FACILITATOR GUIDE

For Facilitating a Class on coramdeo.com
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UNDERSTANDING
YOUR ROLE
Thank you for your willingness to serve as a facilitator
for a Coram Deo class or Coram:Catalyst! Facilitators
play a key role in helping students get the most out of
their learning experience.
Facilitators catalyze the Coram Deo movement in their
own spheres by setting up their own class and helping
students get the most out of their learning experience.
We’ve prepared this guide to help you better understand
your role, and to be successful in facilitating a class.
As a facilitator, you have three basic functions:
1.

You create a class, invite others to join your class,
help them to get signed up, and remind them of the
start date of your class.

2.

You encourage them to work through the material
each week, engage in the online discussions, and
carry out their lab exercises. If your class is able to
meet in-person for face-to-face discussion times, you
serve as the host and facilitator for these gatherings.

3.

You serve the students by helping them with any
questions they may have as they work through
the course. For example, if you notice a student
struggling to grasp a key concept or point, you can
help explain and ask others in the class to share their
insights. You don’t need to be an expert, but you can
share from your own learning.

Notice that one of the responsibilities is not “teaching.”
We’ve set up the course so that the facilitator is not
responsible to teach, but to facilitate the learning process.

There are two types of classes:
1.

Online Only. This class happens when the facilitator
and students are in different geographic areas (i.e.
different cities, regions, or countries) and therefore
cannot easily meet for face-to-face interaction. In
“Online Only” classes, all the interaction between
facilitator and students will be online on the Coram
Deo website.

2.

Online and Face-to-Face. This class is for people
who are in the same basic location, perhaps the
same city, church, or office. The interaction between
facilitator and students will be online on the Coram
Deo website, as well as meeting periodically (usually
weekly) for face-to-face interaction and discussion.
This type of class is the best for getting the most out
of the course, as face-to-face interaction is especially
valuable.

For classes that are able to meet together in person,
they should schedule their meetings to occur after
the students have worked though the lesson contents
individually online. For example, if the meeting is on a
Sunday afternoon, the discussion should focus on the
lesson that was assigned for the students to work through
individually the previous Monday-Saturday. It is important
that students work though the course materials before
meeting together, as this will maximize the discussion and
sharing time around the content, which is so valuable.
The face-to-face time should be used for students to
share the key ideas they learned from the videos and
readings, to work through the discussion questions
together, and to work together through the lab exercises
as a group.
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SETTING UP
YOUR CLASS
STEP 1

STEP 2

WATCH THE “HOW IT WORKS”
VIDEOS

SET UP YOUR CLASS ON
CORAMDEOONLINE

Take time to watch the videos on
the “How it Works” page, so you are
clear on all aspects of the Coram
Deo website and its features –
particularly those that are designed
to facilitate interaction, such as the
discussion questions.

You’ll find the “Set Up a Class”
link on your profile page, or on the
email you received after passing
the certification exam. Here, you
can set up your class, the start date
for your class, and personalize the
online classroom by adding a logo or
identifying image representing your
class or organization.
Once you hit the “Create a Class”
button, your unique online class
will be set up. You’ll receive a
confirmation email that contains
the suggested text for an invitation
email to send to those you want to
invite to join the class.

Step 2: Example of a personalized class
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SETTING UP
YOUR CLASS
STEP 4

INVITE OTHERS TO JOIN THE
CLASS AND SEND OUT THE
INVITATION EMAIL
Invite your friends, co-workers, or
small-group members to join the
class. You can do this in person, by
phone and by email. For your email,
use the email invitation that was
provided when you set up your class
on CoramDeo.com (Step 2).

STEP 3

CREATE A CLASS SCHEDULE
The Basics Course has 12 lessons,
and we recommend one lesson
per week. Ideally, your class can be
done in 12 consecutive weeks but
if you need to take a week off for a
holiday or some other occasion, that
is fine, just so the students are clear
on the dates and schedule. If your
class is “Online and Face-to-Face”
make sure you schedule your weekly
discussion meetings as well.
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This email contains a unique
“registration code” that the students
you invite will use when they create
an account on CoramDeo.com.
The registration code will allow
them to access the classroom you
created. This invitation email can be
personalized. To send it out, simply
cut and paste the text into your
email browser, and then personalize
it as you wish.
How many class members should
you invite? 8-10 is an ideal class
size for discussion and learning
from one another, whether online
or face-to-face. You are able to
invite more people than this, but
the larger the class, the greater the
likelihood that some students will
feel uncomfortable sharing and
expressing their thoughts.
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SETTING UP
YOUR CLASS

STEP 5

CHECK TO SEE WHO HAS RESPONDED TO YOUR INVITATION.
WELCOME THOSE WHO HAVE ALREADY SIGNED UP, AND FOLLOW
UP WITH THOSE WHO HAVEN’T.
As the class members you invited
respond to their invitation email,
they’ll begin to go onto CoramDeo.
com, create an account, and access
the classroom. When they do,
their name will appear under the
“Classmates” heading on the right
sidebar of your online classroom.
Notice that you will be identified as
the “facilitator” on this list.
As you get closer to the start
date for the class, log into
CoramDeo.com periodically, enter
your classroom, and check to see
that everyone you invited has signed
up. If they haven’t, follow up with
them to see if they intend to take
the class, and if so, if they have any
questions about signing up.
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As you see class members sign
up, send them a welcoming email,
letting them know you’re excited
that they’ve joined the class and
you are looking forward to their
contribution. Encourage them to
go into the class and familiarize
themselves with the different lesson
and classroom elements, but ask
them to not start working through
the lesson content until the class
begins.
You should also ask class members
to add information to their personal
profile. They do this by clicking on
their name in the classroom (which
will take them to the profile page),
and adding a photo and a short bio
that describes a few things about
themselves (family, education,
favorite food, hobby, vocation, etc.)
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STARTING
THE CLASS
1.

A day before the class is to start, send a reminder
email to everyone who has signed up to take
the class, reminding them that the class begins
tomorrow. If possible, you may want to schedule a
conference or Skype call to go over the information
below and ask if they have any questions.

2.

3.

4.

Encourage them to get to know one another by
reading each other’s profiles (by clicking on the
names) and posting a greeting comment in the “class
discussion” area on the right sidebar.

For “Online Only” classes, it is helpful to give students
a “due-day” before the end of the week when their
discussion comments should be entered. This will
then give all of them time to read the comments
of others and reply to some before the next lesson
week begins. For example, if you start each lesson
on Monday, you may want discussion comments due
by Thursday evening, so that students can read and
have a few days to reply to others.

5.

Explain the class process: Each student will be
responsible to work through the content of one
lesson each week. This entails:

For classes that meet face-to-face for discussion,
instruct the students to work though the lesson
content before the face-to-face meeting each week.

6.

Explain to class members that their discussion
comments are private, and can be only read by those
in this class. They will not be visible to anyone else.

a.

Watching the overview and presentation videos,
responding to the discussion question that
accompanies each video, reading the responses
of your classmates to the discussion questions,
and responding to their responses “Facebook
style.” This is a main way that classmates will
interact with each other during the course.

b.

Doing the personal application.

c.

Reading the selected reading.

d.

Taking the review quiz.

e.

Checking out the “Going Deeper” section.
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GUIDELINES FOR
FACILITATING THE
COURSE
•

•

Your main responsibility each week will be to
encourage each class member to stay current in their
study, to respond to the discussion questions, and
respond to the responses of others. For example, you
can encourage members just by acknowledging their
discussion comment with “great comment,” “good
insight,” or “thanks for sharing this.” If appropriate,
you can engage a particular student by replying to
their comment with a follow-up question or comment
(though respecting their time commitment). You
could also make a comment or post a question to all
the students, in the “Class Discussion” area (but be
respectful of the time the members have committed
to go through each lesson).
If you see a class member falling behind or not
responding to the discussion questions, you might
want to encourage them with an email. Be respectful
by not using the discussion area to scold someone
who is getting behind. You want an online class to be
a safe environment where people feel free to share.

•

The “Class Discussion” on the right sidebar of the
classroom is a great place where you or members of
the class can “chat” by posting comments of a more
general nature. Encourage class members to use this
tool to post questions or comments to you or others.
You should regularly check this area when you log on
and respond to any questions or jump into any chats
with helpful or clarifying comments.

•

Using the Coram Deo Facebook Site - Another
important tool in the Classroom sidebar is Coram
Deo Facebook page. This is a place where students
in all Coram Deo classes can meet and interact with
others in the Coram Deo community. The Coram Deo
Facebook site is also a perfect place to post personal
testimony videos to share with others the outcome
of the two labs (more on these later). Encourage
your students to not only check this out but
contribute to it.
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FACILITATING
THE LABS
Two of the 12 lessons in the Basics Course are “labs,” or
practical application exercises. The labs follow a slightly
different format than the other lessons, as they are
designed to set up an application exercise. The purpose is
to help students get the most out of what they have been
studying by applying what they have learned.

For Online and Face-to-Face Classes
The week prior to the ABCs of Culture lab tell them that
the next week they will have no online work but will watch
all of the videos and go through the lab together as a
group during the face to face meeting. They should plan to
extend the meeting time by 30 minutes.

GUIDANCE FOR LESSON SIX: ABCS OF CULTURE LAB

As the facilitator prepare yourself by reviewing all of the
videos or instructions so you can provide clarification
if needed. Then, set up your meeting so that you can
watch all eight videos as a group and work through the
instructions together.

For Online Only Groups
Email the class members the week prior to this lab and let
them know that the format will be a bit different. Here is a
suggested email:
In this next week’s lesson we will be individually working
through a “lab” on the “ABCs of Culture.” This is an
application exercise, so you will see that the lesson format
is a bit different.
Instead of four teaching videos there are eight shorter
videos. The first video will explain the purpose and set the
foundation for the lab. The remaining videos give stepby-step instructions for completing the exercise. As each
video has a specific instruction, you’ll need to watch the
video, and then carry out the assignment given in the video
before watching the next video, and so forth, until you work
through the entire assignment.
Alongside each video you, again, will have a discussion
area where you can enter your response to the instructions
provided in the video. Please complete each of these
discussion fields, so others can see the topic you are
analyzing and your thoughts about it.

Print off the instructions in the Application section so that
each member has a copy to refer to. Have a flip chart,
white board, or projected computer so that you can record
the group’s comments and analysis. Work through the
questions and finish by praying for one another in terms of
the action each person can take as a result of the ABCs of
Culture lab.
Share a Video Testimony on the Coram Deo School’s
Facebook Page.
Once your class has completed the exercise, they may
wish to share what they did, and how they saw God at
work as a result of carrying out the exercise. This would be
a great way to help others to learn from the experiences,
and would be a great source of encouragement! So as
the facilitator, please encourage your class to consider
creating a short testimony video and posting it on the
Coram Deo Facebook page.

If you look in the Application section you will also see an
outline of these instructions that you can download and
print off if that is helpful.
I look forward to reading your responses! Let me know if you
have any questions.
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FACILITATING
THE LABS
GUIDANCE FOR LESSON 12: SEED PROJECTS LAB
This lesson is a special application exercise (or lab) called
“Seed Projects.”
For Online Only Groups
Email the class members the week prior to this lab and
let them know that the format will be different. Here is a
suggested email:
In this next week’s lesson you will be working through the
second “lab,” the Seed Projects Lab. This is an application
of teaching on Seed Projects given by Bob Moffitt in Lesson
11. This lesson is also the culmination of the Basics Course.
To do the Seed Project Lab, go to the Application section.
Download the instructions and forms you will need to
plan your Seed Project. Then watch the three videos and
follow Bob’s video instructions for completing the form and
planning your Seed Project.
This lesson encourages you to engage a small group of
friends (or family members) to join you in doing your Seed
Project, so you may want to do some initial planning, but
have your friends or family members join you to do the final
planning.
I’d like you to plan your project next week and set a date for
doing it.
When you are finished planning your project, I’d like you to
do two things.
1.

Email me a copy of your plan.

2.

Send me a brief report or testimony of after you do
your Seed Project. I’d like to know what you did, and
how you saw the hand of God at work. Be creative!

You can send your report as a short video testimony
(posted on the Coram Deo Facebook page) or you could
do a simple PowerPoint presentation with photos.
We want to hear what God has done and celebrate
with you. These reports/testimonies will also be very
helpful tools to encourage others in planning their Seed
Projects.
After you’ve done this, you’ll need to complete the course.
You will see a “Complete the Course” section at the bottom
of the final lesson page. When you open this section, you
will have a choice to either complete the course without
taking a final certification exam, or to take the exam and get
certified. If you pass this exam, you will become a certified
course facilitator and can create your own class and take
your friends or co-workers through this same material.
The certification exam is fifty multiple-choice questions
taken from the lesson quizzes. You need 80% correct to
become certified. There is a small fee for each time you
take the exam. Again, this is optional but I encourage you to
consider doing it.
Whether you take the exam or not, you’ll have the
opportunity to provide helpful feedback on the course
and your experience with it by completing a short course
evaluation questionnaire. I strongly encourage you to do
this, as your feedback is important and will be greatly
appreciated.
That’s it! When you have done these steps and completed
the Seed Project you have completed the course. I pray it
has been a valuable experience for you.
May God bless and use you greatly as you seek to live
out the beauty, goodness, and truth of God’s unshakable
kingdom.
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FACILITATING
THE LABS
For Online and Face-to-Face Classes
The week prior to the Seed Projects lab, tell class
members that they should prepare for next week’s class
by doing the following:
1.

Watch Bob Moffitt’s Seed Project instruction videos
before meeting. Then come to the meeting prepared
to plan a Seed Project together as a group.

2.

Work through the “Complete the Course” section at
the bottom of lesson 12 by:
a.

Taking the certification exam if they choose to do
so, and

b.

Completing the feedback questionnaire which
will provide valuable feedback for making future
improvements to Coram Deo.

Inform them that the certification exam is 50 multiplechoice questions drawn from the lesson quizzes. They
must answer 80 percent of the questions correctly to
pass. There is a small fee to take the exam. If they pass,
they become certified facilitators and can then create their
own class to take their friends and co-workers through the
same course.

As the facilitator, prepare yourself for the Seed Projects
Lab by reviewing all of the videos and instructions so you
can provide clarification, if needed. Print off the planning
forms in the “Application” section so that each member
has a copy to refer to. Have a flip chart, white board, or
projected computer so that you can record the groups
plan on screen or paper. Work through the Seed Project
planning process as a group. Set a date. Pray and commit
your plans to the Lord. Then implement your project on
the date set.
Ask someone in the group to act as the Seed Project
reporter and capture the event in video or photos. Then
prepare and share this report with the group. Finally, post
it for the group on the Coram Deo Facebook page for
others to see and celebrate.

If you are leading a class that
meets weekly or periodically
for face-to-face discussion,
please, review “Appendix 1
– Guidance for Facilitators
Leading Face-to-Face
Discussions.”
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That’s it! This completes the
guidance for facilitating a
Coram Deo class.
Thank you so much for giving
of your time and energy to
help others learn and be
impacted by this course.
May God bless you as you
help others learn and grow
through this program.
Questions? Please contact
coramdeo@disciplenations.org.
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