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The CISD Facilitation Framework provides facilitators with specific strategies as guidance to ensure 
deeper understanding of the learning and the ability to successfully transfer that understanding into the 
educational setting.  

The terms facilitating and presenting are often used interchangeably when, in fact, they are very different. 
While each mode of delivery has merit, the purpose drives the structure and execution. Facilitation 
requires a careful balance between management of the structure and flexibility. Through various 
experiences and discussions, the participants come to the intended understanding.  Facilitators use a wide 
variety of techniques and methodologies to close the gap between current reality and intended outcomes. 
This differs from a presentation where information is delivered in order to inform the participants.  

Facilitation Presentation 

● The participants do a majority of the 
talking. 

● The facilitator provides the destination 
but allows the participants to experience 
their way through the material. 

● The facilitator formatively assesses the 
understanding of the participants. 

● The facilitator allows the participants to 
review, begin again or anything else to 
help them understand the material. 

● The facilitator allows the learning 
experience to be personalized, 
encouraging participants to make choices 
in how they learn and show 
understanding. 

● The facilitator may allow those who 
understand to assist others. 

● The facilitator consistently uses formative 
assessments to ensure that the 
participants understand the material and 
are moving in the right direction. 

● The participants demonstrate learning is 
taking place in various ways. 

● A facilitator must be comfortable 
allowing others to be the “star.” 

● Facilitation involves responding to the 
needs of the participants 

● The presenter does a majority of the 
talking. 

● The path the presenter follows is clearly 
marked. 

● The presenter’s goal is to move them from 
one line of thinking to another. 

● The presenter uses media, stories, and 
some audience participation to keep the 
energy high and the crowd engaged. 

● A presentation is linear. 
● The presenter is the "star" of the show. 

 
 

In Coppell Independent School district, we believe that facilitation leads to deeper understanding and the 
ability to successfully transfer understanding into the educational setting.  
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Beliefs 
 

Coppell ISD values continuous improvement and ongoing learning and therefore the practices 
specified in the Facilitation Framework are intended to be intentionally anchored to the Coppell 
ISD vision, mission, and goals.  

The Facilitation Framework is designed based upon the following beliefs: 

● Learning is not the transmission of knowledge from the facilitator to the 
participant 

● Knowledge is the constructed result of the interaction between the participant’s 
mental model (experiences, beliefs, emotions, and prejudices) and new learning 
experiences 

● Professional learning is transferable to the classroom 

Assumed beliefs of this model:  

● Participants are not blank slates  
● Participants come with mental models  
● Intelligence is malleable 
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 Facilitation Cycle
 

Facilitation is an ongoing process. Facilitators begin with the design and planning for 
professional learning opportunities. After implementation, reflection guides facilitators as they 
plan next steps. 
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Design and Planning 
 
This portion of the Facilitation Framework identifies the components that require careful 
consideration as a professional learning opportunity is designed and planned. Details of the 
design process are recorded within the Coppell ISD Professional Learning Design Template.  To 
access the template, click the link and make a copy when prompted. 
 
Coppell ISD believes that providing participants with constructivist learning experiences will 
result in achieving deep understanding. It is the responsibility of the facilitator to intentionally 
design meaningful learning experiences that allow participants to build their own understanding. 
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Design and Planning 
 

Utilize the CISD Professional Learning Design Template: This document guides 
facilitators as they design each aspect of the professional learning opportunity. 

● Elements. Each element of the professional learning opportunity is identified in the 
template. 

● Alignment. This template supports the facilitator in the design process and ensures 
alignment throughout the series of professional learning opportunities. 

 
Identify the Purpose of the Facilitation: Professional learning opportunities are more 
than isolated moments in time; they are connected to a bigger picture. 

● Alignment. Determine the purpose of the professional learning. Professional learning 
opportunities should align with the vision and mission of an organization. 

● Goal. Determine how the experience fits into the bigger picture. 
 
Make Preparations: Preparedness to facilitate professional learning is evidence of 
commitment to the content and it maximizes the time spent learning. 

● Logistics. Information about participants and environment affect the design of the 
professional learning experience.  

● Participants. Determine who will be attending and how they are being invited to attend. 
Some people may attend voluntarily and some may be required to attend. Take note of 
the number of people that will attend the training. Be mindful of prior knowledge and 
professional experience of the educators.  

● Location. Confirm where the training will take place. Make sure that the location is 
reserved. If the training will take place after school hours, make sure that the air 
conditioning will be on. 

● Timing. Confirm the date and time of the training. If the training is part of a series, find 
out the approximate dates of the trainings that will follow. 

● Facilitators. Determine who will conduct the training. Take time to build a relationship 
with others facilitating. 

● Technology. Be aware of the technology available to you as the facilitator and also for 
your participants. Ensure that all of the technology is working, and that sound and videos 
are tested prior to the beginning of the session. Make sure that videos and websites are 
not blocked by the district’s filter.  

● Furniture Arrangement. Make sure that tables and other pieces of furniture are set up in 
an appropriate configuration. 

 
Determine Transfer Goals: Transfer occurs when participants are able to use their 
understandings and apply them to various situations. 
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● Application. Understandings will be applied to new and different situations both within 
and outside of the classroom. Consider how participants will apply and ultimately 
transfer their understandings in authentic situations. 

 
Determine Enduring Understandings: Participants construct meaning when they 
connect the learning to bigger pictures, value it, and can clearly identify its purpose. 

● Purpose. Identify the enduring understanding(s), what the participants will know, 
understand and be able to do. 

● Relevance. Make the learning relevant, authentic, and guide participants to see 
connections to their current role. 

● Transfer. Indicate how the learning could be transferred outside of the professional 
learning.  

 
Determine Essential Questions: Essential questions provide opportunities for sustained 
inquiry, deep thought, lively discussion, and new understandings. 

● Alignment. Ensure that the questions that will guide the learning are in alignment with 
CISD district and programmatic plan goals as well as the purpose of the professional 
learning opportunity and the intended outcome. 

● Characteristics. Confirm that your essential questions have some or all of the following 
characteristics: open-ended, thought-provoking, call for higher order thinking, point 
toward transferable ideas, raise additional questions, require justification and recur over 
time. 
  

Design Pre-Assessment: Knowing the participants and their prior knowledge informs 
design decisions. 

● Misconceptions. Identify potential misconceptions participants may have or construct. 
● Prior experience. Participants possess various levels of experience. Be mindful of prior 

trainings, their schema, and their perspectives. 
 
Determine the Evidence of Understanding: Evidence of understanding allows the 
facilitator of professional learning to measure the effectiveness of their design and informs the 
next steps. 

● Timing. Craft questions that will guide the learning experiences and eventually require 
the participants to transfer their understandings. Set participants up for success by 
identifying and considering how much time is allotted for the participants to begin and 
complete a performance assessment that would demonstrate their understanding of the 
learning. 

● Design. Consider how participants will show their understanding by defining 
measurements of success. Respond to the various preferences your participants will have 
and offer choice in how they will demonstrate their learning. 
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● Direct and Indirect Evidence. Consider what evidence you will collect to measure 
understanding. Some evidence will be indirect such as listening to discussions and 
questions from participants or information from their self-reflections or self-assessments. 
Other evidence will be direct, such as observing the implementation of the learning in 
action or applying the learning outside of the professional learning experience. 

 
Design Learning Experiences: Constructing meaning is an active process. Effective 
learning experiences are more than the delivery of information; they allow participants to interact 
with the content, ask questions, and make personal connections. 
 

● Inquiry/Questioning.  Questions help learners develop thought, insight, and deeper 
understandings of concepts. Questioning supports the all models of instructional design 
and is at the heart of good teaching. Questions are a powerful way of learning, 
relationship building, managing and coaching, avoiding misunderstandings, and 
persuading people. 

● Visual Tools.  Use visual language to support thinking and constructing knowledge. 
Visual tools include graphic organizers and Thinking Maps. 

● Sequence. Introduce your learning experience in an intentional manner that complements 
your design. 

● Pacing. Optimize engagement by allotting the appropriate amount of time to each 
learning experience.  

● Grouping. Use grouping techniques that are purposeful. Choices may be dependent on 
size, objective, layout of the room, and participant needs. You may plan these ahead of 
time, but be observant in the moment to make sure everyone has a partner/group. 

● Differentiation. Be aware of potential misconceptions and when participants may require 
additional support. Employ instructional techniques that are responsive to the various 
needs of participants and recognize that they are individuals.  

● Choice. Provide opportunities for participants to have choice in their learning. This may 
include choice in content that is based on the results of a pre-assessment or 
self-reflection, or choice in process based on learning styles. 

● Reflection. Intentionally include time for reflection. This helps participants process the 
content, make connections, and personalize the learning. 

● State Changes. Intentionally plan for opportunities for the participants to get up, move, 
and change locations. 

 
List Materials: Being mindful of necessary materials during the design process ensures 
ample time to locate, create, access and/or purchase the materials. 

● Materials. Gather any materials that will be needed for the participants and for you as the 
facilitator. It is suggested that you always have a few extras. Determine if participants 
will need to bring any materials and how they will be notified prior to the professional 
learning opportunity. 
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● Cost. Consider the cost associated with the materials used. Communicate with the 
appropriate contact person to obtain necessary funds. 

 
Communicate Details: Communicating with participants before the learning opportunity 
occurs creates a sense of community and sets up the participants for success. 

● Platform. Consider the platform used to communicate about the professional learning 
opportunity. For example, email, Eduphoria, etc.  

● Tone. Utilize a professional and considerate tone when communicating with participants.  
● Logistics. Give ample notification of the logistics, including time, location, dress code 

and lunch plans. Inform participants of materials they need to bring and if they need to 
read or take part in a flipped learning experience.  

● Notification. It is suggested that participants are notified at least 2 weeks prior with a 3 
day reminder of what to expect as well as the learning outcomes for the professional 
learning opportunity.  
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Implementation 
 
This portion of the Facilitation Framework describes actions and behaviors that should be 
implemented by the facilitator during the professional learning opportunity. These practices can 
result in engagement, active participation, attentiveness, and a willingness to consider new ideas.  
 
Coppell ISD believes that facilitators of learning should accept the responsibility to execute 
learning opportunities while maintaining professionalism. This state of mind is reflected in the 
attitude and behaviors of an individual. The role of the facilitator is to guide the learning and 
allow participants to build understanding. 
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Implementation 
 

Be a Model of Professionalism. Practicing professionalism while facilitating learning 
opportunities increases the facilitator’s credibility while showing respect for oneself and the 
participants. 

● Model desired behaviors.  Lead by example.  
● Dress appropriately. A good rule of thumb is to dress one level above your participants. 

Be sure to wear comfortable and appropriate shoes. Also, avoid accessories that may be 
noisy or distracting. 

● Be punctual.  Arrive before the participants in order to be prepared and be available to 
greet participants as they arrive.  Begin and end on time to show respect to the 
participants.  

● Be aware of your body language. When speaking, angle your body directly to the 
audience. This shows respect. When entering or inviting others to join a conversation, 
angle your body outward 45 degrees. This signals to the other person that they are 
welcome.  

● Avoid distracting behaviors. Certain behaviors can be a distraction to participants and 
cause them to miss information. Irrelevant conversations, eating, or drinking should be 
done during a break.  

● Show dedication to your work.  Make it evident that you value your content. Be 
optimistic about the learning. 

● Stay on topic. It is easy to have conversations that may not apply to the topic at hand. 
Honor everyone’s time by staying on topic. Redirect participants who are participating in 
off topic conversations. 

● Meet the participants where they are.  Be cautious when using jargon, metaphors, 
analogies and examples that your participants may not understand. Be sure that your 
participants have a clear understanding of what you are saying. 

 
Communicate Effectively. Communication occurs in various modes. Consider how your 
choices and actions affect how the message is conveyed.  

● Clearly communicate expectations.  Make sure participants are set up for success and 
understand the purpose of the learning.  

● Use appropriate voice projection. Make sure that everyone can hear you while still 
keeping your sound level controlled. 

● Avoid fillers such as “I think” or “ummm” when speaking.  Filler words can be 
distracting and confusing to those listening. 

● Be mindful of proximity and movement. Consider your audience and the amount you 
move.  When speaking, stay in one area. An appropriate time to move is when making a 
transition.  During times of collaboration, move around to interact with participants.  
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● Use eye contact. When speaking with participants, be sure to utilize eye contact to show 
respect.  

● Use one-step directions. Give one direction at a time. Pause to allow participants to 
complete that task before giving the next direction.  

● Use a callback to regain attention. Instead of raising your voice, use a callback with 
participants. Ensure that you have all participants’ attention before moving on. The 
standard callback for Coppell ISD is to raise your hand in the air and say “I need your 
help.” This callback should be taught or referred to at the beginning of every professional 
learning opportunity. 

● Use a callback song after a break. Use a song to indicate that you are about to begin 
and the break is over.  The standard callback song for Coppell ISD is “Sweet Caroline” 
by Neil Diamond.  

 
Create a Sense of Belonging. A learning environment that is considerate of the emotional 
needs of participants leads to the creation of a community of learning.  

● Greet participants. Meet participants at the door or visit them as they get settled in the 
room. Take this time to introduce yourself and meet new people.  

● Address participants by name. When calling on people or thanking others for sharing, 
use their name in order to show respect. 

● Build relationships with participants. Find connections between you and the 
participants. This can be accomplished in many ways, including asking questions, sharing 
personal stories, and being genuine.  

● Encourage participants to create relationships amongst themselves. Using team 
building activities and icebreakers can help participants build connections between each 
other. 

● Establish norms. Norms represent protocols and commitments developed in order to 
guide participants in working together. Norms help clarify expectations and achieve 
shared goals. Facilitators may lead participants in the creation of norms or use the 
Coppell ISD Established Norms. 

○ Coppell ISD Established Norms 
■ Share with others what you learn 
■ Use technology appropriately 
■ Be actively engaged 
■ Maintain a growth mindset 

● Ensure that each participant is included. Regrouping techniques can be used to break 
apart established groups and give participants a chance to interact with various people. 

● Validate others. Celebrate success. Make recognition personalized and expressed from 
the heart. Seek opportunities to genuinely praise all. 

● Actively listen while others are sharing. Listen without interrupting. Listen with the 
intent to understand.  
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Create a Safe Environment. It is the responsibility of the facilitator to nurture and protect 
the psychological safety of all participants. 

● Ensure that there is no fear of failure or embarrassment. Make sure that everyone has 
the opportunity to be successful. 

● Ensure everyone has a partner/group. Be aware of how many people are in the room 
and how you ask people to form groups, ensuring that everyone is included. 

○ Examples of Grouping Techniques 
■ Find a partner who… (is about your same height, etc.) 
■ Find a group of 2 or 3 
■ Predetermined groups 
■ Fold the line 
■ Four corners 

● Prepare participants to contribute. Giving people prior notice of when and how they 
will be asked to share reduces potential anxiety or embarrassment.  

● Exhibit empathy. Acknowledge the feelings of others. When appropriate, find ways to 
support them. 

● Refrain from using sarcasm. Sarcasm breaks trust and hinders relationships from 
forming. 

 
Create an Environment that is Conducive for Learning. Physical and virtual spaces 
can influence behavior and learning. 

● Use visuals. Make sure that the visuals are large enough to see and that they are placed in 
an area where all participants can clearly see them. Avoid filling slides or presentations 
with an abundance of words.  

○ Examples 
■ Do not put a lot of words on one slide 
■ Use a clear font 
■ Use pictures that are clear and not pixelated 
■ Use graphic organizers when appropriate 

● Check the sound level. If using videos or music, make sure that the sound is working 
and is at an appropriate level prior to the beginning of the training. 

● Use music. Music can help create a specific type of climate. The timing, tempo, and 
words of the type of music that you choose all play a significant role in the climate you 
are creating. Ensure that the music, including the lyrics, are appropriate for all audience. 
Music that has words in it can encourage people to talk and collaborate, while 
instrumental music indicates a time for personal reflection or work time.  

● Make materials accessible. Provide materials your participants will need throughout 
your time together.  

○ Examples 
■ Sticky notes 
■ Pens 
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■ Pencils 
■ Markers 
■ Highlighters 
■ Scratch paper 
■ Power strips 

● Arrange furniture purposefully. Consider the activities in which your participants will 
engage, and adjust the furniture arrangement accordingly. Provide participants with 
enough room to walk around and sit comfortably.  

○ Examples of Room Arrangements 

■         

 
● Make the environment neat and organized. Make sure the environment is clean and 

inviting. Have your materials organized so that they can be easily accessed. 
● Respond to different learning styles. Vary experiences to appeal to different learning 

styles. Some people need to move to learn while others need to talk, write, or listen. 
When possible, allow participants choice in how they learn, process, and show 
understanding.  

● Ask for questions. Ask more open-ended questions that encourage a deeper level of 
thinking. 

○ Examples 
■ Instead of asking “Do you have any questions?”, ask “What questions do 

you have?” 
■ “I would like to answer two questions, who can help me out by asking 

one?” 
● Monitor participation. Observe the level of engagement amongst the participants. 

Adjust as necessary. 
○ Examples 

■ Review norms 
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■ When participants are talking, use proximity. 
■ Don’t get in power struggles.  

● Manage your technology. Turn off the sound on your cell phone and on other devices. 
Utilize technology when appropriate. 

 
Interact with the Participants. Interactions between and among participants build strong 
relationships that establish and develop connectedness and a sense of significance. 

● Use state changes. Intentionally plan for opportunities to get up, move, and change 
locations.  

○ Examples 
■ Stand up to discuss with a small group 
■ Walk and reflect 
■ Change tables 
■ Move outside to do an experience 

● Be responsive. Watch for cues that help you understand how participants are feeling 
including body language, conversations, and their questions. Utilize this information to 
adjust accordingly.  

○ Examples 
■ Adjust the pacing 
■ Content 
■ Reteach 
■ Processing time 

● Engage in conversations. Visit groups to engage in appropriate conversations. 
Understand that different conversations will prompt different approaches. You may be 
checking for understanding, listening attentively, providing clarification, or extending the 
conversation. Be careful not to interrupt or take over the conversation.  

● Use engagement strategies. Keep them interested.  Provide participants with a variety of 
opportunities for learning. 

○ Examples 
■ Hand signals for checking for understanding 
■ Use of videos and pictures 
■ Give opportunities to discuss in groups 
■ Use technology 

● Indicate when you will take breaks. Inform the participants if you will take scheduled 
breaks or if they will be expected to take breaks as needed. 

● Address all participants. When asking questions or calling on participants to share, 
ensure that everyone has an equal opportunity.  Call on various people, while still 
keeping everyone safe.  

 
Allow Time and Opportunities to Make Meaning. It takes time to process learning 
into understanding. Participants need opportunities and ample time to make meaning. 
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● Assist in the processing of information. In order for meaning to be made, participants 
require time to become familiar with information through relevant experiences. 

○ Examples 
■ Discussions 
■ Activities 

● Implement checks for understanding. Assess the level of understanding among 
participants by utilizing formative assessments and employing responsive teaching 
strategies. 

○ Examples 
■ Thumbs up, thumbs down 
■ Use a “parking lot” for questions 
■ Use a digital backchanneling platform (such as Today’s Meet, Padlet, etc.) 

● Differentiate and scaffold as needed. In order to meet the learning needs of participants, 
be equipped with adaptations and supports to assist your learners while they make 
meaning. 

● Incorporate time for reflection throughout.  Honor reflection styles.  Allow 
participants to reflect in a way that is meaningful to them. 

● Encourage connections.  Making personal connections or applying the learning to a 
specific situation allows participants to make the learning relevant and meaningful.  

 
Model a Partnership when Facilitating with Others. Facilitators should work 
together as a cohesive team and support each other as they provide opportunities to build 
understanding. 

● Be engaged. Use eye contact and responsive body language when others are facilitating. 
This shows respect and that you are working together. 

● Use proximity.  If you are not directly leading, or the one speaking at the time, be 
amongst the participants to keep them engaged.  

● Maintain the role of a facilitator. Remember that people are watching your 
professionalism at all times. 

● Assist your partner. Help your partner pass out papers, ask questions, facilitate 
conversations and manage the training. 

○ Examples 
■ When participants are talking, use proximity. 
■ Avoid power struggles.  

 
Conclude the Learning Opportunity. An appropriate conclusion provides participants 
with opportunities to connect their learning and gives them a sense of accomplishment. 

● Show gratitude to your participants.  Thank them for their time and contributions to 
the learning.  

● Make yourself available to provide follow-up and support. Inform participants of 
ways you can support them in the future as they prepare to implement their new learning.  
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● Leave a place like you found it.  Return all materials.  Make sure the furniture is 
arranged in the same manner it was.  

● Celebrate the accomplishment of learning. Take time to acknowledge the learning that 
took place.  

● Establish next steps. Encourage participants to identify connections to prior learning and 
set goals for future implementation. 
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Reflection and Follow Up
 

 
This portion of the Facilitation Framework identifies the components that require careful 
consideration after the learning opportunity is complete. 
 
Coppell ISD believes in the importance of reflection and acknowledges that deep understanding 
and transfer are evident in the days after a learning opportunity has occurred. Facilitators engage 
in meaningful self-reflection and practice it routinely. In order to improve their craft, master 
facilitators solicit genuine feedback and analyze it. Follow up ensures that participants have a 
support system as they further develop their understandings.  
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Reflection and Follow Up 
 

 
Allow Time for Personal Reflection and Feedback: Take time to reflect on past 
experiences to determine areas in which you can improve and identify support participants may 
need to implement new learning. 

● Allow time for facilitator reflection.  Reflect on both your facilitation skills and the 
level of understanding that was achieved by the participants. Consider what went well, 
what can be improved, and what follow-up will be needed.  

● Solicit feedback from participants. Facilitators who carefully consider and utilize 
feedback from participants are more apt to make revisions to future professional learning 
experiences they design. This ensures that the facilitator is constantly growing and 
improving their craft.  

 
Identify Next Steps: Professional learning opportunities are within a cycle. Next steps allow 
for the cycle to continue. 

● Follow-up with participants.  Check in with participants after the professional learning. 
Be available to answer questions, provide support, or provide feedback on 
implementation of learning.   

● Plan for future learning.  Based on the evidence of learning, feedback, and the needs of 
participants, determine the appropriate response. This may be future trainings, 
face-to-face visits, or providing resources.   
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Facilitator Expectations 
 

This portion of the Facilitation Framework identifies standards that should be exercised during 
implementation of the learning experience as well as practices that have been identified as a 
point of focus for educators within the district. 
 
Coppell ISD believes that consistency in expectations develop cohesion and predictability 
between various professional learning opportunities, regardless of changes in location or 
facilitator. 
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 Guest Facilitator Expectations 
 

The purpose of the Guest Facilitator Expectations is to provide the facilitator with a set of 
standards that should be exercised during implementation of the learning experience. 
Consistency in expectations develop cohesion and predictability between various professional 
learning opportunities, regardless of changes in location or facilitator. 
 

Learning Framework… All professional development should support the Coppell ISD 
Learning Framework.  For more information, please read the Coppell ISD Learning Framework. 
 

Sign In… When participants arrive, direct them to the sign in sheet.  This sign in sheet will be 
provided by Coppell ISD. 
 

Norms… Facilitators should hold participants responsible for exercising the Coppell ISD 
Professional Learning Norms. Additional norms may be established as a group.  

● Coppell ISD Established Norms: 
○ Share with others what you learn 
○ Use technology appropriately 
○ Be actively engaged 
○ Maintain a growth mindset 

 

Callback… To obtain or regain the attention of the participants, facilitators should raise a hand 
and say “I need your help.” The participants will raise their hands and turn their attention to the 
facilitator. The facilitator should continue once the attention has been redirected. 
 

Time… Honor the time of the participants by ensuring that learning begins and ends on time. 
 

Music… When there are about four minutes left until the participants need to return from a 
break, play the song “Sweet Caroline” by Neil Diamond.  All of the participants will return to 
their seats before the music ends. The facilitator should resume immediately after the music 
ends. This expectation should be taught or reviewed at the beginning of all professional learning 
opportunities. 
 

Technology… Remind participants to turn off the sound on all devices for the duration of the 
professional learning opportunity. The items that should be silenced include cell phones, iPads, 
and computers. 
 

Sharing… Indicate if materials and resources will be available to participants after the session. 
Participants are expected to share what is learned with members of their Professional Learning 
Community.  
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Contact Information… If acceptable, please share contact information with participants. 
This will allow them to follow up with any additional questions. For example, consider providing 
them with your email address and Twitter handle. 
 

Survey… Surveys may be used to gather information for next steps.  Refer to the Coppell ISD 
Professional Learning Plan to ensure the data captured would inform programmatic performance. 
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 Coppell ISD Spotlight Practices
 

Facilitators in Coppell ISD embody a growth mindset. Facilitation practices can improve through 
sustained effort, continued learning, and personal reflection. The following practices are the 
Coppell ISD Spotlight Practices.  These practices are the current focus of personal growth as all 
CISD facilitators improve their craft. 
 
Be a Model of Professionalism. Practicing professionalism while facilitating learning 
increases the facilitator’s credibility while showing respect for oneself and the participants. 
Professionalism includes being mindful of the following attitudes and behaviors: modeled 
desired behaviors, appropriate dress, punctuality, and nonverbal communication.  
 
Create a Safe Environment. It is the responsibility of the facilitator to nurture and protect 
the psychological safety of everyone. Ensure that there is no fear of failure or embarrassment. Be 
aware of how many people are in the room and how you ask people to form groups, ensuring that 
everyone is included. Giving people prior notice of when and how they will be asked to share 
reduces potential anxiety or embarrassment. Refrain from using sarcasm at all times as it breaks 
trust and hinders relationships from forming.  
 
Utilize one-step directions. Facilitators ensure success for all.  Give one direction at a time. 
Pause to allow others to complete that task before giving the next direction.  
 
Use a callback to regain attention. Instead of raising your voice, use a callback to ensure 
that you have everyone’s attention before moving on. The standard callback for Coppell ISD is 
to raise your hand in the air and say “I need your help.” This callback should be taught or 
referred to on a consistent basis. Music can also be used to indicate that the break or transition is 
ending and that you are about to begin. The standard callback song for Coppell ISD is “Sweet 
Caroline” by Neil Diamond.  
 
Establish norms. Norms represent protocols and commitments developed in order to guide 
participants in working together. Norms help clarify expectations and achieve shared goals. 
These norms can be established as a group, or the Coppell ISD Established Norms can be used. 

○ Coppell ISD Established Norms 
■ Share with others what you learn 
■ Use technology appropriately 
■ Be actively engaged 
■ Maintain a growth mindset 
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Professional Learning Design Template 
 

 
 

Click HERE for an editable version of the CISD Professional Learning Design Template 
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https://docs.google.com/document/d/1uOkUAMihOT78FoZxsuJy0rLs3Z9aPxZ5hFeOGgx7_KA/copy
https://docs.google.com/document/d/1uOkUAMihOT78FoZxsuJy0rLs3Z9aPxZ5hFeOGgx7_KA/copy
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