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1. Facilitation techniques

Facilitation is a method of systematically managing meetings with a large number of participants so that they result in achieving the desired goals. This involves not only designing its structure and leading it, but also intervening in the processes during the meeting. Most facilitation techniques can be applied in both physical and online environments, but some require additional adaptation.

The following are examples of facilitation techniques according to the NOAA Manual for Planning and Facilitating Effective Meetings:
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Difference between moderation and facilitation

Facilitation and moderation are two different but complementary roles in leading a group of students. Facilitation refers to the process of guiding and directing group learning so that participants actively explore, exchange ideas, and collectively reach conclusions. The facilitator encourages participation, asks questions, and creates a supportive environment, but does not impose content or solutions. Moderation, on the other hand, involves managing communication and organizing the discussion, maintaining order and focus on the topic, and intervening when necessary. While the facilitator is more focused on the learning process and group dynamics, the moderator focuses on the structure, rules, and technical flow of the interaction.



2. Facilitation steps before the meeting


According to the NOAA document on facilitation practices for virtual meetings, there are two types of steps that can be taken:


	steps before an online meeting

	steps during an online meeting
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Tips for successful online meetings:


	Disconnect from email during the meeting, even if it's short.

	Before you start speaking, say your name.

	Don't forget to use the microphone mute/unmute button.

	Do not put the call on hold as background music from your phone system will play.

	Refrain from side conversations or inside jokes.

	Speak loudly and clearly.







3. Conclusion

Online facilitation techniques are key to successfully conducting virtual meetings, workshops and conferences. Since the digital environment brings challenges such as limited non-verbal communication, technical difficulties and possible loss of focus, the facilitator must carefully plan and apply different strategies.

Techniques such as active listening, asking questions, paraphrasing, and summarizing ensure that all participants feel included and that their contributions are valued. Tools such as working in small groups, the "parking lot method", or negative voting help structure the discussion and make decisions, while neutrality and control of disruptive behaviors maintain a professional atmosphere.

With the right combination of techniques, it is possible to maintain momentum, encourage interaction, and build shared understanding even when participants are not physically together. This makes the facilitator a crucial bridge between technology, content, and people, ensuring that online meetings and conferences are effective, inclusive, and results-oriented.
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