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Foreword 
The contents of this handbook are the result of a compilation of information from various chapters and 
various brothers affiliated with the Pi Kappa Alpha International Fraternity for the use by any chapter 
or volunteer which are interested in establishing or improving their programming. 
 
It should be understood that each chapter is self-governing and solely responsible for its day-to-day, 
week-to-week and month-to-month operation and nothing herein is intended as or should be deemed 
as supervision, direction, monitoring, oversight or as an effort to control the local chapter by the Pi 
Kappa Alpha International Fraternity, which is a fraternal affiliation of over 220 chapters, over 14,000 
active undergraduate members and over 300,000 alumni and several nonprofit corporations, including, 
but not limited to Oak Service Corporation, a Tennessee nonprofit corporation which serves as a 
clearinghouse and an administrator for purposes of organizing meetings and conventions, publishing 
fraternal publications and performing other functions for the entire International Fraternity. 
 
This handbook is an educational guideline only which contains suggestions and recommendations 
developed by various chapters and alumni which were able to develop successful programs. It is 
published and available to any chapter through the clearinghouse in Memphis as a form of brotherly 
advice for whatever use one wants to make of it. 
 
All ideas herein are optional, and nothing is mandatory. Participation is by the voluntary choice of each 
chapter and each member with the understanding that one generally gets out of something what one is 
willing to put into it. Thus, any language contained herein which could possibly be construed as 
“mandatory” such as “do this” or “do that” is only in the form of a recommendation that if one wishes to 
get the most benefit out of using the suggestions in the handbook, then the suggestions can be utilized 
with the understanding that any handbook or guide is, at most, a guide and that the users should 
substitute their own experience and judgment to use, adapt or modify the suggestions and 
recommendations contained herein. In other words, the handbook is a guide from which the users can 
use to establish, improve, or build their own programs, using their own knowledge, common sense, 
ideas and experience and to assist the users from time to time as a reference for ideas and suggestions.  
In turn, each chapter is encouraged to share good ideas with other chapters by advising the 
administrative clearinghouse for possible inclusion in future publications. 
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Overview of Learning & Development 
What is Learning & Development? 
Learning and development is the process of providing individuals with the opportunities for learning, 
gaining skills, and improving competencies in order to align individual performance and group goals. 
Think of the Fraternity, especially a chapter, as a business ran on brotherhood, you can see how the 
fraternity experience is a leadership and development laboratory where a lot of personal/professional 
development can take place with proper learning and development strategy. Learning is and iterative 
process, especially when it comes to learning about a specific piece of content, which takes place across 
three learning domains, which are: 

• Cognitive: mental skills (knowledge) 
• Affective: have to do with emotions or feelings (attitudes) 
• Psychomotor: have to do with your physical skills (kinesthetic skills) 

 
These three learning domains coupled with a classification system for learning, known as Bloom’s 
Taxonomy (1956), help categorize learning. 
 
Bloom’s Taxonomy 

 
 

1. Remember – Recall facts and basic concepts 
o Verbs such as define, duplicate, list, memorize, repeat, state 

2. Understand – Explain ideas or concepts 
o Verbs such as classify, describe, discuss, explain, identify, locate, recognize, report, select, 

translate 
3. Apply – Use information in new situations 

o Verbs such as execute, implement, solve, use, demonstrate, interpret, operate, schedule, sketch 
4. Analyze – Draw connections among ideas 

o Verbs such as differentiate, organize, relate, compare, contrast, distinguish, examine, experiment, 
question, test 

5. Evaluate – Justify a stand or decision 

Create

Evaluate

Analyze

Apply

Understand

Remember
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o Verbs such as appraise, argue, defend, judge, select, support, value, critique, weigh 
6. Create – Produce new or original work 

o Verbs such as design, assemble, construct, conjecture, develop, formulate, author, investigate 
 
Think about Bloom’s Taxonomy as a progression for how learning occurs for an individual around a 
specific topic. For example, if an individual is learning about the English language, first they will learn 
about English from the Remember objective level where they might learn grammar and sentence 
structure, then as they travel through Bloom’s while learning English, they will eventually get to the 
Create objective level where they begin to author their own content. In the TPE, it will typically take 
member through the Remember, Understand, Apply, and Analyze objective levels. 
 
Learning Styles 
Typically, learning varies based on an individual and can be categorized in four different areas: 

• Visual: Individuals with a strong visual preference for learning such as different formats, space, graphs, 
charts, diagrams, maps, and plans. 

• Aural/Auditory: Individuals with a strong aural preference for learning such as discussions, stories, guest 
speakers, and chat. 

• Read/Write: Individuals with a strong read/write preference for learning such as lists, notes and texts in 
all its formats, and whether in print or online. 

• Kinesthetic: Individuals with a strong kinesthetic preference for learning such as senses, practical 
experiences, examples, cases, and trial & error. 

• Multimodal: Having a combination of already mentioned learning preferences. 
 
By understanding information about learning and development strategy and learning styles, you and 
the member development cabinet will be better prepared for your roles and responsibilities in the 
chapter’s member development program and ensure the chapter’s members are making the most of 
their experience. 
 
Teaching Methods Utilized in the TPE 
These are teaching methods that will be utilized throughout various sessions of the True PIKE 
Experience: 
 
Flipped Classroom is a teaching method where students learn content material outside of the 
classroom (i.e. watch videos, read material, etc.) and the class session is dedicated to having 
discussions, conducting projects, or exercises. 
Case Study Method of Instruction is a teaching method that has students look at specific scenarios 
(cases) in order to draw conclusions that solve problems based on prior knowledge and/or to improve 
critical thinking skills. 
Gamification of Learning is a method that motivates students by using game elements in a learning 
environment in order to capture the interest of learners in an engaging way so that they are inspired to 
continue learning. 
Peer Instruction is a teaching method where the instructor gives students a concept related to what 
the students are learning, and it is the students or groups of student’s responsibilities to analyze the 
information and present the concepts to their peers. 
Co-Curricular Learning refers to activities, programs, and learning experiences that complement, in 
some way, what students are learning in school that are connected to or mirror the academic 
curriculum 
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Commanding a Room – Public Speaking Skills 
Public Speaking Fundamentals 
Passionate speakers are more persuasive. If you want your audience to act, you must persuade them to 
take action. We will focus our delivery on the following elements of body language/non-verbal 
communication: 
 

1. Posture/Stance 
2. Eye Contact 
3. Voice 
4. Gesture 
5. Strategic Silence/Pausing 
6. Purposeful Movement 

Posture/Stance 
Body language is extremely important when public speaking. In fact, the audience will judge you more 
on your non-verbal signals before your voice and words, which is the reason your posture is important 
when public speaking. Your posture should show that you are comfortable in front of the audience while 
also demonstrating confidence. Think about it, the audience is looking at you to lead them through your 
message, so be confident and be the leader! 
 
It is typically recommended that you speak from the audience’s left (stage right) as people read from left 
to right. When speaking it is beneficial to stand at an angle in order to not appear hidden, and form a 
triangle with yourself, the audience, and your content (slide deck presentation, props, etc.), which will 
allow you to utilize purposeful movement. 
 
Stance Basics – Your stance says a lot about how you feel about the presentation and how you feel 
about being there. Here are some things to consider about your body language: 

1. Take a deep breath and relax – No need to overthink your presentation 
2. Open stance – Standing straight up with shoulders back, spread your feet shoulder with apart (or about 6-

8 inches) parallel to each other, relaxed and facing the audience with good posture. Flex your knees and put 
your weight on the balls of your feet. 

3. Arms at side – Unless you are gesturing 
4. No barriers – Step away from the podium or table and move around the room with purpose, don’t be a 

plant 
5. Smile! – Shows the audience you are excited, want to be there, and that you care. Easiest way to make the 

audience feel comfortable 
 
Positions/Non-Verbal Signals to Avoid – Closed stance, arms crossed, hands in pockets, lack of a smile, 
distracting gestures, moving without purpose or intent. 
 
*It is important to note that in your stance, you should not be shifting your weight as you speak. It 
takes away from the power and confidence of you the presenter. Essentially, your feet should be 
planted unless you are moving somewhere. 
 
Eye Contact 
The visual sense is dominant for most people, making eye contact is an especially important type of 
nonverbal communication. The way you look at someone can communicate many things, including 
interest, affection, hostility, or attraction. Eye contact is also important in maintaining the flow of 
conversation and for gauging the other person’s response. 
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Here are some tips for practicing good eye contact: 
• Lock-on for a complete thought or sentence – Present as if you are speaking to everyone individually one-

on-one. 
• Hold eye contact for five seconds – This is not in an awkward way, but rather to help you lock-in for a 

complete thought when speaking to individual members of the audience. 
• Share eye contact with the group – If you are in a large room, give equal attention to both the right and left 

sides of the room. 
• No scanning – Avoid scanning the room with your eyes constantly. Your goal is to make as much eye 

contact as possible. 
 
Voice 
We communicate with our voices, even when we are not using words. Nonverbal speech sounds such as 
tone, pitch, volume, inflection, rhythm, and rate are important communication elements. When we 
speak, other people “read” our voices in addition to listening to our words. These nonverbal speech 
sounds provide subtle but powerful clues into our true feelings and what we really mean. Think about 
how tone of voice, for example, can indicate sarcasm, anger, affection, or confidence. 
 
Your voice will say a lot about your confidence level, whether you know the information or not, or if you 
are interested in being there. Your voice becomes inherently important when you are presenting, just 
like it is over the phone, the listener’s ears become the main vehicle through which your message is 
being delivered. There are tactics that can help drive home points of your message, and there are 
components that can detract from your message. Below are some components of your voice that you 
should be aware of: 
 
Voice Variety 

• Tempo/Pace – This is how fast or slow you speak. Typically, you want to have a balanced tempo when public 
speaking where your pace is natural and conversational. Although your pace should be balanced, there are 
advantages to slowing your voice down or speeding it up. For instance, you can slow it down to drive home 
a point, or speed it up to show excitement. 

• Volume – Is to do with the loudness to the voice. This should be appropriate in strength and intensity and 
should be varied in order to add emphasis and dramatic impact to your speech. The volume of your voice 
should be conducive to the environment in which you are speaking. In a bigger room, you may want to 
project your voice a little more compared to a smaller room where your voice can be more of a mild tone. 

• Pitch – Represents the perceived fundamental frequency of a sound. 
• Tone – Refers to the emotional content carried by our voices. It is not the words themselves, but how we 

say them. To speak expressively, are to fill or energizes our words appropriately. 
• Voice Intonation – The pattern of pitch changes in speech. 

o High Rising Terminal (HRT) or “Uptalk” – When the voice intonation is higher at the end of every 
sentence, even if the statement is a declaration. The intonation at the end makes the statement feel 
like a question. Try to avoid HRT or “uptalk” when speaking. 

• Voice Inflection – The modification of a word to express different grammatical categories such as tense, 
mood, voice, aspect, person, number, gender, and case. 

o When used correctly, you can use voice inflection/intonation to drive home key points of a 
presentation, such as lowering your tone to demonstrate contrast between different points in a story 
or raising your tone on key words to emphasize them. 

• Restrict Your Filler Words – Filler words are any word(s) that distract or take-a-way from your speech. 
Filler words can be the typical umm’s, ahh’s, uhh’s, and OK’s, but can also be words/phrases that you use a 
lot. Often, speakers use filler words when they speak too fast because they don’t allow themselves enough 
time to transition between thoughts therefore, they will insert filler words. The more prepared you are to 
speak, the less opportunity there will be for filler words to sneak into your presentation. 
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Qualifiers 
• Qualifiers - are words that qualify or intensify adjectives or adverbs. Because of their modifying function, 

qualifiers really are adverbs (words that modify a verb, adjective, or another adverb). Qualifiers can be a 
strong writing tool, especially when used for emphasis or clarification. They can help liven up language and 
ensure that the reader understands your meaning, but they can also cause wordiness. Qualifiers are used 
for one of two purposes: 

o Qualifiers that Strengthen – Used to strengthen a “too weak” word, such as: 
 Very, extremely, entirely, etc. 

o Qualifiers that Tone Down – Used to tame a “too strong” word, such as: 
 Adverbs such as slightly, fair, rather, etc. 

Gestures 
Gestures are woven into the fabric of our daily lives. We wave, point, beckon, and use our hands when 
we’re arguing or speaking animatedly expressing ourselves with gestures often without thinking. 
However, the meaning of gestures can be very different across cultures and regions, so it’s important to 
be careful to avoid misinterpretation. 
 
Gestures during a speech are good if they do not distract the audience. Essentially, gestures should be 
used to emphasize your presentation not to distract from it. Your gestures should be natural and within 
the gesture zone. 

 
 
Types of Gestures: 

• Emphatic Gestures – Hand movements used to stress a word or idea that is important in your message. 
• Descriptive Gestures – Used to accompany words when a visualization of your message would help. 
• Locative Gestures – Used to indicate where something is or what direction something might be going. 
• Transitional Gestures – Used to move your audience from one idea to the next or to enumerate things. 

 
When it comes to calling on someone in the audience, don’t point, use their name. If you don’t know 
their name, extend your hand palm-up in their direction. This is an invitation to participate and speak. 
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Strategic Silence/Pausing 
Strategic silence or the use of pausing is an advanced public speaking skill that can give you a significant 
competitive advantage by showing that silence can be accounted as communication by the same 
principles as those of speech. 
 
All too often a speaker/presenter will think that silence is a bad thing during a presentation and that 
they must talk for every minute, but pausing allows for a few things to happen such as: 

• It allows the audience to reflect and absorb information or key points 
• It allows you as the speaker to take a breath and regroup if needed 
• Helps you think clearly 
• Emphasizes a point that you just made to the audience 
• Helps reduce filler words 

 
Basically, as a speaker you can’t be afraid of silence. Strategic silence is integral to your success as a 
speaker. 
 
Strategic silence or pausing is not only used for effect but should be considered with how you speak in 
general. For example, take the following sentence below and say it without pauses and with pauses and 
see how it comes out from you the speaker and consider how the audience might interpret both. 
 
Without pauses… “One night I took beauty in my arms and I thought it bitter and I insulted her.” 
 
With pauses… “One night I took beauty in my arms…(pause)… and I thought it bitter…(pause)… and I 
insulted her.” 
 
What did you notice between the phrase without pauses and with pauses? Did you feel like the phrase 
with the pause allowed you to be clear when saying it out loud compared to the phrase without the 
pauses? The point here is that when speaking, your pace should be rhythmic so that when it is time to 
take a pause, all you are doing is skipping a beat so that the audience can truly digest what you are 
saying. 
 
Purposeful Movement 
During a speech or presentation there are certain benefits to moving around as long as it is purposeful. 
Here are some benefits to purposeful movements through a presentation: 

• It will energize your audience as well as yourself 
• It allows you to engage and connect with the audience 
• Removes stiffness 
• Helps to eliminate nervousness and anxiety 

 
Remember, when speaking, move with purpose. When you arrive, stand with conviction and face your 
audience. 
 
Movements to Avoid – Happy feet/dancing as mentioned earlier* (shifting your weight from one foot to 
another), planting yourself in one spot for the entirety of a presentation (exudes rigidity), pacing non-
stop throughout the presentation (exudes nervousness and anxiety)  
 
Although individuals can master these six fundamentals, enthusiasm is the fuel of action and the surest 
precursor of success.  It is an important part to purposeful movement. When Charles Dickens was asked 
the secret of his success he answered, "Whatever I tried in life, I have tried with all my heart to do 
well; whatever I have devoted myself to, I have devoted myself completely!" 
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Be a Teacher – Presentation Skills 
Presenting is essentially the application of public speaking skills. All the principles from the Public 
Speaking Skills section will apply to presentation skills. In this section we are going to look at how to 
apply those public speaking skills in a presentation. 
 
Speech Structure 
Smile at your audience. When it comes time to present, there's nothing that draws your audience 
into your presentation than a good old-fashioned smile. Be happy; you're about to teach your entire 
audience something they didn't know before. 
 
Whenever you are going to do a presentation, whether for 1 person or a large group, there are always 
three components to it. The content, the audience, and the delivery. 
Many of us focus on the content because it the easiest thing to tackle, the most concrete.  In most cases 
you already know the audience, it’s the people in your TPE progression phase groups (i.e. new 
members, brother leaders, fraternity leaders, and community leaders). And the delivery we avoid all 
together, either because we are so comfortable with it or because it makes us too nervous to think about. 

 
Content: Get Organized 
Whenever you are going to present in front of a group, take some time to get yourself organized.   

• Review your material – You have a facilitator guide for a reason. Review it so that you can understand 
the flow of the session and what you will need to accomplish your objectives. 

• Put your thoughts down on paper – Will you want to talk about how this can affect your group? What 
are the benefits? What are the challenges? 

• Decide on your medium – Are you going to be using a projector? Are you going to use props? Will you 
be using a flipchart during an activity or discussion? 

• Know your environment – Is the conference room available? Do you know where it is and if it’s in 
working condition? 

• Be prepared… Do not wing it! – It shows when you do.  The quickest way for members to disengage 
from a session is when you are not prepared. That’s how you can undermine your success. 

• By getting organized, you are preparing yourself for success which will help eliminate nerves if any exist.  
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Audience: What Do You Want from Your Audience? 
When it comes to your audience, you should have a fundamental understanding of what you want the 
audience to get out of the session based on the facilitator guide that you should have reviewed. You 
should ask yourself this overarching question, “What do I want to happen to the audience as a result of 
them attending this session.” Depending on the session, your goal will probably something along the 
lines of: 

• Becoming interested and engaged/involved in…  
• Changing their opinion about… 
• Increasing their confidence for… 
• Changing their behavior regarding… 

 
It is important to keep the intent of the session and what you want from the audience in mind as you 
execute any presentation. For example, if your presentation’s objective is for members to understand 
their values, you may want to use a softer tone, or if you are trying to encourage a call to action, you may 
want to be more energetic. The result is the most important component of any education presentation. 
 
Delivery: Applying Your Public Speaking Skills to Presenting 
After having studied the content of your presentation, and gaging what you want from the audience 
based on the intent of the session, it is time to prepare for your delivery. In order to effectively deliver 
your presentation, you should draw on the six fundamentals of public speaking that was detailed in the 
Public Speaking Skills section. Below is a review of those fundamentals for your reference. 
 
10 Key Tips for Presenting 

1. Review and practice 
2. Keep an open stance 
3. Use good posture 
4. Use appropriate gestures 
5. Make eye contact with the audience 
6. Speak to everyone one-on-one 
7. Use your voice for emphasis 
8. Pause to catch your breath and to give the audience time to reflect and absorb 
9. Check your equipment and room 
10. Smile! 

 
Death by Power Point – The Intent of a Power Point Presentation 
All too often, presenters begin to use a PowerPoint slide deck as a crutch for their presentation. When 
this happens, it shows that the presenter is not prepared and does not care. A slide in a PowerPoint is 
intended to do the following: 

• Ensures that the facilitator is on track 
• Provide visuals components to a discussion 

 
Remember, the slide is there to provide some context for the conversation. Directly reading from a slide 
as if it is a teleprompter will cause the participants to lose engagement. They will immediately think, “I 
could have looked at the slides on my own time.” The key stressor here is BE PREPARED and do not 
just read off the slides! As a presenter, you must be familiar with the talking points from the facilitator’s 
guide as well as the flow of your PowerPoint slide deck. 
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Be a Jedi – Facilitation Skills 
The difference between presenting and facilitating are clear; they each have different skill sets.  

- Presentations are more one-sided in that presentations involve the presenter conveying a message and are 
designed to deliver short pieces of information. 

- With facilitation you still should use your voice, posture, eye contact, etc., as you would when you present, 
but facilitation is more interactive with the audience, and facilitated sessions are designed for longer 
sessions because it is appropriate for when learning needs to occur. Facilitation is something that is not just 
two-sided, but multi-sided. The material isn’t just from the audience, but individuals in the audience, and 
other audience members may interact and respond directly, rather than through the facilitator, that’s part 
of what makes it so tricky. Think about the differences between presenting and facilitating this way: 

o A presentation is like a commercial flight – the pilot knows where they are going, and exactly what 
path they will take, and the passengers are just along for the ride.  

o Facilitation is like training a dog. You know what you want the result to be, but sometimes your 
canine friend has other plans. The path to the destination could take thousands of different shapes 
or forms, and the facilitator’s job is to respond to the audience in a way that GUIDES them to a 
conclusion, rather than just telling them. Think of Inception as well. 

 
Facilitation Skills 
As a facilitator you are: 

• Conveying Information 
• Facilitating Discussions 

o Questioning 
o Listening 
o Guiding the Course of Conversations 

• Giving Directions for Activities 
• Debriefing Activities 

 
Conveying Information 
In a facilitated session you convey information a variety of ways: 

• Talking Points – Through your talking points or script you need to be clear and show enthusiasm 
• Storytelling – It is also important to add your own examples and analogies. It makes the session more 

personal, more interesting, and it encourages sharing. 
• Written Words – You can also convey information through written words, such as a flipchart/whiteboard. 

You might have written words on a PowerPoint slides, which is key to helping you stay organized and on 
track, but those are there to be used as a visual complement to your spoken words. 

• Charts/Images – Throughout a presentation or while facilitating, there may be images/graphics. These are 
intended to help visual learners who will associate your spoken words with the images/graphics. 

• Activities – Activities are meant to put learning in motion and can be a powerful tool for conveying 
information. 

 
Facilitating Discussions 
Throughout your session, there will be points where you will need to facilitate a discussion. What do 
you think is the best way to facilitate a discussion? You ask a question just like I did. A facilitation 
question is often just an open-ended question. It requires more than a yes or no response. An open-
ended question causes listeners to stop and think before they respond, and when they must stop and 
think about it, they remember the answer more readily. 
 
As a facilitator, when you ask questions, it is just as important to listen to the answer, rather than 
thinking about what you are going to say next; just like a regular conversation. The more you listen as a 
facilitator, the more you understand where the audience’s understanding levels are, and you can adapt 
to guide them most effectively to the end objective. Additionally, listening will allow you to build on 
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audience members’ ideas, which encourages participation and makes your point more accessible than if 
you were to simply state your point. Below are examples of keeping the dynamics of facilitating alive 
based on whether your audience members are more extroverted or introverted: 

- Extroverts like to think out loud. They speak as ideas form in their head and uncover truths as they speak. 
When facilitating with an extrovert, interrupt with a meaningful question after they come close to a good 
processing point. This can nudge their thinking in the right direction. 

- Introverts prefer to keep their thought processes to themselves, and typically only share fully formed 
ideas. As a result, it’s vital to validate an introvert’s contributions, even if they are imperfect, before 
redirecting the conversation. The fact that they shared means that point was important to them and 
disregarding it can cause them to disengage. 

 
Obviously, this is a spectrum, and people normally fall somewhere in the middle, but recognizing the 
different aspects of each type will make group participation much more meaningful and constructive. 
 
The Power of Questions – We just discussed the importance of facilitating discussions through open-
ended questions. Why do you think there is such an emphasis on questions? What do you think 
happens when a question is asked?... It creates curiosity. Curiosity motivates a student to learn because 
the content genuinely perplexes them which in turn will make the participants engage in the discussion. 
 
Characteristics of a Question – Typically Who, What, and How, are good open-ended questions, but 
they are most effective followed up with a timely Why. Below is an example of this: 
Facilitator – “Who do you think is responsible for recruitment?” 
 
Audience – “The recruitment chair.” 
 
Facilitator – “Probably a fair answer. Does anyone else have someone to add to the list?” 
 
Participant Who Gets It – “Well, isn’t everyone in the chapter to some extent?” 
 
Facilitator – “Why do you say that?” 
 
Participant Who Gets It – “Well everyone has a role to play in making sure our chapter’s future will be 
filled with the best men possible.” 
 
Facilitator – “Exactly. (Insert learning objective statement based on his idea here)” 
 
As this example illustrates, the facilitator poses an initial question, receives a response, follows up with 
another guiding question, receives another answer from someone who understands, then follows up 
with a Why question in order to get to the result. The section below titled, “Manage the Conversation” 
provides more examples of ways to phrase guiding questions. 
 
Activities 
Throughout sessions there will be points where an activity will take place to make the information 
applicable. Here are some things to be cognizant of when facilitating activities: 

• When 95% of the participants are done with the activity, move on. 
• Give the participants timing reminders. 
• As the facilitator, you should circulate and listen. 
• If at the end of the activity it requires members to speak on what was discussed in the group, ask the group 

to identify a spokesperson. 
• When gathering questions, first ask the group what they think then offer your perspective. 
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Debriefs/Reflection (Concrete/Conceptual/Application) 
At the end of each section of a discussion or activity, it is typical for a debrief to occur. A debrief is an 
opportunity for the participants to reflect on the message or activity. Typically, a debrief will ask 
participants… 

1. Concrete: “What” Questions – Asking “what” happened during an activity/discussion. This is very 
specific to the actual activity or discussion itself. 

2. Conceptual: “So What” Questions – Asking “so what” in order to bring the participants back to the 
original objective of the section or overall session’s message. The “So What” should be focused on the 
significance of the activity/discussion’s purpose or meaning than the occurrences of the activity itself. 
Leave behind details specific to the activity and focus on the abstract ideas and lessons the activity 
represented. 

3. Application: “Now What” Questions – Asking “now what” allows the participants to reflect on how 
this session will change their behaviors or help them achieve their goals. Make sure the answers here are 
specific. Someone saying, “I need to focus on being nicer to brothers” means nothing. What are they doing 
now that they should not be? How are they not doing that they should be? Get specific, useful points for 
changing behavior out of this last part of the debrief. 

 
Debriefs are vital for driving home the session’s objective(s). As a facilitator you must ensure that these 
are meaningful by giving the audience time to reflect. 
 
Manage the Conversation 
Here some examples of what to do/say when receiving questions from the participants, when 
encouraging conversations during activities, and when you need to facilitate learning: 
 
Phrases to Manage the Conversation 

• “Good question. What would you say is important to do in that situation?” 
• “Well, what are your thoughts or opinions on this?” 
• “In your experience, what tends to happen?” 
• “How have you handled this when it happens?” 
• “Have any of you had experience with this?” 
• “What do the rest of you think about this?” 

 
Facilitating Learning by Asking Questions 

• “Say more…” 
• “Let’s hear [Justin’s] opinion.” (Only if it looks like Justin has something to share, or has been intentionally 

disengaged) 
• “Can you elaborate on that…?” 
• “What makes you say that?” 
• “What are your thoughts?” 
• “Why might that happen?” 
• “When you say ____, what does that tend to look like in the [chapter]?” 
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Keeping the Meeting on Track – What to Do When Things Go Wrong 
At certain points during a session, you might see the flow of the session derailing from where the 
session should be at a certain point in time. It is your job as the facilitator to get the session back on 
track. Here are some ways to stay on track: 
 

Topic Situation Intervention 
Side Bar Conversations A member of the group is 

having side-bar conversations 
with other participants 
throughout Sam’s presentation. 

1. A friendly reminder: “Just a 
reminder, we agreed to ‘one 
conversation at a time’ in our 
ground rules for today.” Or 
bring up respect: “Everyone 
listen to what Sam has to say,” 
or, “Let’s show Sam respect by 
listening, please.” 

  2. Direct the reminder: Make eye 
contact (with Susan) and restate, 
“One conversation at a time 
please.” 

  3. Personalize it: “Susan do you 
have a clarification question for 
Sam?” or “Susan I can see that 
you have something to 
contribute; when Sam has 
finished, we’ll hear from you.” 

  4. Make a direct request: “Susan, 
please hold your comments until 
Sam has finished.” 

 If Susan is the only one 
interrupting or having side 
conversations. 

5a. Talk to her at after the session, 
one-on-one. 

 If there are many people 
interrupting or having side 
conversations. 

5b. Put the process on hold and 
rotate the members by having 
everyone stand up, rotate chairs, 
and sit back down. It will break up 
the talkers and gets everyone’s 
blood moving around. 

 
Topic Situation Intervention 

Staying on Time The group has a lot to cover in 
their agenda, but they seem to 
go down rabbit holes and may 
veer off into other topics. 

1. Invoke the “keep focused” 
ground rule: Suggest the use of a 
Parking Lot to capture items 
that need to be pursued but are 
not the focal points for the 
session. 

  2. Specifically refocus on the 
topic/agenda item: “I’d just like 
to remind you that we are 
discussing [item four], [team 
budget], please hold discussion 
on other topics until we get to 
them.” 

 The discussion has continued 
for some time and you are 

3. Attempt closure of item: “Team, 
we have 10 minutes remaining 
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running out of time for the 
item. 

for this item. We need to 
refocus. What do we still need 
to discuss to conclude this 
item?” “We are almost out of 
time for this item, there appears 
to be more discussion required 
is that true?” Follow-up a ‘Yes’ 
response, “What do you need in 
order to close on this item?” or 
“Why are we unable to close on 
this item?” 

 
Topic Situation Intervention 

Disruptions Somethings happens that is 
unexpected (staff member 
entering room, someone trips or 
sneezes weirdly, etc.) 

Ignore the interruption and 
continue having the 
conversation if possible. 
Members of the discussion will 
look to you as a leader, and if 
you don’t acknowledge the 
disruption, they will likely 
continue as if nothing had 
happened. 

  If the above happens and the 
group will not re-focus, say 
something to the effect of 
“Alright, let’s bring it back 
together. We were talking 
about…” And getting everyone 
back on the same page again. 

 Somebody raises a point that is 
the exact opposite of what you 
are trying to convey. 

1. Always treat the contribution 
with respect, regardless of its 
merit. Everyone’s opinions 
must be treated fairly, or you 
risk shutting down discussion 
entirely. 
 

  2. If it seems like nobody else in 
the discussion agrees with the 
point made in the slightest, 
acknowledge it and move on. 
“Alright, that may be true. You 
know, John said something 
earlier about exceeding the 
minimum requirements. How 
does everyone think that plays 
into…?” 
 

  3. If it looks like many people in 
the room are nodding, or are 
not outwardly dismissive, try to 
ask follow-up questions to turn 



 

The above is intended to provide the chapter with general information and suggestions for improvement.  It is not a directive and is not intended to direct 
the chapter in any manner.  A chapter is not required to use or implement this information or suggestions.  The decision on whether or how to use this 
information is solely that of the chapter. 

he discussion back in the right 
direction. “Why do you think 
you feel that way?” -> “You’re 
right that the recruitment 
chairman is responsible for 
recruitment, but does that 
mean he’s the ONLY one 
responsible?”, “How do you 
think aligns with the 
commitments we made when 
we joined PIKE?” 

 A member is openly hostile 
about the discussion. “This is 
dumb”, “This is a waste of time”, 
“I don’t know why we have to be 
here”. 

1. Immediately follow up the 
comment. Don’t allow that 
attitude to go un-addressed, or 
you risk losing control of the 
discussion. 

 
  2. Ask questions. If the member 

tries to put you on the spot, just 
turn their questions back on 
themselves. Don’t let them get 
away with immature jabs or 
“cool kid” comments. 
 

  3. At the very least, if the 
member is unwilling to 
reengage, you can discredit the 
attitude to make sure others in 
the discussion don’t check out 
as well. (Participant = P, 
Facilitator = F) 
P – “This is dumb” 
F – “Why do you say that?” 
P – “Because it’s a waste of 
time.” 
F – “Do you mean talking about 
this specific idea, or talking 
about recruitment in general?” 
P – “Recruitment in general. I 
already know how to talk to 
people.” 
F – “Well I’m glad that your 
skills are so advanced, could 
you maybe share some tips for 
those of us that are less 
naturally gifted?” 
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  4. The most important part is to 
follow up one-on-one with the 
member after the session. Ask 
why they are being destructive, 
express that you don’t believe 
their attitude is helpful in 
developing the members of the 
chapter.  
Empower them to believe that 
they have meaningful 
contributions to make and 
challenge them to benefit their 
brothers by sharing their 
thoughts and ideas.  

 
Topic Situation Intervention 

Never-Ending 
Discussion(s) 

Information Barriers 
Sometimes a discussion will not 
come to closure, usually 
because of information that is 
insufficient, inaccurate, or 
unreliable. Sometimes a topic 
leads to significant emotional 
reactions. 

1. Follow the same guidelines 
under “Saying on Time” it 
may be that there is 
insufficient valid information 
to progress, in which case the 
team should park the item for 
another meeting. If the 
remainder of the meeting is 
dependent on the completion 
of this item, then reschedule 
the meeting with action items 
to ensure that participants 
bring whatever is required 
next time. 

 Personal Agenda or “Hobby 
Horse” 

Whenever a topic comes up, an 
individual may begin to recount 
the same war stories, etc. You 
can often tell by reading the 
faces of the other participants 
(look for rolling eyes, etc.). The 
individual, often oblivious of 
the reactions of others, settles 
into the story. 

1. Gentle interruption: Once 
you’ve determined that an 
individual is in a familiar 
story mode, and what’s being 
said does not appear to 
contribute to the item under 
discussion, gently interrupt 
the individual to ask, “Bob, 
excuse my interruption, but 
I’m not sure how this fits with 
our topic. Can you clarify for 
me?” 

  2. Direct the inquiry: Make eye 
contact with Bob and ask, 
“This sounds to me like 
familiar turf, is this a 
reoccurring theme?” Then 
make eye contact with the 
other participants. At this 
point Bob will usually ‘fess 
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up’ that this is either a war-
story that everyone has 
heard, or a favorite 
‘complaint.’ Acknowledge 
him, ask what key piece of the 
discussion he would like 
captured, and then move on. 

  3. Personalize the request: “Bob 
we agreed that this item 
would remain parked (or off-
topic), has anything changed 
its status? 

 It is unlikely that a person will 
continue raising the issue. In 
the event that they do. 

4. Firmly restate the request: 
You can restate the 
intervention comments 
under either two or three and 
that should allow the group to 
continue forward without 
using up valuable time. 

 In the rare case where the 
individual cannot let go. 

5. Talk to him privately at 
break: Give feedback (gently) 
about the effect his behavior 
is having on the group and 
the session. Ask for his help 
in keeping the session 
moving forward. 

 
Topic Situation Intervention 

Conflict: Personal Attacks Individual Attacked 
A group member takes “pot 
shots” at other members. For 
the example, Bill is taking 
‘shots’ at Joe. 

1. Apply gentle humor: If you 
don’t know the members of 
the group that well, observe 
Joe’s reaction and Bill’s 
demeanor and body 
language. Say nothing the 
first time unless you are sure 
that it was intentional or 
make light of the first 
occurrence: “I hope that 
comment isn’t an indication 
that we need armor for this 
meeting.” 

 Bill takes another shot. 2. Restate the ground rules: 
Make eye contact with Bill 
and say, “Our ground rules 
clearly state that…. We 
welcome all ideas, comments 
that build or clarify ideas etc., 
but not negativity.” 
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 Once again, Bill aims another 
sarcastic or belittling remark at 
Joe. 

3. Confront Bill directly: firm 
words, supportive tone and 
stance. “Bill this is not the 
first time that you have 
targeted Joe with your 
remarks, please stop.” Then 
redirect him with, “What is 
the concern you have with the 
issue/idea? How would you 
modify it to improve it?” 

 Bill persists with comments 
aimed at Joe. 

4. Gentle, public reprimand: In 
a gentle tone say, “Bill despite 
my reminders, you continue 
to make critical comments 
towards Joe’s ideas. If there is 
a personal disagreement 
between the two of you, it is 
inappropriate to play it out 
here. Can you participate in 
this meeting productively or 
is there another issue which 
needs to be addressed before 
the team can continue?” (This 
gives Bill the opportunity to 
bow out of the meeting. If he 
chooses to leave, ask the 
members if they wish to 
continue without him) The 
same intervention can be 
made one-on-one with Bill 
after the session. 

 Group Attacked 
Bill is taking pot shots at 
everyone. 

1. Apply gentle humor: If you 
don’t know the members of 
the group that well, observe 
their reactions and Bill’s 
demeanor and body 
language. Say nothing the 
first time unless you are sure 
that it was intentional or 
make light of the first 
occurrence: “I hope that 
comment isn’t an indication 
that we need armor for this 
meeting.” 

 Bill takes another shot. 2. Restate the ground rules: 
Make eye contact with Bill 
and say, “Our ground rules 
clearly state that…. We 
welcome all ideas, comments 
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that build or clarify ideas etc., 
but not negativity.” 

 Bill continues. At this point he 
has made several remarks to 
various group members and you 
have redirected his comments 
and reminded him of the 
ground rules. 

3. Address problem directly: 
“Bill you have made several 
negative comments to group 
members. Is there something 
else going on that is 
interfering with your ability 
to participate here today?” Or 
throw it to the members. 
“Guys, how do you feel when 
Bill makes this type of 
comment?” 

  4. Personal Confrontation: If 
the attacks continue and the 
group is reluctant to say 
anything to Bill when 
discussed as in three above, 
then speak to Bill after the 
session as in step four above. 

 
Facilitation Skills Summary 
As a facilitator, these are the skills you need in your role: 

• Listening 
• Questioning 
• Conveying Information 
• Giving Directions 
• Handling Challenges 
• Managing the Time 

 
General Facilitator Guidelines 
The Role of a Facilitator 
The role of a facilitator is to help the audience move through an intended agenda, reach conclusions 
that all participants can support, and help ensure that these conclusions are in harmony with the 
principles of the True PIKE Experience member development program. A facilitator will need to know 
several basic pieces of information to be effective:  

• Have a clear understanding of the purpose of the session. 
• Have a general idea of the experience level of those attending. For a group of less experienced individuals 

more explanation of basic information may be needed, while more experienced members may be able to 
move more quickly through the set-up phase of a discussion.  

• Have an awareness of any relevant resources, handouts, Ritual book, Standards, etc. 
• In summary, keep three things in mind for successful presentation skills: 1) Delivery 2) Content 3) 

Audience 
 
Setting Up a Discussion Session 
Remind all participants of what the meeting is intended to accomplish, and how everyone will work 
together to achieve that aim:  

• State the purpose of the meeting, review the agenda and ground rules, and remind everyone how much 
time is available for the meeting.  
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• Ask everyone for their help in facilitating discussions and following the ground rules for the meeting.  
 
Key Techniques  
There are some simple ideas for facilitators that can have a positive influence on a session:  

• Make eye contact, smile, be enthusiastic  
• Make your first three minutes in front of the group powerful and confident; if you can do that, the rest of 

the session is set up for success 
• Be who you are – let your own style come through  
• Remember that communication isn’t just the spoken word – for example, try to avoid “closed” body 

language such as crossing your arms or turning your back on your audience. Body language can be used 
strategically as well such as your stance and gestures that complement the presentation 

• Remember that listening is a key part of successful facilitation  
 
There are several techniques that a facilitator can employ to aid in their process. These can be broken 
down into three main areas:  

1. Gathering information:  
• Make sure everyone has a chance to participate so all the necessary information is available, 

remembering that some participants are shy so may need encouragement  
• Try to keep the discussion focused on the topic and get to the root cause of any issues, asking for 

more details to gain clarity if needed 
 

2. Organizing information:  
• Group common thoughts and ideas together  
• Avoid repetition, but don’t lose the details  
• Don’t lose good ideas that are off topic – record these for use in the future  

Key questions include:  
Are these ideas similar? What would happen if we tried these ideas together? Can anyone add 
anything to these ideas? 
 

3. Connecting ideas:  

• Rephrase ideas so they relate to the issue we are discussing  
• Combine ideas to build solutions  

Key questions include: How can we use that idea to help with our issue? What can we do today 
that will make a difference? Can we see some solutions or next steps emerging from our ideas?  

 
Wrapping Up a Discussion Session 

• Summarize any solutions offered or decisions made 
• Make sure everyone is clear on what has been decided and what will happen next.  
• Don’t forget to thank everyone for coming, and ensure everyone knows when next session is, what they 

will be covering, and what they need to have read and/or have prepared for the session. 
 
Throughout this section, it has given an overview of learning & development, learning styles, teaching 
methods, along with other areas that will help the education cabinet. All these things do not mean a 
thing and the program unless the members are engaged with the program. As an education cabinet, it is 
your responsibility to ensure that all the necessary planning and preparation has taken place so that 
members can stay engaged throughout the entirety of the program. 
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Pre-Session Preparation  
Prepare Yourself Before the Session 

• It is recommended that this session be facilitated by the specific developmental phase educator, a seasoned 
member in the chapter that is familiar with the subject/content, or an alumnus member who knows the 
material.   

• Take some time and thoroughly review the Facilitator’s Guide. Keep in mind the five P’s (Prior Planning 
Prevents Poor Performance).  Study the session overview once you have a good sense of the material. This 
will give you a better understanding of the session’s overall structure/order. If you feel you need additional 
information to support your own understanding of the session, please feel free to contact a member who 
has facilitated this session or the director of membership for additional information. Note that the facilitator 
guide has an opening section to introduce the topic, which the members should be familiar with having read 
the content on the front end, then sections regarding specific areas content, and a closing section to wrap-
up and recap the sessions content. 

• When practicing, be sure to do it out loud. Don’t think the session through internally. Your words may fail 
you when you are in front of the group. When preparing for a session, the rule of thumb is to say everything 
three times: 

o Once as the words are written or suggested in the facilitator guide. 
o Once to start making it your own in order to add your own flare, whether that is with stories or 

specific talking points. 
o Once to own the words, voice tone, inflection/intonation, and pacing. 

• Be familiar with the debriefs (Learning, talking points, and key messages). 
• Arrive early to ensure the room is set up to specifications. 

Utilization of Facilitator Guides 
• If you have prepared adequately, the facilitator guides should be used as notes and should not be read from. 

Again, it should feel conversational. 
• If you need to refer to the facilitator guide at any point during a session, try to do so quickly when a member 

is asking a question or answering one, because the attention will be off the facilitator, and the image of 
professionalism and preparedness will remain unblemished. Otherwise, the suggested process is to: 

o Pause 
o Read note 
o Look up 
o Begin talking conversationally 

• Keep the facilitator guide in a place that is easily accessible/viewable, but it shouldn’t be a prop. 
 
The typical TPE session follows this flow: 

• Welcome – Introducing the session to the participants 
• Opening Section – Where participants will define key terms for the session and identify why this is an 

important topic of discussion 
• Section(s) – Here is where the core of the session will unfold with specific content/activities and a debrief 
• Standard Closing – This is an overall debrief asking participants to reflect on what was learned during 

the session and how they feel they will apply the learning 
 
Facilitator Guide Key: 
In the facilitator guides written for the educational curriculum throughout the various progression 
phases, note the following: 
 
Facilitator Comments: The use of bold font in the facilitator guides signals the instruction that you 
are to read this portion(s) aloud.  You may elect to “make it your own”, and not use it as a script; 
however, please do ensure that you keep the heart of the content intact.  
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Facilitator Notes: The use of regular font in your Facilitator Guides signals instructions to/for you.  
There are intentional notes for you to be aware of built into the module at various points. It is in the 
form of helping guide the members to a conclusion, or just notes on how an activity/discussion should 
be facilitated. 
 
Resources for You as the Facilitator 
To make the most out of your sessions as a presenter/facilitator, you should have a few things with you. 
Here is a list of ideal tools for a presenter/facilitator: 

• Clicker – This allows you to transition through a slide deck while maintaining your stance or facilitating in 
various areas of the room. 

• Flip Chart & Easel and/or Whiteboard & Markers – To utilize during discussions/activities. 
• Laptop, Projector, and Screen – To visually present your content. 
• Notecards – For activities with participants. 
• Facilitator Guides – Use these as an aide for you as the presenter/facilitator to keep you on track for the 

session, whether it is timing, directions for an activity, or driving home key points of the lesson. The 
facilitator guide should be an aide and not a crutch. 

 
TPE Educational Resources 
The following resources are available in the myPIKE Resource Center to assist in the successful 
execution of the TPE educational curriculum: 

1. Position handbooks for the vice president of membership development and each educator in the member 
development cabinet 

2. Slide decks and facilitator guides for the various educational sessions based on each of the developmental 
progression phases of the member 

3. Supplemental resources for planning, marketing, etc. 

Ways to Practice 
Public Speaking Fundamentals 
In front of a peer or a mirror, choose a topic and speak on it anywhere from three to five minutes. Be 
sure that you are cognizant and are evaluating yourself (or your peer is evaluating you) on the six 
fundamentals of public speaking. The topic is not as important as the executing on the six 
fundamentals. 
 
Presentation Skills 
In front of a peer or a mirror, choose a topic to present for about for five to seven minutes. You should 
be cognizant and evaluating yourself on your word choice, your content and how you articulate your 
points, your audience, and your delivery (I.e. the six fundamentals of public speaking). 
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Facilitation Skills 
In front of a peer, practice facilitating a couple of sections from a TPE session. In addition to the public 
speaking fundamentals, you should be practicing questioning, listening, how you convey information, 
how you give directions, how you manage conversations/challenges, and how you manage time. 
Additionally, you should practice making the content your own to avoid reading content verbatim from 
the facilitator guides. 
 
Practice Resources 
In addition to practicing on your own, there are plenty of examples of how to practice public speaking, 
presenting, and facilitating on the internet. Utilize these resources until you feel comfortable with all 
three skill sets. 
 
A great resource to consider in developing and practicing your public speaking, presenting, and 
facilitating skills is Toastmasters International. Toastmasters is made up of local clubs in various areas, 
where members develop themselves personally and professionally. Attend your local clubs meeting to 
see what Toastmasters has to offer you or visit their website https://www.toastmasters.org/ to learn 
more.  
 
There has also been a resource created for you that lives in the myPIKE Resource Center titled, 
“Training the Trainers,” which is designed to be a retreat facilitated by your chapter’s education advisor. 
The “Training the Trainers” retreat should be utilized each semester, or at the very least during the 
transition of the member development team. 
 

https://www.toastmasters.org/
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