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Sharing Your Learning:  An Invitation to Facilitate! 
 

Thank you for expressing interest in sharing your experience from a recent Global Learning 
Partners course or training you attended. To support you, we have developed a “Sharing Your 
Learning” packet with resource materials to make your facilitation experience seamless. For 
flexibility, we’ve created these materials to be used at a Lunch & Learn event, staff meeting, 
conference, or professional development day.  
 
Here’s what we’ve included in your packet: 

Logistics – everything we can think of to help you make this event a success. 

Advertising – tools and ideas for getting the word out and getting the attendance you hope 
for, including a worksheet for conducting a mini learning needs and resources assessment. 

Workshop Design – a collection of meaningful learning tasks, a PowerPoint presentation, a 
facilitator’s guide with tips and checklists, and a printable Take Away tool for your attendees. 

Appendix – tip sheets, templates, and follow-up assets. 
 

Please review the materials and reach out to your trainer if you have any questions. We look 
forward to hearing back how your event goes, and don’t forget to send us a picture! 
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An Overview 
 
The People 
If you have this workshop, you have most likely taken a course with Global Learning Partners 
(GLP). You are interested and most likely passionate about designing and facilitating learning-
centered events, spaces and organizations. You are also eager to share some of your new 
learning with colleagues, or it may have been mandated as a condition of your participation in 
the GLP course.  
 
The participants in this workshop are most likely your colleagues. Ideally, we designed this 
workshop for groups between 10-25 persons. Keeping it to this number will ensure you can 
stick to three table groups for the third task – if you have more people you will want to have 
more tables and situations.  
 
The Current Situation 
Facilitators want an opportunity to share what they learned with others in their organization, 
cement their own learning, and go deeper by teaching a piece of content they learned. At the 
same time there is a benefit to the organization as a whole to get the “biggest bang for their 
buck” in the investment they’ve made in sending someone to the training by providing an 
opportunity for all who attend to practice applying this content to the unique context of their 
organization, try speaking some of the same language, etc. Attendees will benefit by learning 
from their peers and not feeling excluded by language used.  
 
The great advantage of past learning in a GLP course and now teaching others, is that learning is 
deepened when it is taught – awesome! 
 
The Anticipated Change   
Participants will leave this session with a high-level understanding of six core principles of adult 
learning and concrete ideas for how they can further honor one or more in an upcoming 
learning opportunity they have influence over. They will also leave with a heightened curiosity 
about the principles and a desire to have ongoing conversations with colleagues about how 
they can continue to honor these principles in their work.  
 
The Time and Place 
This workshop is designed for 1 hour with no breaks. Some ideas for offering this learning event 
include: 

 A Lunch and Learn 
 Part of a meeting 
 Part of a conference 
 A retreat or professional development day. 
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The Achievements 
In advance of this session, you will have:   
 

 Invited a colleague to join you for this session so that you can debrief the content and 
how it relates to your work. 
 

By the end of this session, you will have: 
 

 Brainstormed a list of formal and informal learning situations and opportunities within 
our organization that you have influence over 

 Named ways to further strengthen and honor core principles of adult learning in your 
work and organization. 
 

After the session, you will have: 
 

 Checked in with a colleague to debrief on the following question: 
 

○ What is one thing you learned that you will practice in your own future work? 
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Session Design - some notes 

Welcome and Introduction | 4 min 

Share a warm welcome and a brief explanation of why you want to offer this 1-hour workshop. 
In this time, it is important that participants hear your excitement and how this has already 
impacted your work in a positive way – remember, the emotion you show is contagious! 
 
Our Organization as a Place of Learning – a warm up | 5 min | ANCHOR SECTION 

This is a warm-up and a time to frame this workshop in the larger context. It is about getting 
people thinking about their organization as a “learning organization” and one which could be 
strengthened through intentional action, from everyone. This task can be a “call out” 
generating ideas fast and aloud. Or, the ideas can be recorded at the front on flip chart paper. 
 
Six Core Principles for Ensuring a Learning Organization | 15 min | ADD SECTION 

This is your time to teach. Use the PowerPoint slides or a flip chart to present the 6 core 
principles and how each of these is unique and yet interacts with the others. You have 15 
minutes, and it is essential that you don’t go longer than this – remember, learning is in the 
doing and deciding so leave time for the participants to engage with the content.  
 
Strengthening Core Principles in Our Work | 32 min | APPLY SECTION 
This is an opportunity to deepen the learning about your organization and really pause to 
reflect on what we do, how we do it, and the impact of our actions. You will invite them to 
engage with the “6 core principles” and reflect on where the principles of active and where 
they could be more active. It is a time not to point fingers but rather to affirm positive work 
(and record it) and name (as specifically as possible) how you can work more intentionally.  
 
The timing for this task is as follows: 10+8+6+4+2+2=32 minutes. 
 
So Now What | 4 min | AWAY SECTION 

This is an opportunity to hear how this workshop will live on beyond this day. This is also an 
invitation to practice what we just learned. It’s about personalizing the learning and moving it 
into action. Encourage and celebrate! 
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Materials List 

The following materials are needed for this workshop: 
 Workshop design handout, 1/participant (can be printed double-sided) 
 PowerPoint presentation* 
 Audio-visual technology* 
 Flip chart stand 
 Flip chart paper 
 Dark markers, for table and facilitator 
 Baskets to put markers and pens in, 1/table (can also just place materials on tables) 
 Visual of core principles 
 Pens or pencils, 1/person 
 Post-it notes pads, 1/table 
 Masking tape  
 Name tags, 1/person  
 Clock  
 Core principle card. 

 
*This is optional. You can also use the handouts and flip chart stand, exclusively. 
 

Set Up 
 Arrange the tables so everyone can see each other and the front 
 Place one basket in the middle of each table with markers, pens and Post-it notes for all 
 Set up flip chart with pad of paper at the front, if you are using one 
 Ensure a clock is clearly in view to you 
 Arrange some flip chart paper on each table for the group task. 

 

Documents 

Here are all the files available to you: 
 Workshop handout 
 Facilitator guide 
 PowerPoint presentation 
 Core principles card – a take away 
 Visual of core principles  
 Initiation/announcement posters. 



 
 

8 

6 Core Principles for Adult Learning 

Respect  

Learning is risky for adults, and they need to feel respected in order to take that risk. 
Facilitators demonstrate respect when they acknowledge and use the wealth of experience and 
knowledge that adults bring to a learning environment. They also need to affirm that adult 
learners are the key decision-makers in their own learning process and need to be invited to 
make personal meaning of the content being presented or taught. 
 
Putting it into Practice  
 Don’t do or decide for learners what they can do or decide for themselves.  
 Invite learners to add their experience, examples and knowledge to new content.  
 Invite participation rather than calling on people by name.  
 Avoid activities that embarrass people.  
 Send an agenda or program overview in advance of the event or meeting. 

 

Immediacy  

Adults are more engaged when they see the immediate usefulness of what they are learning. If 
they will be using something very soon, they will work harder to learn it. Facilitators can build 
immediacy by helping participants discover opportunities for immediate application, and by 
building opportunities for immediate application into the session.  
 
Putting it into Practice  
 Ask participants to visualize and describe when and where they will apply the new 

learning in the near future - “How do you see yourself using this in the next week?”  
 Invite participants to create action plans to put the new skill or knowledge into practice.  
 Build practice, case studies or demonstrations into the session so that learners know they 

will be applying the content very soon.  
 
 

Relevance  

Adults must see a reason for learning new content or they will “unhook” and disengage in the 
learning process. Good teaching connects new content with learners’ daily lives and real needs. 
Learners will learn faster and more permanently that which is significant to them and their 
present lives.  
 
Putting it into Practice  
 Discover what your learners want and need BEFORE the event. Invite their input.  
 Use stories and examples related to the context of your participants.  
 Invite them to personalize the content – ask them to relate it to their work and life.  
 Avoid creating sessions where the content will be relevant for only a few people. 
 Explain why they are hear and make space for personal meaning-making. 
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Safety  
Adults will not learn if the environment feels threatening. The perception of threat can trigger 
physiological changes in the brain that reduces its capacity for deep thinking. The atmosphere 
in the room, the design of learning tasks, and the way dialogue is facilitated should create a 
sense of safety, so that adults can take increasing levels of risk with their learning.  
 
Putting it into Practice  
 Affirm learner’s ideas, questions and (even) resistance.  
 Be transparent about how and why an event is happening – why them, why now.  
 Use warm-ups at the beginning of each day of a workshop to help build safety in the 

group.  
 Be attentive to power dynamics in the group.  

 

Engagement  

Adults learn when they are fully and actively engaged in the process of learning, not when they 
are passive recipients of someone else’s learning. This active engagement involves their 
intellect, their feelings and their physical actions. This may be a noisy process (they are talking), 
a quiet process (they are reflecting or wrestling with it), or an active process (they are 
searching, practicing, doing).  
 
Putting it into Practice  
 Always give learners time to personalize and do something with new content.  
 Use individual, pair, and small group work to help ensure everyone is engaged.  
 Keep presentations short and appropriately “chunked” so participants spend less time 

hearing and more time doing.  
 Find diverse ways to engage your participants to ensure all types of learners have space 

to learn.  
 

Inclusion  

Adults need to feel included in the learning process, to see that their perspective matters, and 
to trust that their voice is invited and heard. Facilitators must be sensitive to how the dynamics 
of gender, age, physical ability, education, culture, religion, ethnicity and community position 
influence participation in any given event. They should watch for the balance of voices and 
perspectives raised in the group and design/facilitate in ways that intentionally draw on the 
varied expertise and experience in the room.  
 
Putting it into Practice  
 Establish clear and agreed upon ground rules for the event.  
 Intervene, based on the ground rules, with a participant who dominates discussion or 

shuts others down.  
 Use small group and pair work to ensure all voices are raised and heard.  
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Appendices 
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APPENDIX 1 | Preparation Checklist 

Logistics for the Event 
1. Ensure manager support & buy-in 

 Send out the letter from GLP:  “Increase the Impact of Your Training Dollars: 3 
Ways a ‘Share the Learning’ Event Can Benefit Your Team!” 

 If you plan to invite participants from other teams, ask your manager for support 
in spreading the word with other managers, to increase buy-in. 
 

2. Create the guest list 
 Who have you told about the course who expressed interest? 
 Which decision-makers would benefit from attending? 
 What teams are you or your teammates working closely with? 
 Who could benefit from this experience or a GLP course in the future? 
 Who attended a GLP course with you? Review content for increased retention! 

 
3. Set the date! 

 Think about a time when your organization allows staff to spend an hour or two 
outside of their daily work. Is there a slow time in your production or service 
day? 

 Is there an opportunity to integrate this workshop into a team meeting or event? 
Maybe a break-out session in a department-wide meeting? 

 Check who is available in the next 3-6 weeks – find the block of time that suits 
the majority of guests. 
 

4. Decide if it is in-person, virtual or hybrid workshop 
 Should it be on- or off-site? 
 Is a teleconference needed? 

 
5. Decide is you will provide lunch or brown-bag it 

 Is there a budget for lunch or dessert? Explore this with your manager? 
 

6. Ensure approval for a lunch break  
 Do hourly workers need permission to attend? 
 Have you considered creating a “learning code” for this event? It may help 

participants receive permission to attend. 
 

7. Book the room 
 Do you need to book a room? 
 Do you need to complete a room set-up request with your facilities department? 
 Can you set up the room by yourself or do you need help? 
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Advertising the Lunch & Learn Event! 
1. Send an invitation email (for event leader/co-facilitators to send to guests) 

 Complete the sample invite email template. 
 Modify as needed. 

 
2. Post invitation poster  

 Sample poster from Global Learning Partners provided.  
 8.5x11” or 11x17” to use around offices, includes: 

o When it will happen 
o How long it will be 
o Where it will be 
o What to bring 
o Imagery: GLP, Company, Lunch & Learn Logo. 

Conduct a Learning Assessment 

1. Send an email or connect with participants in advance 
 Learn what they know and want to know 
 Hear their questions 
 Let them know to expect. 

 
Follow-up 

1. For participants: Feedback sheet   
 How did it go? What are the key takeaways for you to pass on to leadership? 

2. For facilitators: Evaluation 
 Evaluation of the experience 
 Lessons learned  
 How can we help improve the experience/assets provided? 
 What can we share with other organizations? 

 
3. For your organization: Share the event widely  

 Can you post the event in your organization’s newsletter? 
 Can you share with a community of practice? 
 Who will you give the ideas to generated by the group for being a learning-

centered organization? 
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APPENDIX 2 | Letter for Your Manager 

Spread the Impact of Your Training Dollars:  
3 Ways a “Share the Learning” Event Can Benefit Your Team! 

 
A team member of yours is interested in sharing learning from a recent event they attended 
with our trainers. To support this team member, we have developed a “Sharing Your Learning” 
packet with resource materials to make their facilitation experience seamless and to provide 
FREE takeaways for those who did not attend the formal training. For flexibility, we’ve created 
these materials to be used at a Lunch & Learn event, staff meeting, conference, or professional 
development day.  
 
Here’s what we’ve included in the packet: 

Logistics – everything needed to host a successful workshop. 

Advertising – tools and ideas for getting the word out and getting the attendance you hope 
for, including a worksheet for conducting a mini learning needs and resources assessment. 

Workshop Design – a collection of meaningful learning tasks, a PowerPoint presentation, a 
facilitator’s guide with tips and checklists, and a printable Take Away for your attendees. 

Appendix – tip sheets, templates, and follow-up assets. 
 

Please review the materials and reach out to your trainer if you have any questions. We look 
forward to hearing back how your event goes, and don’t forget to send us a picture! 
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APPENDIX 3 | Sample Invite Template 

Below is a sample invitation template that you might choose to personalize and email to your 
potential session participants:  
  
Dear [individual name or name of group], 
  
As you might already be aware, I recently attended a workshop called [title of the course] 
where we focused on ways to maximize learning and change. I would like the opportunity to 
share some of what I learned with you, as I believe it may be helpful in your work, and at the 
same time allow me to put my new learning into practice. As such, I invite you to attend a one-
hour workshop on: 
 

[insert date and location] 
  
You’ll walk away from this session with a high-level understanding of six core principles of adult 
learning and concrete ideas for how you can further leverage one or more of these principles in 
an upcoming learning opportunity. We will also consider how we can use these principles 
together in our work here at [name of organization or program].  
  
To register [share the one option that you prefer]: 

 Click here to complete a short registration form [include the LNRA questions] 
 Reply to me via email with your answers to these three questions: [include the LNRA 

questions]. 
  
For those who are interested, the objectives for the session are listed below.  
 

By the end of this session, you will have: 
 brainstormed a list of formal and informal learning situations and opportunities 

within our organization that you have influence over 
 named ways to further strengthen and honor at least 3 core principles of adult 

learning in your work. 
  
After the session you will: 

 check-in with a colleague on the following commitment: 
o one thing you learned that you will practice in your own future work. 

Please let me know what questions you have. I look forward to seeing your registration, 
  
[name of facilitator(s)] 
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APPENDIX 4 | How to Conduct a Mini LNRA 

Why explore the learners’ world? Even for a one-hour learning event, it can help you to 
prioritize and customize your learning design. By connecting with learners before the event, we 
show people that we care about them and the context in which they are living and working. 
Identifying and acknowledging their previous knowledge and experience with the topic, as well 
as anticipating what emotions they have about it, helps us to prepare thoughtfully. 
 
Use these three questions to consider the potential attendees of your upcoming event: 
 
Who will you ask?  
 
 
 
 
 
 
 
What might you study? 
 
 

 
 
 
 
 
 
Who might you observe? 
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APPENDIX 5 | Tip Sheet: Being an Effective Facilitator 

Authenticity. Being genuine with your colleagues is critical for building a relationship of trust in 
the learning event. Listen deeply, ask questions with real curiosity, and respond based on what 
you hear. You want to communicate that you believe this content can strengthen your work, 
and you are excited to share it. 

 
Autonomy. Adult lives are their own, and as such, they need to have full ownership of their 
decisions. Although as facilitator you are there to ensure learning, the learners are the experts 
in setting personal goals, carrying out a plan, and being accountable for that plan. Ensure the 
AWAY portion of the workshop is personal and owned by each individual. 

 
Brevity. Only share the right information for the exact moment with your specific audience. 
Learning events can fail due to too much content – “less is more!” A few ways to check what 
you may need to adapt in your workshop design are: 
 How many people are coming? Who are they? 
 Why are they coming? What do they need? 
 What is your vision for change as a result of this 1-hour workshop? What is realistic?  
 How much time do you have?  
 What kind of space will you be in? How are people accustomed to using this space? 

 
Get out of the way of learning. After setting a learning task or activity we often want to hear 
how the discussion is going or see how the work is unfolding. Don’t. We need to get out of the 
way (while learners are engaging with content) – it is through the struggle, decision-making, 
and debate learning can happen.  

 
Personalize. As much as possible, refer to examples and stories shared as well as topics and 
themes of interest to the group. New learning needs to hook into existing knowledge and 
experience, so know your audience well.  

 
Repetition. Repeat key phrases and words several times throughout your session; the more 
they are repeated the more likely your learners are to remember them and attach new 
meaning to them. Constantly referring to the principles of adult learning (visual) is an effective 
way to do this. Some key words and phrases for this workshop include: 
 Core learning principles 
 Safety 
 Respect 
 Relevance 
 Inclusion  

 Engagement 
 Immediacy 
 Ensure learning to maximize change 
 Learning-centered. 

Silence. So often we say too much. Don’t be afraid to sit in silence or wait 5 seconds before 
adding something or redirecting a question – people need time to think.  
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APPENDIX 6 | Tip Sheet: 6 Core Principles, Virtually! 

Respect. Safety. Engagement. Inclusion. Relevance. Immediacy. These six core principles need 
to drive our training – even if we decide to facilitate virtually. Here are some tips to ensure this: 

Respect ~ Acknowledge and affirm who I am and what I bring. 
There are endless ways to affirm participants’ uniqueness in a virtual setting. Here are a few: 

 Communicate clearly, up front, the frame and style of the course. For example, you can 
show each of the learning tasks as you work through them. 

 Give people reasonable expectations. For example, you can tell learners you will start and 
finish on time.  

 Explain choices. For example, you may decide not to have any “live” component in your e-
learning course because of the multitude of time zones. Just explain the decision and field 
questions about it as needed. 

 Show respect through your “look." The course site should have a clean, professional look 
and feel. It should say, “I respect you and want to look good for you.”  

Immediacy ~ How soon will I get a chance to use this? 
Immediacy is all about creating opportunities for learners to DO what they are learning - right 
here, right now. And so it should be in your virtual course. Find ways to engage learners with 
the core content, on their own or in small (virtual) groups. And, let them know they will be 
doing this, soon. 

Relevance ~ How useful will this be for me? 
Relevance is about aligning a learning experience with the needs and wants of those 
participating, however diverse. In a virtual setting we are often faced with quite a range of 
interests and realities so it becomes important to know something about the participants 
beforehand, and to design the course to be useful in their context. The more you know, the 
more you can weave in stories, examples and questions that are relevant to everyone.  

Safety ~ Will my views and experience be affirmed here? 
What does safety look like in a course in which people log on when they want to, and yet 
depend on each other’s input regularly? What does safety look like in a course in which anyone 
can send a public message at any time, to anyone, on any topic? 
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Here are several ways to create safety: 

 Set the expectation of safety by laying out clear (brief) guidelines about how people are 
expected to communicate and work with each other. For example, simple reminders like 
“no CAPS to show emotion” and no harsh words. 

 Invite a leader for team tasks (so that they can organize, encourage and affirm 
comments). 

 Assign small groups to exchange ideas and debate among themselves. 

 As facilitator, continually assure people that “this is a safe place” by modeling safe 
dialogue, in writing.  

Engagement ~ If I’m not fully engaged, I’m not learning. 
How many of us have been to e-learning opportunities that had the “e-” but not the “learning”? 
How can we design e-learning courses to engage everyone? Here are some ways to consider: 

 Communicate well in advance of the event to help everyone get ready i.e. date in 
calendar, time set aside, log-in information handy. 

 Create an opening exercise that is “gently” personal, and that everyone can do equally 
well – no matter who or where they are. You want to get everyone focused on the 
learning as soon as possible, so personalize.  

Inclusion ~ Hear my voice!  
People need to feel included and part of the event. Use their names, thank people for their 
ideas, and invite them to think about their own situation/work. Other ideas include: 

 Free to get on the site as often as people would like. 

 Free to be a part of the dialogue in any way people chose i.e. verbal or written chat. 

 Free to disagree (respectfully) with what others say and to add to it. 

 Use the Chat feature to voice ideas, questions and experiences. 
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APPENDIX 7 | Tip Sheet: Effective Time Management 

Managing time is a challenge for even the most seasoned facilitators. Here are a few tips to 
help you ensure you facilitate the planned learning design in the designated time: 
 

1. Start on time. When learners don’t arrive on time, it can be challenging to know when to 
start. It’s okay to wait a few minutes, but in general work to start on time. This will also 
show respect to those who are there. 

2. Use two time pieces. Having a clock on the wall is critical and having a watch or other 
timing device near you, helps you be fully aware of your minutes and hours. Time has a 
way of passing by quickly unless you monitor it constantly. 

3. State how much time each task is when you start. When learners know how much time 
they have, it will not be a surprise when you call them back to the large group after 
engaging in a learning task. If timing is short, stating it can also help energize learners i.e. 
“You have 3 minutes!”.  

4. If you are working with a co-facilitator, ask him/her to be your timekeeper. It is 
sometimes a challenge to monitor time when there are other things demanding your 
attention i.e. questions from learners. Relying on your co-facilitators in this way can be 
easy and helpful.  

5. Mark the time breakdown in your workshop design. Making notes to yourself about 
timing, materials and things to mention while facilitating can help you stay fully focused. 

6. Use learners. Sometimes asking a learner as a “timekeeper” to let you know when a 
certain amount of time has passed, can be helpful. In some cases this request can help a 
learner focus and feel validated.  

7. Be flexible. Sometimes a learning task will take more or less time than you expect – don’t 
be afraid to adjust your workshop accordingly. You are responsible to ensure learners are 
meaningfully engaged and have enough time to work with and personalize the new 
content. Although a well-thought out learning design needs to be followed and trusted, as 
you learn more about the people in the room and their needs, changes may need to be 
made.  

8. Check outside factors that may impact your planned time and timing. Although you may 
have the learning event perfectly planned out, life has a funny way of throwing curve 
balls. Check with those in the building and in the group for things like: building alarms, 
outside meetings, others using the room, or events in the area. The fewer surprises the 
better. 


