about my ministry, then we’ll look at the key elements involved in building congregational support for outreach….”

· “Here's what we'll be covering during this class...”
Make sure they have any class outline or other materials they were supposed to access/download before the class:

· It’s on their class page

· You can’t take time to help them get it at this point – except if Elizabeth is on the call, they can email her at  elizabeth@eministrynetwork.org and she’ll try to help. 

9.  
At the end of the class (about 5-10 minutes before the end):   The Wrap-Up

This is very important.  End-of-call debriefing does several things. 

· it's a good summary of what was discussed.
· when people share it on their own words, they integrate it and other students can 'get it' even better. 
· it leaves everyone with a sense that a lot of value was created during the call.

Ask Questions 1 & 2 separately!  Asking them together is too confusing for most people!

Question 1  (you as leader pick which form of Question 1 you want to use):

“What’s one key thing you learned during this past hour together?”

 "What are you taking away from the call that you will find useful in your ministry?”

Question 2:

Where do we go from here – what would be the next step for another class on this topic?  (ie, ideas for other classes, more in-depth look at specific points of this class….)

10.    Final reminder about giving their feedback:

· Please take the time to fill out the class feedback form…

· The link will be sent to them in a follow-up email….. 

· Also can be found on the teleclasses page of the website….left column

11.   Thank them all for participating!   

ie, “It’s been great to have you all on this call today.  Thanks so much for your willingness to participate!”

Some possible helpers for the class flow:

Open the class with an invitation:

“If anyone would like to tell us – in a few words or sentences -- what intrigued you enough about this class in order to come this evening?”


“What brought you to this class?”

Tell them where the class is going.    Giving people an overview is what many need to relax and be with you:


“I’ll start by telling you a little bit about my ministry, then we’ll look at the key elements involved in building congregational support for outreach….”

“Here's what we'll be covering during this class...”
Give them permission to participate:         

“Feel free to ask a question at any time”

”This is a question for anyone who hasn't shared yet....”   Gets the wallflowers/hesitants to start participating.

Pause occasionally to ask for input/questions:    

“Let’s stop here for a moment – does anyone want to add something to what’s been said, or ask a question?”

“What scripture passage is foundational for you as you think about this ministry?”

“Before we go on, does anyone have additional thoughts or things they want to say about this area/issue/point etc ……?

Get their feedback midstream:

“Was what we just talked about helpful?”   If they just say “yes,” then follow-up with  “Good, how so?     This gets them responding and then you can prompt for further comments.

“Who has a question about this?”    (Invites people to speak up in order to get clear on the subject matter.)




Respond to their contributions:    affirm, validate, build on, ask others to build on….

Affirm:

 “You’ve touched on a key issue” 

“I’m so glad you raised that issue”

 “Thanks so much for contributing that”

“As Tom said just a minute ago, it is very important to…”   

Summarize:

 So, what you're saying is....”     Summarize (or improve on!) what they said:  

Ask for clarification:

 “Can you say more about this?” 

Invite others to respond (you don’t have to be the only one!!)

 “Does anyone else have something to add to this?”

When you’re in a bind and the words just won’t come….     

“Help me out here. What I'm trying to say is.....Can you help me say it differently?”


(This gets people involved because they want to help you!)



Stay the leader!  (How to keep control over the discussion)

“Sorry to cut in, John, but let me see if I'm understanding you....”   (A nice way to cut a long-winded student off)

“I’m aware our time is limited, so let’s move on….”

“If you want to stay on the line for a few minutes after the class, I’ll be happy to talk with you about this”  (but only do this if you really want to!)

If you ask a question, don’t be afraid of a little silence!!  Sometimes just means people are thinking – if it goes on too long, give them a way out:  

“Well, let’s go on for a moment – we can always come back to this if someone has things to add or say…..”

Some good questions at any time:

"What is the biggest challenge you are facing around this topic at this time?"   (After a response you may need to say “We’ll cover that a bit later” or “we can’t cover that today, but it’s a terrific topic for another teleclass in the future….”)

“What are some ways that some of you have dealt with this issue/challenge/aspect of X?”“

“How essential or important do you think (topic/item) is?”   Let’s hear from anyone who wants to respond…     (ie, “How important do you think clergy support is in starting an outreach ministry?”)
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