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Agenda 

1. Introduction 
o Welcome and brief overview of the session. 
o Purpose: Sharing facilitation tips and allowing participants to engage in breakout 

groups. 
2. Facilitation Topics Covered 

o Adapting on the fly: How to be flexible. 
o Making learning fun. 
o Facilitating peer learning. 
o Handling challenging moments with confidence. 
o Q&A and discussion. 

3. Icebreaker 
o Question: What is your biggest facilitation challenge? 
o Participants shared common challenges in the chat, including:  

 Engaging learners with varying skill levels. 
 Encouraging attendance. 
 Keeping lessons interesting and adaptable. 

 

Breakout Session 1: Adapting on the Fly 

Scenario: You planned an email basics course, but half of the group does not know how to use a 
mouse. 

 Discussion Points:  
o Adapting lesson plans on the spot. 
o Engagement strategies for mixed-skill classrooms. 

 Key Takeaways:  
o Timing sessions appropriately for different learner groups. 
o Conducting surveys or polls to gauge learner needs in advance. 
o Having two instructors when possible to support varying skill levels. 
o Using reminder emails or text messages to boost attendance. 

 



Breakout Session 2: Making Learning Fun 

 Discussion Points:  
o Techniques to engage older adults. 
o Gamification and incentives. 
o Using relatable analogies. 

 Key Takeaways:  
o Providing small prizes (e.g., headphones, USBs) for attendance and participation. 
o Holding an end-of-program celebration for engaged learners. 
o Tailoring content to learner interests (e.g., birding and hiking apps). 
o Using familiar comparisons (e.g., a computer mouse as a TV remote) to simplify 

concepts. 

 

Breakout Session 3: Facilitating Peer Learning 

 Discussion Points:  
o Encouraging peer collaboration and learning. 
o Strategies for pairing learners. 

 Key Takeaways:  
o Pairing learners with different skill levels for mutual support. 
o Encouraging learners to ask peers before asking the facilitator. 
o Creating community through series-based learning programs. 
o Ensuring timing for participant sharing aligns with session flow. 

 Strategies discussed:  
o Offer advanced learners additional online modules via DigitalLearn with 

headphones. 
o Clearly define skill levels in workshop descriptions to attract appropriate learners. 
o Direct more advanced learners to additional courses or one-on-one digital 

navigation. 
o Use humor and positive reinforcement (e.g., jokingly suggest they might become 

a volunteer). 
o Promote a supportive learning environment where all progress is valued. 

 

Q&A Session 

1. Using Beanstack for Digital Literacy 
o Concept: Create badges for completing DigitalLearn modules. 
o Encourages self-led learning with incentives. 
o PLA response: Allowed as a supplemental tool, but workshops should still 

involve direct facilitation. 
2. Preparing Volunteers for Workshops 



o Recommendations:  
 Have volunteers observe a session before assisting. 
 Tailor preparation based on volunteer experience (retired teachers vs. high 

school students). 
 Recognize volunteer contributions with thank-you notes or small rewards. 

o Challenges:  
 Some libraries require an HR vetting process for volunteers. 
 Sources for volunteers include retired professionals, college students, and 

city-run volunteer programs. 
3. Purchasing Equipment for Digital Literacy Programs 

o Libraries shared their purchases:  
 Dell laptops were a popular choice. 
 Consider incentives for engagement (e.g., Bluetooth earbuds, LEGO 

succulent kits). 
o Other considerations:  

 Providing fun giveaways to balance challenging topics like cybersecurity. 

 

 

Takeaways & Next Steps 

 Participants shared key learnings they plan to apply:  
o Using incentives and gamification to enhance engagement. 
o Structuring workshops to address different skill levels effectively. 
o Leveraging volunteers strategically while navigating institutional requirements. 
o Experimenting with additional tools like Beanstack to complement DigitalLearn. 

 Future sessions will continue exploring facilitation strategies and community 
engagement. 

 

Closing Remarks 

 PLA encouraged ongoing discussion and feedback. 
 Participants were invited to share contact information for continued collaboration. 

 

 

 

 



 

 

 

 

 

 

 


