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Facilitator Module 1: 
Facilitating the Learning Experience 

Introduction 
Overview of Facilitator Modules 

The Facilitator Modules were developed by REL West to support school-based facilitators as they 
lead teams of teachers through the Toolkit for Teaching K–3 Reading Comprehension. These modules 
are designed for facilitators to complete in advance of toolkit implementation with teachers. The 
Facilitator Modules include resources on adult learning and facilitation as well as guidance for how to 
organize and orient teachers to the toolkit and its activities. Additional related materials such as the 
Facilitator’s Guide and Teacher Professional Learning Modules will be used throughout the learning 
experience to support successful toolkit implementation. 

Purpose of Facilitator Modules 

The Facilitator Modules are designed to support the facilitator who is leading a team of teachers in 
implementing the Toolkit for Teaching K–3 Reading Comprehension. 

There are three professional learning modules for facilitators: 

• Module 1. Facilitating the Learning Experience: Provides guidance for facilitating the toolkit, 
including Teacher Study Groups using a routine structure with facilitation notes, meeting 
agendas, and guiding questions found in the Facilitator’s Guide. 

• Module 2. Supporting Classroom Practice through Goal Setting and Action Planning: Provides 
guidance for working with teachers on completing individual action plans and developing a 
group purpose statement. 

• Module 3. Supporting Classroom Practice through Observation: Provides guidance for 
planning and using the observation tool. The module will cover how to plan for an observation 
with teachers and how to communicate feedback afterwards. 

Toolkit Audience 

The primary audience for the toolkit is a team of teachers at the school site. The team can consist of 
teachers in one grade or across grades. The teachers’ learning experience is designed to be guided by 
a facilitator. 

Toolkit Facilitator 

A facilitator can be an instructional coach, an administrator, or a teacher leader. The facilitator is 
central to the toolkit learning experience.  

https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/pdf/Facilitators_Guide.pdf
https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/teacher-pd-intro-module
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A facilitator must be able to: 

• Engage with and complete the Facilitator Modules prior to the launch of the toolkit with teachers. 
• Build relationships with participating teachers to support toolkit uptake and use. 
• Review the Teacher Learning Modules to familiarize themselves with the content. 
• Schedule and facilitate Teacher Study Groups using provided agendas. 
• Schedule and observe lessons (or support peer observation). 
• Analyze, interpret, and discuss lesson observations with teachers. 
• Monitor the team’s progress. 
• Communicate with the school leadership around toolkit implementation. 

These modules will ofer tools and resources to facilitators to efectively lead and support the school 
team of teachers. 
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Getting Started 
Facilitator Learning Goals 

By the end of this module, facilitators will be able to: 

• Describe the roles and responsibilities of the facilitator, teachers, and school leaders in the 
toolkit experience. 

• Refect on their strengths and areas of growth as a facilitator. 
• Identify next steps to set the team up for success. 

Roles and Responsibilities 
Implementing the toolkit is a community process. Below are the main roles and responsibilities of the 
facilitator, teachers, and school leaders. 

Role Responsibilities 
Facilitator The facilitator is an educator who, in addition to 

participating in the learning experiences, facilitates 
the Teacher Study Groups and observes teachers on 
the team. The facilitator is also the liaison and lead 
communicator with the school leader. 

Teachers Kindergarten through third-grade teachers who 
engage in asynchronous learning modules, 
participate in teacher study groups, try new 
practices in their classrooms, and open their 
classrooms for observations. 

School Leaders School leaders ensure the facilitator and teachers 
have time to collaborate and serve as a resource 
if needed. 
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Efective Facilitation 
An essential component of the facilitator’s job is to increase teacher engagement and minimize 
obstacles towards participation. The facilitator supports teachers throughout the toolkit experience. 

Directions: Read the facilitation guidelines below. As you read, think about what your strengths 
and areas of growth might be. Complete the activity at the end. 

Prepares Efectively 

• Prepares for learning: Reads all facilitation materials in advance of the Teacher Study 
Groups. Prepares any materials, questions, and supports in advance. 

Creates a Community of Learners 

• Invites participation: Establishes an environment that is welcoming and collaborative, takes 
an interest in individuals, values participants’ expertise, and is knowledgeable about the needs 
of adult learners and the contexts in which teachers work. 

• Promotes balanced participation: Facilitates and achieves a fair mix of voices being heard. 
• Deepens participation: Fosters a professional conversation that is rigorous, holding ideas 

and interpretations out for scrutiny while honoring individuals’ perspectives and experiences. 

Fosters Inquiry 

• Models an inquiry stance: Helps participants internalize inquiry by posing open-ended 
questions about texts, classroom practices, and student work. Probes beyond initial responses 
to help participants consider new perspectives and examine processes. 

• Supports reflection: Helps participants make connections between themselves as readers 
and students as readers. Helps participants translate learning from asynchronous modules to 
classroom implications. 

Draws on Knowledge about Reading Comprehension 

• Draws on an understanding of the Practice Guide recommendations: Has examined the 
Practice Guide recommendations and refers to them when providing guidance to teachers. 

• Helps participants see and examine their own theories of learning and literacy: Assists 
participants to surface and examine theories of learning and literacy while helping them 
explore the sources of their current knowledge. 

Provides Support 

• Helps participants use formative assessment to plan: Enables teachers to make 
meaningful instructional decisions based on formative assessment and classroom learning 
artifacts. 

• Supports planning for classroom implementation: Helps participants incorporate 
recommendations from the Practice Guide into their practice. 

• Helps team planning: Supports teams’ use of protocols that include sharing student work 
and engaging in inquiries around professional readings and resources. 
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Engages in Refection 

• As a facilitator: Uses formative assessment, such as close listening to teachers and lesson 
observations, to reflect on the Teacher Study Groups and participants’ needs so as to optimize 
the plan for the subsequent Teacher Study Groups. 

• As an individual: Takes time to reflect on individual facilitation, sets goals for continual 
growth, and uses resources provided to reach goals. 

Think about your comfort with each of the facilitation guidelines as they were described. Indicate if 
each is currently a strength or a growth area for you as a facilitator. 

Topic Strength or Growth? 
Preparation 
Creating Community 
Fostering Inquiry 
Knowledge of Reading Comprehension 
Providing Support Facilitator 
Engaging in Refection 

Setting Up the Team for Success 

You are guiding your team of teachers through the toolkit experience. Teams need support in both 
how they work together and with practical logistics. This Facilitator Module provides tools, resources, 
and initial steps to help you support the team. 

Scheduling the Professional Learning Modules 

The toolkit is designed for fexible implementation over 17–26 weeks, as described in the Toolkit 
Facilitator’s Guide. The toolkit’s Teacher Professional Learning Modules require approximately 1–2 
hours each week for participating teachers. This includes time for teachers to work through each of 
the modules and engage in Teacher Study Group (TSG) meetings. 

Some tips for successful scheduling are: 

• Add the TSG group meetings to the calendar in advance of the launch of the toolkit. 
• Make sure that all participants are aware of the time commitment and can attend TSG meetings 

regularly. 
• When possible, use existing collaboration times for the regular TSG meetings. 

Additionally, during each module teachers may choose to get feedback on their lessons through a 
classroom observation tool. These classroom observations can be completed by the facilitator, peers, 
school leader, or video recorded. Setting up a system and a schedule for observations in advance helps 
ensure that these will happen. The third Facilitator Module will provide guidance on how to support 
this process. 
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Directions: Review the next steps 

Next Steps 

• Review your school calendar. Map out when each module will take place. Identify the number 
of weeks of toolkit implementation that will best ft your school’s schedule. 

• Identify times for your TSG to meet. 

ο If you don’t have regularly scheduled times available, who do you need to talk with to fnd 
time on the calendar? 

• Check-in with your school leader to make sure you have the supports necessary to convene 
your group. 

• Communicate with your team to ensure they are aware of the participation expectations and 
timelines. 

ο Think about the best way for team communication. Email? Text? Other method? 

• Clarify processes for conducting observations. Identify if observations will be completed by 
the facilitator and/or shared among peers or school leaders. If peers will observe each other, 
consider if they will work through Facilitator Module 3 to prepare them to observe or if you will 
provide them with an overview and resources to successfully engage in peer observations. 

Personalize your next steps by adding actions you will take. Include the dates for completion. 

• Click here to complete your next steps tool. 
My Actions By When Notes 
Example – 

I will talk to my principal 
about using one of grade level 
meetings per month for the 
Teacher Study Group 

August 15th We will use one meeting for 
the TSG, now I will remind 
the time and change the 
calendar invitation. 

https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/pdf/Mod1_Facilitators_My_Actions.pdf
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Accessing and Organizing Toolkit Materials 
The toolkit has many pieces. Teachers may have questions about what they need and where to find 
materials. One of your jobs as a facilitator is to be a resource to the teachers you are guiding 
through this experience and make sure they have what they need to try out new practices 
in their classroom. This means you must understand the components of the toolkit and how to 
access the resources. 

This is an opportunity to review what is included in the toolkit, where it can be found in the teacher 
learning experience, and organize your materials as a facilitator. 

Practice Guide 

WWC Practice Guide: Improving Reading Comprehension in Kindergarten Through 3rd Grade is the 
core reference text for this learning experience. 

Teacher Professional Learning Modules 

There are four content modules plus an introductory module. Each module includes asynchronous 
learning and preparation for the Teacher Study Groups. 

Facilitator’s Guide 

The Facilitator’s Guide is a step-by-step planning guide for each module. 

Family/Caregiver Resources 

Short activities designed to help families and caregivers carry out the recommended practices 
described in the Practice Guide. 

Getting Organized 

Think about how you will best organize your materials. This could include having hard copies, 
bookmarking resources, or adding to your school’s digital drive. The goal is that as a facilitator you 
have what you need and can help teachers find what they need. 

Location Personal Organization 
(add to drive, link to website, print, 
other?) 

WWC Practice Guide 
Teacher Introductory Module 
Teacher Module 1 
Teacher Module 2 
Teacher Module 3 
Teacher Module 4 
Facilitator’s Guide 
Family/Caregiver Resources 

https://ies.ed.gov/ncee/wwc/PracticeGuide/14
https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/teacher-pd-intro-module
https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/pdf/Facilitators_Guide.pdf
https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/family--caregiver-activities
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Tools and Resources for Facilitating Teacher Study Groups 
Leading a Team 

In addition to understanding the learning arc of the toolkit, facilitators also lead teams through the 
experience. Teams may consist of teachers in the same grade level and/or across grade bands. Some of 
the team may be familiar with working together and others may be less so. This section provides ideas 
and tools for building connections and structures that minimize obstacles and boost engagement. 

Setting working agreements is a key step to supporting your team. These community agreements 
include a variety of topics—from how you work together to logistics like deciding to use email or text 
messages for communication, to naming your guiding principles for collaboration. Additionally, you 
will want to make sure you create a living document with your norms that you can revisit throughout 
the learning experience.   

This handout on creating working agreements for teams will help you identify steps that work best 
for your team.  Consider the size of the team, if and how the teachers have collaborated before, and 
how the resource aligns with other ways of working at your school. Which parts will you bring to your 
Teacher Study Groups? What adaptations might you make? 

Leading Teacher Study Groups 

Each teacher module includes TSGs to support teacher learning and use of the toolkit. The 
Introductory Module has one TSG and the other modules have two TSGs. Detailed agendas are 
included in the Facilitator’s Guide. 

Some facilitators will have lots of experience working with adults and others might feel more 
comfortable and competent working with students. The section below provides resources to support 
you as you lead your peers. It is an opportunity to learn more about adult learning theory and 
strengthen techniques to use as you prepare to facilitate your peers.  

Review the resources to deepen your understanding of adult learning and your role as a facilitator. 

1. Criteria for Successful Adult Facilitation 
2. Unpacking Facilitation Goals 
3. Facilitator Tips and Tricks 

Want to learn more? 

Check out these additional resources about efective professional learning for teachers: 

Digital Professional Learning for K–12 teachers 

Listen to a podcast on 7 Habits that Transform Professional Development 

https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/pdf/Facilitators_Community_Agreement_Protocols.pdf
https://www.wested.org/AdultFacilitation
https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/pdf/Mod1_Facilitators_Unpacking_Goals.pdf
https://ies.ed.gov/ncee/rel/reading-comprehension-k-3/pdf/Facilitators_Tips.pdf
https://files.eric.ed.gov/fulltext/ED610097.pdf
https://www.youtube.com/watch?v=jFoc1k9ppeI
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Readiness Check 

I am ready to move to the next module ... Yes 
I have worked with the school leader and teachers to identify our toolkit 
implementation schedule. 
I have organized the materials needed to lead the process (e.g., WWC Practice 
Guide, toolkit materials, Facilitator’s Guide) in a way that works for me. 
I have identifed my current areas of strength and growth as a facilitator. 
I have identifed next steps to support toolkit implementation. 

Note: You will revisit these readiness statements at the end of Facilitator Module 3 to assess 
your readiness to support implementation of the toolkit learning experience. 


	Facilitator Module 1:Facilitating the Learning Experience
	Introduction
	Getting Started
	Roles and Responsibilities
	Efective Facilitation
	Accessing and Organizing Toolkit Materials
	Tools and Resources for Facilitating Teacher Study Groups



Accessibility Report



		Filename: 

		Mod1_Facilitators.pdf






		Report created by: 

		Lindsey Huster


		Organization: 

		





 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 2


		Passed manually: 0


		Failed manually: 0


		Skipped: 1


		Passed: 29


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Needs manual check		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Needs manual check		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Skipped		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
	Text1: 
	Text2: 
	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text21: 
	Text20: 
	Text22: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off


