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INTRODUCTXON TO THE TRAINING GUIDE 

NEEDS ADDRESSED BY WORKSHOP 

The workshop presented h this training guide b designed to impnwe the skUb of trainers 
responsible for training extension or district-level field workers. It may also be useful for 
training trainers of communitylevel workers. This training guide is intended to be a 
complement to the subject matter training guides the WASH Project has developed. It will 
help trainers to use those guides as well as other training naterlals. 

The two-week workshop focuses on three major aspecls: 

Design 

Planning and rnanaglng a training event 

Delhmy skills indude group facilitation; managing small group tsskj; and wlng case studies, 
role plr.ys, ledurettes, demonstrations, and field exercises. These skIUs are Fanforced through 
practice training sessions. The framework for designing d o n s  b based on the theory d 
experientbl learning using a seven-step design model. The worluhop ciedops &ills In 
planning and managing an entire training event through a fiveday stmuhtlan uslng &world 
examples selected by partldpants. 

Partkipants keep a journal durfng the workhop to help them phn for applicstlon of their 
new training ddls back h their work situations. At the d of the workshop, partklpants we 
their )ournab in a session devoted to back-at-work pbnnlng. 

Adult Lemmtrrg 

Adult leamlng is approached differently from child learning because adults differ from 
children in self-concept, experience, readiness to leam, and their perspective on app)yhrg 
what they leam. Adults find leatning to be most enjoyable under a wrtety of circumstances 
depending on their prefemd style of learning. They leam most effectively when they can 
build on thdr experiences. Experiential leaming provides a framework that enables adults to 
leam from experlence. 



The experiential approach is learner centered and allows the participants to manage and 
share responsibility for their learning with their trainers. Effective tralning strategies that 
incorporate experiential learning approaches provide opportunities for a person to engage 
in an activity, review it critically, abstract useful insight from the analysis, and apply the result 
in a practical situation. The experiential learning cyde (EL0  divides this learning process into 
four stages: (1) the experience--the initial activity and the data-producing part of the ELC; 
(2) processing-reflections on the activity undertaken during the experience; (3) generalizing 
--drawing condusions and generalizations stimulated by the first two phases of the cyde; and 
(4) applying-incorporating what has been learned in the first three phases of the cyde by 
developing plans for more effective behavior in the future. 

The trainers using this guide are assumed to have had considerable experience working in 
training. They should have at least a secondaly.level education and significant professional 
training. They should have at least five years of experience trainlng cornmunitylml workers 
and fhe  years training people at the supewisory level. Ideally, their knowledge should include 
exposure to (preferably education/training in) at least two of the following areas: 

7 

Community deveioljment promotion 

Healthhygiene education method!! 

Community water and sanltatim 

The -hers should also have experience in organizing and facilitating at least 10 worksbps 
active, partidpatoy adult learning methods. At 1-t three of the workshops should 

haw been for tralnQ of trainen (TOT). Further, they should have pattklpated tn at kust 
one TOT wMop in whkh the methodology in thb tralning gulde ums wed. Preferably, 
the halners will have participated In more than one TOT workshop, including an achranced. 
leuel workshop. They should haw skllls In designing and conducting sessiom wing a w  
studies, rde pbys, and experlenthl lecturettes. They should also be able to'integrate wdom 
level skills wlth those necesasry for planning and mamglng an entire training event. In short, 
thb guide b not meant to be used by beginning trainen. Tralnlng trainers requires a hlgh 
level of sklll and considerable experience. 

This gulde is designed to be used by hw, cetralners. Although only one trainer could use the 
guide by making some adaptations, deltvey 4th  huo trainers is strongly recommended and 
mandatary if there are more than 10 participants. When co-training, trainers share the 
reqxmdbility for delhming each session, each one preparing and executing one or more 
steps in alternating fashion, This approach enables trainers to 



Follow more closely the acquisition of knowledge and skills by the 
participants 

Distribute work better 

P r d e  greater variety for the participants 

Improve partldpants' training skills by provkllng ongoing feedback 

Continue Improving designs and session plans for their trshing 
Programs 

Modify pbns more efficiently and mpwY during the Imp&mentatlon 
of a program in order to respond better to partidpants* needs 

The partldpants trained wlth thls gulde are assumed to be m@MC or mtfoMClevel 
penonnel with supewbory and tratning respondbili~ for water supply and sanltatlon or 
other public health devebpnent scthr(ttes. They should have at lead a seeondaq~levd 
education and significant pmfesskmd training. llwy should hsve at least two years of 
experience working at the community level and two yean at the supavbory/tmWng I N .  

The partkipants' l m w l d g e  should include exposure to or educaWtrabhg In at leust two 
of the fdlowltlg areas: 

Health/hyglare education methods 

Cammuntty uater and sanitation 

It is sswmed that the pnrtldpnnts know the subJect matter In whkh they will be trahtng 
others. This gulde b Intended to glue them the sWlb they need to ddgn and ddhra a 
baining m t .  7he total number of participants shodel not e x d  20 so that a& pcnorr 
will have two opportunith to prsctlce d e l m  a traMng sesdon. 



3VERVIEW AND GOAlS OF THE WORKSHOP 

Th!s training guMe describes a 10-day workshop for trainers who wlll train field workers in 
performing the tasks needed to work with communities on water and sanitation adlvlties. 
The training can cover activities involving technical skills, such as latrine construction, spring 
capping, or well construction, or such process skills as hygiene education or community 
participation. The gukle indudes examples of such activities that are drawn from the sub)ect 
matter training guides developed by the WASH Pro)ect. 

The workshop begins with some background on experiential training methodology and on 
fadlitation skills important for trainers. Then, the trainers demonshate the technique of 
designing and delivering a small group task, which is followed by a session on gMng feedback 
and hdping others to glw feedback. Next, the trainers continue to demonstrate training 
technhues, including case studies, role plays, experlenthl lecturettes, and fiekl exercises. At 
the end of each demonstration, one or two participants practice the steps used In the delivery 
of these techniques. Next, trainers lead a sirnubtion of the development of an entire tralning 
event. At the end of this simubtlon, each participant practices leading an entire session 
selected from the simulated tralning event. The last day b devoted to back-at-work 
application, workshop evaluation, and closure. 

The workshop design is basleci on an active, pa-patory, experlencebased learning 
approach. Partidpants are expected to take an active part In a trerlety of attMtles, such as 
case studk, role plays, and simulations. Thb appoach also p& ttme for group 
dhcus$on of these experiences and thelr applkatlon. Ttalnen are expected to model the 
experiential approach throughout the woduhop, thereby provkling continual reinforcement 
of thls partkipative methodology. 

By the end of the workshop, participants wlU be able to 

1. Mine the bask principles of adult education and of experlentbl 
learning 

2. Use a design framework for preparing and carrying out training 
se!!slons 

3. Demonstrate faciHtatlon skffls (paraphrasing, asWng questions, 
summarizing) 

4. Give and recelve constructive feedback 



5. Dexrlbe the chamcteristlcs and the learning purpose of such training 
techniques as case studies, role plays, small group tasks, lecturettes, 
demonstrations, and field exercises 

6. Deliver a session using one of these training techniques 

7. Plan for and manage a tralnlng event 

8. Adapt this training methodology for use in backat-work situations 

USING ;HE TRAINING GUIDE 

Trdnlng Approach 

The workshop Is designed to attain Its ovaall goals through an approach that b m M e n t  
wlth adult learning m&. The partidpants are expected to take an actfve role h thctt 
learning M on thelr experiences in the f l d  of water and sanltatlon and In tralnbrg. 

€a& of the sessions is designed to walk partlclpants through a serles of step6 Mended to 
maxfmize what they are learning by first experfenclng a presentation (whkh m y  be a catw 
study, an Instrument, a small group task, a rde play, or a short interactbe ledumtte), then 
malyzbg It, drawlng conclusions about it, and looklng for ways to apply what they hnve 
learned to thelr own situation. Each session b thendore structured as outllned below. 

Questions to tmroh# partlclpants, M on their expedmm 

2. Presentation or Exercke 

Short lecture, sue study, group task, d m .  m, role pby, 
practke training, or the Ike 

3. Anal\nb ant Reflection Questions 

Qudons designed to get participants to think critically about 
the prevlous group task, case shdy, role play, practke 
tralning, slrnubtlon, or other M t y  



4. Conclusions 

Questions to generalize, compare the meaning derlved from 
thL experience with that of slmlbr experiences, and Mentlfy 
the key areas of learning 

Questions to help partldpants look at aFpllcations of what 
they have learned 

Bdef summay of the sesslon and revlew of the objectives 

Training Site Requiremen& 

Thh workshop requires a room large enough for 20 participants and two smaller break-out 
rooms that can arx:cmnodate 8 to 10 partldpants. The partldpants should sit at t a b  4th 
flve or sbc &In each. The site may be a hotel or a trahhg institute. kleally, the trafnen wlll 
have three or four fllpdrart easels and plenty of paper, mafiers, and tape. Two sets of video 
cameras, recorden, and monitors will greatly enhance the practlce training semlons. 

Worluhop Schedule 

The workshop schedule Is shown at the end of this sectlon. 

Optrona for Adapting the Worluhop Demb 

The recommended duration of the tralntng ptogram In thb gukie b 10 days over a 
~ W d ~ . T e n & ) n b m ~ W m l n h m u n t b n e ~ t y b g h n  
partidpants both a bxkgmmd tn experlenthl training rnethoddogy and an adequafe amount 
of practke uslng experbthl hMng technlqw. Howeuer, for a MIJC(y of f lrmchl and 
other muons, it maynot be Wble  to conduct the workshop over a comcuthre twpwrcdc 
perlod. The following are some optbm !or adapting thh dedgn to different tlme fmms. 

w t l o n  I-Two rcpamts urcsks with a tlmt Intern/ 

One option b to dWe the workshop Into huo one-week Mwluhops, separated In tfme by 
a period d three to sbc months. h this dtuatim, It would be addsable to lengthen each of 
the two wrluhops from 5 to 6 &p, for a total of 12 training days: 

In Worluhop I, keep the full ftva clap of Week One and adapt the sessions 
from Day Flve of Week Two: Sedans 20-"Backat=Work Pbn" and 21- 
Workshop Evaluation and Cloalng Ceremonies." Thk sddltlonal &y g k s  



participants the full benefit of Week One in the current design, time to plan 
what they will do in between the two workshops, and time to conduct a 
proper evaluation and closure of Workshop I. 

In Workshop 11, the flrst day can be devoted to debrleflng participants on 
their experiences in the field and to revlewhg thoee sklU and knowledge areas 
from Workshop I that need to be reinforced. For the rernalnIng &ys of 
Workshop Il, trainers can proceed wlth the five &ys of Week Two, JH 

desalbed in thb gulde. 

In some cases, users of thb guide may only have a one-week perlod during which to conduct 
a TOT event. The recommended optlon In this dtuatlorr Is to conduct a slxday workshop: 

Use all the sessions from Day One through Day Flve in Week One; then, for 
the d t h  &y, adapt Sessions 20 and 21 from Day Five of Week Tum in 
order to lead participants through some applhtlon pbmbrg, a workshop 
evaluatfon, and a dosing ceremony. 

It b possible, though l a ?  deslmble, to use thb gukle for a -k, flueday ~MKw:  

UseSesdom 1 through9inDayOnethrough themmlngof Day F h d  
Week Orr2; then, for the afternoon of the fifth day, we much shortened 
\Fenlonrr of Sedans 20 and 21 from Dsy Flva of Week Two to do 
applkatlon plannhg, a workshop evaluation, and a cbdng ceremony. 

PREPARATION FOR THE WORKSHOP 

R m t t  and select partkipants 2 months 

Identlfy/hire trahtng staff (trabren, workshop coordinators, id 
dte su-13) 

Identify leamhrg neecb and roles and ex- of partldpents 

2 months 



Select an appropriate training site 

Arrange staff lodging and meals 

Anange all necessary transportation 

Prepare needed workshop materials and handouts 

Prepare ior tmMg 

Condud flnal preparation at tralnlng slte 

sesin 

2 months 

1-2 months 

1 month 

1 month 

2 week 

2 da\p 
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OPENING CEREMONY AND INTRODUCTION 
TO THE WORKSHOP 

Total The: 2.5 hours 

By the end of the session partidpants will have 

Become acquainted 

Cladfled thelr expectations about the woikshop 

Revlewed the workshop goals and schedule 

Mscussed nomrs of behavlor for the workhop 

OVERVIEW 

The opening session sets the tone for the entlre wwkshop. After thc offkbl opentrrg 
commenb, participants haw a chance to get to know each other better an Ice- 
brmkhg adfvlty. Then they dbcusa thelr expectations about the worlcshop. Tmbrcn mAcw 
t h o u e e x p e c t a ~ t o s e e w ) r l c h o n e s a r e ~ b y t h e ~ w o r k s h o p ~ a n d  
scheduk. P a r t i d p a n b ~ o r e ~ w ) \ l d r ~ c ~ ~ w ( l l ~ m c t a n l h a W t h c y c a n  
t a k e ~ ~ b u i t y f o r ~ b l g u n m e t e w p c t t s t l o n , ~ o f f o r m d w w k s h o p ~ .  
The wssh ends wHh a dtscusslon of the n o m  of behaulor that wlll be foUowed thr- 
the workshop. 

T h e ~ m s y b s g t n w l t h o f f k b l o g a r t n g ~ ~ o r ~ h i 0 u n ~ ~ m c 1 1  
tscommarrforQovanrnartorpogramdlddrtossyahwwwdsatt)nstartofa 
workshop. Tmlners need to plan carefully and coordhte suKh acWMu bcfon the sadon 
-* 

Although thb session should take about 2.5 hours, the entire ;lmn!ng has been allocated. 
7hb wlll allow for a late start or for a longer opening cereamny, If required. 



PROCEDURES 

1. Welcome and Official Opening Comments Time: 40 minutes 

Introduce yourself and welcome the participants. Exphin who Is sponsoring the workshop. 

introduce any gomnment and community officials and ask them to say a few words. Set 
ask& about 30 minutes for speeches by the guests. 

Exphin the overall purpose of the workshop, focusing on the improvement of tralnlng .dc& 
by using an active, partidpathe methodology that has proven effecthe for the bainlng of 
fiekl worken as we1 as maMgers in environmental health projects throughout the world. The 
workshop will draw on the practical experience that partldpants have galned in the field. It 
b structured to indw their active partklpation in shark- their currant knawledge and ddUs 
as they learn new ideas and develop new skilts. 

Explain that you will go into fdh detail about the workshop ln a moment after the guesb 
have left. The gue& may now leave. Dktribute the welcoming package. 

2. Introductions Time: 35 mtnuta 

Point out that you want partkipants to start with an exercise that wlll help t h  get to know 
each other in an Informal abnosphere. Ask partidpants to tum to snneme they.& not 
know well a d  to get to know that pcnon by tntervlcwlng him or her for flve mfnutes. 
SIlgOcst that they ask the qwstbns ptwented on ~~DCIIDT~ A: Intewkw 

W t  is your mumand whnt & yau Ilke to be dkd? 

Where are you from? 

Wbm b you been e, and for haw long? 

Take 10 mlnuta for thb Intetvlew, 5 minutes per peran. 

Tdl the pain to be prepared to introduce their partner to the rest of the group. 

When the tntervlews are finished, start by introducing your cetralner in less than a minute 
h a Ilght, relaxed manner to set an example for the group. Then ask for vdmteers. Try to 



keep the Introductions brlef. Explain that emyone wlll have a chance to become better 
acquainted during the rest of the workshop. 

3. Expectations TW: 35 minutes 

Exphin the importance of discussing their expectations of the workshop. Say that you wbh 
to dbcusd what they hope to accomplish dusing the workshop so thnt the trainers can asess 
which parts of the workshop wW meet participants' needs and which n e d s  may either not 
be addressed or not dealt with In much depth. In &tion, dkussing thelr expectations wW 
help identify whkh toplcs should be particularly stressed. 

D@by Flllxhart B: lndMdual Task: Write down IndMdually what you expect to accornplbh 
or get out of this workshop. 

Give them about three minutes to write. 

Dlsphy FllDchart C: ExDectations Task and expbln It as fdloun: 

In group of four, share your expectations 

A- on two to four expectaiions that you all share 

Glue them 15 rnlnutes to hlsh thb task. Inform them when they have 5 minutes left. 

fiaue somecnre from each group pment the group's expectatlas. R d  the expectatbm 
on a flipchart. Do not repeat expectations dnsdy Ibted, krt note the one behg mpmhd 
with a msrk. After all the groups haw reported out: 

Patnt out the most commonly hdd expedWm 

If an expectatkm b outslde the pwposcc of the warluhop, a& If 
e\rayare wanb to spend some tbne on It during the evanlngs, or If 
they can meet It on their own (see "Trainer Notes" for more on thb 
type of sltuatlon) 

Ewpbln that you wlll now present the workshop Qoab and compare them 4th  thelr 
expechltlons. 



4. Overall Workshop Goals Tlrne: 15 minutes 

Msblbute Handout 1-1: Overall Work .0~  Goals. Have the same llst of goals on Flipchart 
D: Work$lo~ Goals. Ask the partidpants to read along as you present the goals. Clarify any 
goals that were not dear end refer to h, llst d expectations to show where they are covered 

a @. 

EKphtn that you will now turn to the workshop schedule to show when partkipants' 
expectations and the workshop Qoals wlll be met avar the course of the w01Mop. 

5. Workshopschedule The!: 10 minutes 

M b u t e  Handout 1-2: Wodaho~ Schedule. Go ova the maln -ion headlngs h the 
schedule. Polnt out the fdlowlng while going over the schedule: 

Time frames 

Make the fdlowbrg points about 'the woaluhop method- 

Use of mall and hrgc group dkussbm to encomge sctivc 
partldpsth 

U ~ d p m e n t a t k n s t n u n n b l n a t l o n w i t h ~ ~ , t d r ~ , d  
prscCkd tasks to create an actlue leamlrrg awbaumnt 

6. Workshop Norms TM: 10 mbwta 

Expbln that so hr you have looked at what partldpants wlll h. Howrva, in ordrr to 
~ thewor luhop@wHhfn thc~ tbne ,cveryocremustagreemhou , thn t  
~ m b r g c s n b e ~ m a s t e f f ~ y . S y t h a t ) r w r p a p o e e t h e s e ~ t o h e l p ~  
work and learn better together as a group. 

Dbpby Flirxhart E: Worksho~ Nomy as follows: 

Share mpondblllty for Ieamlng 



Participate actively in all sesslon activities 

Start and end sessions on time 

Respect the views of other participants 

Help m e  another 

Refraln from smoking in the train- room 

Ask participants if they agree with these m m  and have any others to add. Dbcusa the 
norms and seek common agreement on followfng them. 

7. Wrap Up Time: 5 rnlnutm 

Thank them for their partlclpatlon so far in the workshop. Ask them to make an effott to 
remember the goals, the schedule, and the norms and what e\ratyone hns agrad to do In 
order to make the workshop run smoothly so that partldpants wUI enjay thandm and 
learn. 

Notea to the trahrer 

1 It b Important for wadchop participants to think about and ex- their 
expectatlorn before revlewlng the goals and M u l e .  They wlll work better b p t h  
If they redhe they haw a camnon set of expectathm. They am slso more Ukdy to 
accept the goah and dndule If they am related to their upecbtbns. 

Do notspmda lot of t b n e d b c u s s t n g t h o 6 e ~ ~  t h a t a r e o u b k k t h e ~  
of the woriahop. Although It b important to dbcm thew apectations and try to 
a d s p t t h c w o r k s h o p t o m e e t t h a n ~ ~ M e , o n l y s m d l ~ t n t h c ~ o r  
schexhk should be msdc at thb the. 

The dlmsskm of partidpant expectations can be made easier by pddlng the 
intended psMpanb wtth infmtlon about the purposs and sbucbe d the 
workshop before they arrive. 

2. Keep the schedule and flipdrsrts of the goals and norms posted in the classroom so 
that you can refer to them throughout the workshop. 



MATERIALS 

Wekomlng padrage for participants with pads and pen& 
Hanlout 1-1: Overall Workshop Goals 
Handout 1-2: Workshop Schedule 

Flipchart A: lntervib Questions 
Flipchart B: MMdual Task 
Fllpchatt C: Expectations Task 
nipchart D: Workhop Goals 
Fltpchart E: Workshop Norms 





PRINCIPLES OF ADULT EDUCATION 
AND EXPERIENTIAL kARNING 

Total Tlme: 3.5 houri 

OBJECTIVES 

By the end of the session the partldpants wlll be able to 

Identify some assumptions about the way adults learn 

Describe how those assumptions affect the way people vlew training 

List the major components of the slpertenthl learning cyde 

OVERVIEW 

This sesdon explores the p r i n c l ~  of adult leamtng and the experhtbl learning cycle 
0. The basic premlse b that adults learn differently from children and our balnlng 
approach should reflect those differences. The ElC b the tralnhg approach that udmphs 
the bafnlng gulde. Thb sesalon provkh the conceptual framewok for the wodcshop. 

Thb session begtns wlth the Tralnlrrg hentoy, an brsbunent that pa-b fUl out to 
&knlry thelr preferred training style and learn about the pdombmt d kambrg. h 
t h e n e x t p a r t d t h e m , t r s l n e n m t a - m w t h a W W t h c m  
t n t h c ~ . n # ~ c o n d u d e w l t h a ~ t a t k n o f t ) # E L C h t Q a w s o r r t h l r  
demomhtbn. 

PROCEDURE 

8egb.r t k  sesskm h a rahxed way; ask people how they feel, and joke a Mt if appropriate. 
Then ask a few questions such as the fdlowlng, rnaklng sure the answers are brief. 

What are some dlffemces between the way adults and chMren 
k m ?  



What are some examples of learning experiences that were 
particularly meaningful to you? 

Some of the key dlfferences between the way adults and chlldren leam might be that children 
need more direction, have fewer life experiences, are less self-rnotlmted to learn, and so on. 

Explain that adult learning Is approached differently from chUd learning because adults differ 
from children in self-concept, experlence, readiness to learn, and perspective on applylng 
what they learn. Adults find learning to be most enJoyable under a varlety of circumstances 
depending on their preferred style of learning. 

A: Session 2 Oblectfvles. Introduce the obJectfvas on Flipchart 

2. Training Inventory Tlme: 60 minutes 

Say that you want to &rt this session by looking at some of their assumptions about how 
adults learn. 

Explain that you want the participants to examine how they think a training ewznt should be 
conducted, one that would be comfortable for them as a trainer, or as a pattklpant. You wlll 
be asking them to da this by fffllng out a two-page training invantory. lhb Inwntoqr coMbb 
of 30 statements that reflect preferences tmhen and partldpants might haw for how 
different aspects of a training event for adults shoukl be conducted. Partidpants should put 
a check mark next to the statements that reflect their preferences and leave the oham blank. 

Make sure they udemtad that this is not a test. It b for their own we and wlU not be 
handed in. Then dlstrlbute Handout 2-1: Twinha Inventory. Use f l l h r t  8: lndMdw 
hsbwtbq to scpbh the htmtbm once more before they flll out the inventory. 

AmI! 

Read and fill out the Tmhlng tnwntory 

Leave Mank the statements that do not reflect your prefermas 

Take 10 minutes for this exercise 

Suggest that they fffl out the inventoy quickly. If they haw problems with some statements, 
darlfy them. H o w ,  if they seem to be getting stuck, tell them to leave that statement 
blank. 



When they have finished filling out the inventory, distribute Handout 2-2: Trainirw Inventoq 
Scorina Sheet. Explain the scoring sheet by telling them to look at the number next to those 
statements they checked on the Trainlng Inwntory and place a check mark next to the 
corresponding number on the scodng sheet, leavlng blank those numben that are bhnk on 
the inventory. Then, they should calculate the total number of checks in each column 
(columns A, B, and C), giving each check a value of "1." Give them five minutes for this task. 

Ask all those who scored highest in the "A" column to rake their hands and then write the 
number on a flipchart or a chalkboard. Do the same for "B" and "C." If you have a fairly 
even distribution of people in each of the categories, divide them into three p u p s  according 
to their highest score. If not, you will probably have a very brge group under "B," a small 
group under "A," and possibly no one under "C." In that case, ask anyone with a score of 
"5" or more in "A" or "C" to join those respectbe groups. If one of the groups still exceeds 
six in number, break it into two groups. 

Once they have formed groups, give the task on f l i b r t  C: Small Group Task hstructltxq 
as follows: 

Gmup Task 

Share your scores and discuss them briefly 

Discuss your assumptions about how adults learn (haw you feel adults 
leam best) 

Choose two or three of the assumptions that best reflect how people 
in your group feel 

Prepare to report out 

Take 20 mlnutes for thb task 

Ask each grout, to write their assumptions on a flipchart and report out brlefly. Note the 
dlffer- ar:d simihrities between the assumpP1ons of each group. The reporb and 
dbcus$on &odd bst no more than 20 minutes. 

3. Three Training and laming Styles Time: 20 minutes 

Make a presentatJon on the three training and learning styles4ependent, colbhorzrtive, and 
*pendent, showing the learning needs and trainer roles for each style. Explain that 
trainers tend to make assumptions about how people will leam without carefully analyzing 
thew participants' preferred learnlng styles and needs or their awn predominant styles of 
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training that have an impact on learners. The three predominant learning and conespmding 
trainlng styles are (1) Type A-Dependent Qeamer~Dlrective (hinet); (2) Type 
6-Colhboratlve (both learner and tralner); and (3) Type C-Independent Qeamerk 
Facilltative (blner). There L no one "rightw learning or training style. All learning must be 
approached according to the needs of the learner and the circumstances of the sltuatlon. 

Ask participants for examples of trafner behaviors and then learner behaviors for each style. 
Use Handout 2-3: Tralnlna hventorv Interpretation Work Sheet to gulde your preparation 
of thls presentation and dkussion and to develop FlWhart D: Thm Tminlna and Leamlng 
Shrles. On Fllpchart D, IN the three styles and the leamlng needs and tralner roles that 
correspond to each one. Use this flipchart during the presentation. Tell partidpants 'hey do 
not need to take notes because !mu will ghre them a handout. 

Indicate that these styles are meant to provide a framework for adyzlng learner needs and 
traher roles. They are not Intended to show that onz style Is better than another. There b 
no one right way to leam or traln. Each of these styles rmy be appmprlate In a given 
sltuatim, or even a comblrratlon of styles. 

Ask them what they think are the prlnclpal styles used In thk workshop. The answers WU 
probably be between "A" and "0." Give examples of when you will use more of an "A" style 
or a "B" style. 

Distribute Handout 2-3 when you b.la completed the presentation. 

4. Demonstration of the ELC Tm: 45 m h t a  

ExphIn that you now want to examlne a framework that shoua hw adults leam. Remlnd 
them of the point made In the Introduction about how &Its leam best by bulldlng on thelr 
eKtsHng knowledge and by belng acthrely Invdved In the learning process. Say that there b 
a serle$ of stqa$ tn thb learnkg process that you uant to demonstrate. You wW we an 
a m b e  h comnunlcation for thk chondratkm. 

Ask them to understand that if you cut off some tot' the dkus lon  that follows the exercbm, 
It b because your ptimay Qoal b to dernonsfnte the stages of expcrienthl ksmlng. 
Encourage them to romember the questions FA ask durtng the demomtmtlon so that they 
can analyze thorn later. 

Begtn the dernorrstratlon. Below are the recommended steps and tlmlng (in parentheses) for 
thb dernonsbatlon, 



COMMUNICATION EXERCISE 

A. Introduction (3 minutes) 

Explain that thk exercise is a demonstration of the experlenthl learnlng model, and 
that a dlxussfon of the mociel wW follow at  the end of the demonstration. The subjcct 
of the demonstration is communication. Ask participants to act as &2y woukl In a 
regular session, while observing the different steps the trainers use in dellvartng the 
session. 

B. Objective (2 minutes) 

F l l b r t  E: Obiective of the Exercise: "Dlxuss some of the factors that can block 
effective oral communication." 

C. Experience (10 minutes) 

P m t  the following procedure on RiDd.rart F: lnstwctbns for the Gercise: 

Procedure: - M e  into two or three groups, each forming a llne (no more 
than eight per group, no fewer than slx). - The first person In each Iiw recehs a message. - He or she shouki -per that message (only once) to the 
next person, and so on. - The last person In eadl group writes the message on a 
flipchart. - The Hrst group to finish and get the most accurate message 
wiru. 

Message: " I n d e m t  learners usually prefer a fadlltatlve trakm who Mp 
them find their own solutions." 

Wrlte the mesaage on a fllpchart--turn It around so no one can see It. krvlte the flmt 
person h each Ilne to come and r e d  the message. At the end, show e w y m e  the 
orlglnal mesage and compare It wlth the ones partkipants wrote on the tllpchart. 

D. Process (7 minutes) 

Ask: "How was this exercise? Easy? Mfficult? Why?" 



E. Generalize (6 minutes) 

Ask: 'What condusions can we draw from the experience about what blocks effective 
oral communication?" 

F. Apply (5 minutes) 

Ask: 'What can we do during this workshop to overcome the things that Mock 
effective oral communication?" 

G. Wrap Up (2 minutes) 

Summarize their main conclusions and mview the objedhre, asking if it was reached. 

5. The Experiential Learning cycle Time: 45 minutes 

Ask participants to recall t i i  different questions you asked and the tasks that you gave. Write 
the main questions and tasks in the order of presentation on F l i b r t  G: AMhtsls of Stem 
In Exercb. Leave Mank spaces above the tasks and questtons so that you can later add the 
steps in the ELC: experience, process, generalize, and apply. 

Explain that adults ieam most effedh#ly when they can build on their experiences. 
Experiential ieaming provldes a framework that enables adults to ieam from experience. The 
experlenthl approach is learner centered and allows the participants to manage and share 
responsibility for their learning with their trainers. Effectlw balning strategtes that 
hapo ra t e  expajenthl learning approaches provide opportudtles for a person to engage 
in an crtfvity, review it critically, abstract useful insight from the adysb, d apply the result 
n a practical :d;ltwtlon. The ELC dMdes this learnlng process Into four stages: (1) the 
experience--the Wthl activity and the Qbproduclng part of the ELC; 
( 2 ) p ~ r e f l e c t l o r u  on the actMty undertdken during the experience; 
(3) generallzing4rawlng conduslons and generalizationr stimulated by the first huo phrsg 
of the cycle; and (4) applying-lncmpomttng what has been learned In the firs! three phases 
of the cyde by developing plans for more effective behavior in the future. 

As you add tech step to tttd flipc.hart, explain what Is happening at each step and why, uslng 
Handout 2-4: The Ex~erienthl A ~ ~ m c h  to Trainlnq as a gulde. Then dlsphy Ripchart H: 
The ExPerlenthl h m t n a  Cvde, on which the cyde on page 1 of Handout 2-4 should be 
reproduced. Explain each step again and show how the steps fit into a learning cycle. 

If the concept of the ELC seems difficult for the participants, reassure them by saying that 
these steps will be reviewed and analyzed several times throughout the workshop; tell them 
that this session ts meant as an introduction. Distribute Handout 2-4. 



6. Conclusions 
1 

Time: 15 minutes 

Ask what conduslons they can draw about assumptions of how adults leam. 

Ask what are the most important things they learned during this session. Write their answers 
on a flipchart. Distribute Handout 2-5: Traditional d Adult Education and explain that it 
summarizes some of the main points about adult education. 

Refer to their conclusions and thlngs learned and ask what they might do differently now, 
and what they will want to emphasize when they train in their work situation. Then ask what 
are some things both participants and tralners can & durlng thl tralning program to apply 
what they have learned. 

7. Wrap Up/Journal Time: 15 minutes 

Summarize what has been learned durlng the session and review the session objedives. 

Distribute Handout 2-6: Journal. Explain that thls journal will be an Important part of thelr 
back-at-work planning at the end of the workshop, At the end of each major session, they 
wlll record what they have learned so as not to forget it. They wlll also use the journal to 
write down same ways of applying what has been learned in the workshop. Glve them. 10 
minutes to fffl out this first Journal. 

MATERIALS 

Handout 2-1 : Tralnlng Inventory 
Handout 2-2: Tratning Inventory Scoring Sheet 
Handout 2-3: Trsinlng Inventory Interpretation Work Sheet 
Handout 2-4: The Experienthl Approach to Training 
Handout 2-5: Tdmonal and Adult Education 
Handout 2-6: Journal 

Ripchart A: Session 2 Objectivw 
Rlpchart 8: IndMdual Task I n s b u ~  
Ripchart C: Small Group Task ltutNcttons 
Flipchart ID: Three Training and Learning Styles 
Flipchart E: Objective of the Exercise 
Ripchart F: lnsbudlons for the Exerclse 
Flipchart G: Amlyciis of Steps in Exerclse 
Ripchart H: The Experlenthl Learning Cyde 



GUIDE TO SESSH)N 3 FACL'tA'nON SKIIlS--PARAPHRASMG, ASKING QuEmoNs, 
-ZMG, ANDUSING PllCOURAGDRS 



FACILITATION SKILLS-PARAPHRASING, ASKING 
QUESTIONS, SUMMARIZING, AND USING ENCOURAGERS 

Total Time: 3.5 hours 

OBJECTIVES 

By the end of the session the partidpants will be able to 

Demonstrate effective fadlitation skllls, such as paraphrasing, asking 
questions, summarlzing, and using encouragers 

Explain how these fadlitatlon skllls are important for rrraMging 
dixusstons effectively 

OVERVIEW 

Facilitation skills are an important element in delhrering effective training. Trainers must be 
able to use a variety of communication techniques in o&r to create an mvirwrment that 
enables participants in a trainlng event to participate actively In the learning process. 
Although the range of communication skills necessary for effectbe fscllltatlon encompasses 
most of h u r m  Interchange, the skllls of paraphrasing, asking open-ended questions, 
summarlzing, and using encouragers are particularly Important. Further, they can be learned 
in a rebtively short time. This sesslon offers an opporhmlty to learn and pactice thetw four 
skills. 

The session beglns with parHcipants analyzing a d  practlcirrg paraphrasing using a role play. 
Next, they pactice using open-ended questions, summarizing, and using arcouragen in smnU 
group dlscussiow. 

PROCEDURES 

1. Introduction 

Start the session by gMng the ouetvlew In your own words. 

Time: 10 minutes 



Introduce Fliwhart A: Session 3 Obkctives by explaining that this session L intended to help 
participants learn ways to make sure that effective communicatlon takes place and recognize 
how important it is for trainers to master communicatlon skllls in order to facilitate group 
d ~ o n s .  

2. Analysis of Paraphrasing Tlme: 30 minutes 

Explain to the group that they wlll work In teams of two In order to practlce Itow to 
communicate, Each person wlll be assigned either the role of extension agent or cornmlttee 
president. Both wlll be given a sheet of paper that gh#s them i n fmt lon  on the role they 
are to play. 

DMde the partidpants Into two groups. Ask those in one group to play the role of the 
committee president. Ask those h the other group to be the extension agent. Give one 
group Handout 3-1A: Extension A m t  Role Pbv Sheet and the other group H d o u t  3-18: 
Comrnlttee Ptesklent Role Pbv Sheet. 

Allowthe groups a few minutes to read their situations. Then ask each group if their role b 
dear and chrlfy the role if necessary. 

h each group (separately) gh# the following i n s b u m  using F l i e r t  B: Rde Pby 
Im!&!E- 

Extendon Agent: It is your task to convlnce the cornnittee predent 
that it is crltlcsl to collect Infotmatlon uzdng a suw 
in order to begin the hygiene education campolgn. Do 
this In any way you think appropriate. 

Committee Pmklent: Jt b your task to try to convince the extendon agent 
that he does not need to cdlcct h f ~ l l ~ t k m  wlth a 
survql, and that he should charge the way he work 
so that he is m e  flexible fn rhduling work wlth 
committee members. Do thb &I any w y  that you 
think is appmprhte. 

Glve both groups a few mlnutes to dbcuss how they are going to approach the task. 

Ask thern to form pairs of extendon workers and committee presklents and to begin trying 
out h e i r  strategies on each other. Ask thern to act the way they normally would, and not be 
tmeamarlly difficult. Ghre them two to three mlnutes to start work on thb role play, then 
stop the action. Ask them to ranah where they are and to write down where they are now 



in their discussion and where they want to go to accomplish their strategies. Tell them that 
they wlll continue their role play in a few minutes. 

Explain that you will dlxuss and demonstrate one of these skills. Then they wlll contlnue the 
rde play and by this sklU out themselves. 

Use Handout 3-4: Facilitation Skills (distributed at end of session) to prepare and deliver a 
lecturette on paraphrasing. Include the following key points, whlch should be slnnmarized on 
F l l b r t  C: Paraphraslna-Kev Points: 

Communication seems like a simple process of sending and recefvlrlQ 
information among people. 

But it Is one of the more complex thhgs that people do. We may thhk we 
are sending a dear message, but the person who race- it hears It 
differently from the way it was intended. Sometimes we are dbtmcted and do 
not "hear" or listen wry carefully. One way to ensure that communkatlon b 
really taking place L to use parophraslng. 

Paraphrasing is "capturing the meanirrg of a statement and saying it back to 
the other person in your awn words": 

Demonstrate the process of paraphrasing by d n g  for a volunteer to dhcum a subject of 
your choodq, for example, "Hw is the work galng in your reglon?" As you talk with the 
partkipant, make a conscious effort to paraphrase at ampdate  times ustng different 
phrases, such as the fdowtng: 

"You are sayins..." [then say in your own words what has been saM] 

"In other wonk..." 

"I gather that ..." 



"If I understood what you are saying ..." 

"You mean ..." 

Ask participants to identify the phrases you used to introduce paraphrasing and write them 
on a flipchart. Ask them for other examples of introductory phrases. 

3. Practice Paraphrasing Time: 25 m u t e s  

Ask the group to resume their role play by first reviewing their notes to see where they were 
and then continuing their discussion using a "paraphrasing rule." 

Before you respond to the other person, you must first parsphrase to the 
satisfaction of the other person. 

Allow this exercise to go on for about three minutes. Then stop the role phy briefly, 
instructing the groups to relax and only paraphrase when they find it useful to clarify the 
communkatlon. Tell them they can now condude their rde pby and try to reach an 
agreement between the extemlon agent and the committee president. AUow them to 
continue for another three minutes to condude their discussion. 

Bring the full group back together and hold a discussion by asking them such questions as 
the fdlowing: 

What were your reactlorn to this exercise? How wcu it? 

What dld uslng paraphrasirlg do to the communlcatlon proms? 

What dld the requirement to we the "rule" do to your 
comnunkation? 

When the "rule" was rehxed, what klnd of change took pbce In 
 tion on? 

Ask a few generalizing questions, for example: 

What have you found useful about paraphrasing? 

What was easy/difficult? 

What have you learned &out paraphrasing? 



4. Analysis of Asking Questions, Summarizing, 
and Using Encouragers Time: 25 minutes 

Explain that paraphrasing is a key facilitation sklll. Now you want to spend same tlrne 
looking at the other facilitation skills: asking questions, summarizing, and using encouragers. 

Ask them to explain the difference between dosed and open-ended questions. 

Display Rimhart D: Closed and Open-ended Questlotxi, a list of some dosed and open- 
ended questions. Encourage them to think of starting open-ended questions with question 
words, such as what, who, how, where, why, when, List these words on the flipchart. Then 
ask them to rephrase some of the dosed questions on the flipchart to make them open 
ended. 

Examples of questions to write on Flipchart D: 

Are you feeling tired right now? 

Isn't today a nice &y? 

Was this last activity useful? 

What did you think of the paraphrasing skit this morning? 

How are you feeling right now? 

When should we take our next break? 

Why am I asking you so many questions? 

Ask them to share briefly some of hair own experiences with dosed and opemedal 
questions. Then ask for suggestions of ways that coukl help them remember to 'ask open- 
ended questions. Some examples mlght be (1) writing them down before asklng them, (2) 
thinking about question wonk before uWng someone a quostlm, and (3) decldlng what kLld 
of answer they want and whether the question wUI elidt the desired response. 

Next, ask the group to define summarizing. h w  out a definition from the group and write 
it on a flipchart: "Summarlzing is.. . ." 
Be aware that every group may define summarizing using slightly different words. It Is 
Important for the group to try and come up with its own definition. It may be something like 
"Sumrnatizlng Is reding and statlng in a few words the esmce or most Important points 
In a conversation." 



Present Fliplart E: Starter Phrases for Surnmarizinq. Make sure you have a Hst of two or 
three starter phrases, such as 

These seem to be the key Meas  you have expressed. .. 

If I understand you, you feel thls way about the ltuation... 

Ask them to add thelr own examples of starter phrases and wrlte them on the fllpchart. 

Msphy Fllpchart F: Encoumxrs. Go over the list of encouragers, drawing from the Itst of 
"Other Fadlltation S W "  on the last page of Handout 3-4: Fadlltation SkW, and explain 
each one. 

5. Demonstrate Facilitation Skills Time: 30 mlnutes 

Do a qdck demonstration of leadlng a discussion uslng aU of the fadlitatlon sWUs. Ask for 
three or four volunteers to be members of an Imaginary task force. Thb task face has been 
asked by the Minlster of Health to make recomrnencb?ions on wsys to hnprova sanitation 
pnctlces by the population. You (or the other trainer) are the facilitator for this task force. 

Have the wlunteers dt in a dde in the middle of the room If po8slble (fkhbwl techlquc). 
The dher psrtlclpants are to be obseruers, who wW note down haw the fadlitator used all 
of the fadlltatlon SICIUS and the Impact of their use on the dbcusslon. When you lead the 
dbcusslon, exphln that you have three Item on the agenda: (1) h m s  and conanu they 
have about holrsehdd mltatlon practices; (2) possible sdutloru, and (3) morrmendatkms. 
Introduce the discussion wlth open-ended qwtbm related to ttre first item, paraphrabe 
appoprhtely, sunmarlte what t)rqr said about the first Item and moue to the second Item, 
do- the same. Stop a h  the second item (mwbnum ten mtnuta) and expbln that you wlll 
ask for spexifk ~~ h the next meeting d the task force. Thank them far thch 
partlclpation and ask the obcmms what they noted. Thb dtscusalon by the obserws w#k 
best If It b led by the trainer who was not conducting the ckmombtlon. 

6. Pradice Facilitation SktUs 7kw: 60 minutes 

G k  the task outlined In Handout 3-2: MMdual and G r o u ~  Task Instructm. Thar 
dtsblbute Handout 3-2. ExpbIn that thts exerdse Is an opportunity for them to practke aU 
the sldb demcmshted in thi, session, W i n g  asking questions, paraphrasing, and 
smmarlztng. If you want to glue them the optlon of dkusslag a toplc other than 
experienthl tmlntng, before they go into their group task, lead a bralnstormjng 3esbkm of 
podble t o w  they might cover. Wrlte them on a flipchart. Encourage partkipants to choose 
topla that are narrow in scope, because they d l  hmre only five mlnuta to dbcm them. 



Glve them a few minutes to prepare. When their Mividual preparation Is completed, break 
participants into two latge groups, each wlth one trainer. Then, In each group, ask for a 
volunteer who ls willing to lead the dlxussion. Have the volunteer lead the dlxwlon for flve 
mlnutes. 

Watch for examples of paraphrasing, open-ended questions, sumrnarlzlng, and encouragers. 
When each person has finished leading the discussion, conduct a brief feedback d o n .  Ask 
the group for examples they head of opewended questions, paraphrasing, and summatlzlng. 
Focus mostly on uhat worked well. Allow this entire dfscusslon to last flve mlnutes, then ask 
for another vdunteer to lead t k  dixussfon, either uslng the questions that persorr has 
prepared or picking up where the other person stopped. 

Allow the second volunteer to lead the discussion for flve minutes. Then, conduct a brkf 
feedback session simllar to the first one. Do the same thing for a third person, and a fourth 
if tbne permits. 

7. Conclusions Time: 20 mlnutes 

Dlstrlbute Handout 3-3: JndMdual Gendizlna and A~dvlr# Task. When they have 
completed the task, ask a few participants for examples of thelr answers to the questlan 
about things they haw learned in this sesston, Then ask for a few examples of answers to 
the question about how those things apply to thelr work. 

8. Wrap Up/Joumal l7rne: 10 mlnuta 

Sumnarlze the main points learned in this session. Dlstrlbute Handout 3-4: Facllltatlon 
and explain where the sections on paraphrasing, summarizing, asklng questions, and usbrg 
encauragen can be found. Answer any remaining questloru about thae four *Ub, then 
return to the sesdon obJecthm and see if they haw been met. Dbtrlbute Handout 3-5: 
Journal and giva them time to fUI It out. 

Handout 3-1A: tctenslon Agent Rde Pby Sheet 
Handout 3-18: Committee Presklent Rde Pby Sheet 
Handout 3-2: indivldwl and Group Task lnstructiorrs 
Hanlout 3-3: IndMdual Generalizing and Applylng 'Task 
Handout 3-4: FactlltirHotr Skills 
Handout 3-5: Journal 



Flipchart A: Session 3 Objectives 
Ripchart 8: Role Play Instructions 
Fllpchart C: Paraphrasing--Key Points 
Fllpchart D: Closed and Opemended Questions 
Flipchart E: Starter Phrases for Summarizing 
Flipchart F: Encouragers 





Total Time: 3.5 hours 

OBJECTIVES 

By the end of the session the patticlpants wlll be able to 

Identlfy the characterfstlcs of an effective small group task 

Describe when to use group tasks and for what purpose 

Formuhte a small group task 

Lead a small group task 

List some options for small group reports 

OVERVIEW 

Adults learn best by drawing from their experience and from Interacting with other adults. 
Therefore, adult learners benefit from a tralning environment that enables them to reflect w- 
several lev&: on their own, in a d l  group, and in a brge group. The tratner should my 
the hlnlng format to allow leamlng to occur at each of these three lads. Thb smkm 
focuses on the small group led through an approach known as a small group task. A smnU 
group task provides opportunitla for learners to practice a new shll tagether or b formulate 
in their own worQ newly acquired knowledge. It L one of the more frequently used 
techniques In experlentla1 binlng. 

When preparing to dMde leamen into mall groups, the challet.lge for the trainer b to 
formdate a task that wtll reinforce knowledge or buUd skills In a rneanlngful and effident way. 
Therefore, the task must be stated so that It b directly Ilnked to the ob)edks of a sesdon. 
It must also be dear and r&thdy simple, so that learners can begin thelr work qulckly and 
complete it wlthln a reaso~ble amount of tlme. 

In thb session, the tralnen begh by eliciting from participants examples and characterlstlcs 
of small group tasks, and making a presentation on procedures for managlng those tasks. 
Then, after a period for prepamtion, partlclpanb are dMded Into two groups. In each group 
a volunteer sets up a small group task and manages the report out from the small group. 



PROCEDURES 

1. introduction Time: 10 minutes 

Ask participants to identify situations in which they learn best. Ask them to use examples 
drawing from this workshop and other learning situations. 

Encourage them to remember group tasks, siich as In Session 3, when they prepared 
questions to use in leading a group discussion or dM role plays. Then explain that this session 
wlll focus on small group tasks. 

Give an ovenriew of the session h your own words and present the objectives on FllDchart 

2. Examples of Srnall Group Tasks T ~ W :  20 minutes 

Lead a bralnstorrning session by asking participants to think of sttuatlons in a training 
program in which a small group task might be appropriate. Wrlte their ideas on a flipchslrt. 
Then, revfew their ideas and ask them what the purpose of using this technique would be in 
each situation. Distribute Handout 4-1: U s h  Small Groups. 

3. Procedures for Small Group Tasks . Time: 35 mtnutes 

Display Flltxhart B: Procedures for Small Grou~ Tasks, which should list the four steps rrnd 
the main points under each step, as shown belaw. 

Explain that there are four M c  steps to preparhg for a small group task. 

A. Link the task to a session objective, 

Analyze whether the objective ts almed at knowledge or &&; fa example, the small 
group task alrned at uslng fadlitatton skllls h Handout 3-2. Then refer them to 
FliDchart A: Seselon 4 Oblecthres. Ask them whlch objective thls task is llnked to (I@ 
objecttve). identify It as a skill objecthe. 

Then dlspby Flilxhart C: Small Grou~ Task Instructions, based on Handout 4-2: 
lmwct of Latrines. 

Ask them whether this task is linked to a skill or to a knowledge objective (ansvw: 
knowledge objective). Distribute Handout 4-2. Have them compare it with the b k  



in Handout 3-2. Note that participants are asked to perform an analytical task rather 
than to demonstrate a skill. 

B. Decide whether a small group task is appropriate for reachlng that objective. 

Ask for some reasons why one might choose to involve the larger group, and why 
one might choose a small group: 

(a) a small group: more people can participate, more examples or ideas may be 
generated, it varies the format, it moves people around, it Increases energy in the 
group, and so on; 

(b) a large group: less tlrne than in a small group, the trainer can add examples and 
lead the discussion so that it will be more f d ,  and so on. 

Add that you decided to achieve the sklll objective h Session 3 in a small group and 
explain the reason-prindpally that you wanted partlclpants to practice facllltation 
skills. 

C. Formulate the task. 

Describe the steps in a task. Underline the importance of the following cons~tloru 
in fomubting a task. 

1. Dectde how to group people: look at the total number of participants and 
dedde how many groups make sense; what the size of each group should be 
(preferably no more than slx per group); how you want to dMde people up 
(letting them go where they want, countlng off-"1, 2, 3, etc.," or asslgnlng 
people by -1. 

Briefly d k u s  the pro6 and cons of each cholce. 

2. Deckle what you want them to accomplish: thtnk of the partldpanb' 
knowledge and skill level a d  declde haw complex the task &odd be; look 
at what you have presented prevloruly and detennlne how you can integrate 
it Into the tack; thlnk of the amount of time you want them to spend on the 
task. 

3. Deckle hav you want people to report out: wrltten reports on fllpcharts, with 
a person from each group reporting out, or simply posted for the trainer to 
review; a person in the group writes the report and shares It orally; the 
trainer asks each group for an example of how they responded to a podon 
of the task; and so on. 



Brlefly dlscuss the pros and cons of these approaches, focusing on declslons about 
how much tlme it can take for each group to report out and on the savlngs In tlme 
when the trainer selects sample responk.-r from each group. 

D. Wrlte the task. 

Make sure the task Is dear and that it indudes a series of simple and dlstinct steps; 
write it on a fllpchart or chalkboard, or even on a handout (espechlly for complex 
task, or If a group is golrrg to another room). 

Explain the advantages of a written task, for example, visual reinforcement; easier 
for people to ask clarifying questions about a partfcuhr step; people can refer to it 
throughout the task. 

Ask for the dfsadvantages of not writing the task, for example, people cannot 
remember; the trainers may not remember dearly; the task becomes less dear evey 
tlme the tralner repeats it. 

Dfstrlbute Handout 4-3: Makincl Small G r o u ~  Work Effective. Explain that It 
summa- the main points you have made. 

4. Preparation for Practice Time: 45 minutes 

Explain that you want them to practice preparing and dellwring a small group task. In order 
to focus on the components of such tasks, say that you wlll not go beyond the procesalng 
step in the experiential leamlng cycle. The design and dellvery of the generalltlrrg and 
applying steps wlll be covered in W o n  7. Tell them that you will ha\# two sample tasks 
available to them, one they haw already seen, Handout 4-2: Jm- of Laheq, and a new 
one, Handout 4-4: Usina Success Anal*. Dlstrlbute and dbcwa Handout 4-4, expbinlng 
that the first part pravkles some background on success analysis (awld a lengthy dbcusdon 
of the content), and the second part Is the small group task. DMde the brge group into 
groups of ftve or six people; assign Handout 4-2 to half of the groups and Hbndout 4 4  to 
the other half . 
Present the task on Fll D& rt D: Srnall G ~ U D  Task lnstructhq, as follows: 

Read the task assigned to your group 

Discuss how the task was designed, using the four steps listed on 
niDchart B: Rocedures for Small Grou~ Tasks 



Copy the task onto a flipchart 

Take 25 minutes for this task 

Walk around to the different groups, offering to help clarify the task. 

When all the groups have finished their task, say you want each group to describe briefly 
how it analyzed one of the four steps in the procedures for small group tasks. Go from group 
to group, one step for each one. Take no more than 15 minutes for this dlxusslon. 

5. Small Group Task Practice Time: 80 minutes 

Ask fc~r two volunteers from two separate groups to practice presenting their small group 
task. 13re.k into two groups, with one trainer in each group. Remind them that you want 
them to present the task, manage the small group work, and lead a reporting out W o n .  
Begin the pradce session. 

Allow the session to last no more than 40 minutes, cuttlng it off if necessary. If you need to 
cut it off, act in an encouraging manner, expbining that they shoukl not wony if the sesslon 
goes over the time at this point because eveyone Is there to learn the technique, and not 
necssarily to complete the small group task. If the session has not progressed vety far during 
that time, ask the presenter to describe what he or she would have done to complete the 
task. 

L d  a group discussion. Flrst, ask the group for a step-by-step desctlptlon of the task 
presentation and management. Avold and discourage any evaluative comment at thb polnt. 
Then ask both the group and the presenter what went well. Keep them focused on what 
went well, telling them that they can talk about improvements later. Finally, ask everyone for 
suggestions of improvements. Encourage them to be spedfic, dexripthre, and nonjudgnental. 

6. Conclusions Time: 10 mlnutes 

Ask them what they learned about managing small group tasks. Write the main points on a 
flipchart. 

7.  Wrap Up/Journal Time: 10 minutes 

Ask them for a few brief examples of how they might use small group tasks back in their 
work situations. Then return to the session objectives and ask if they were reached, 

Distribute Handout 4-5: Journal and give them a few minutes to record what they have 
learned in their journal. 



Handout 4-1: Using Small Groups 
Handout 4-2: Impact of Latrines 
Handout 4-3: Makhg Small Group Work Effective 
Handout 4-4: Using Success Analysis 
Handout 4-5: Journal 

Flipchart A: Session 4 Objectives 
Flipchart B: Procedures for Small Group Tasks 
Fllpchart C: Small Group Task Instructions 
Fllpchart D: Small Group Task Instructions 





SESSION 5 

GMNG AND HELPING OTHERS GIVE FEEDBACK 
Total Time: 2 hours 

OBJECTIVES 

By the end of the session the participants will be able to 

Llst the criteria for gMng useful feedback 

List the criteria for helping others gtve feedback 

Apply these criteria in giving and helplng others give feedback 

OVERVIEW 

Feedback is a process of receiving and evaluating infomtlon about our behavlor. In 
particular, it is information about how our behavlor affects others. Feedback always Invohm 
a communication process, either verbal or nonverbal, intended or unintended. Feedback b 
also essential to the learning process., trainers regularly give feedback to partlclpants and 
participants to each other during the course of a workshop. 

This sesslon begins with a presentation of some guidelines for gMng and helping othen gh# 
feedback. Participants ate then given an opportunity to practice giving and receMng 
feedback in trlos based on a situation between a supervisor and a field wo&er. The smh 
ends with a discussion of how feedback is given and received in thls and other workshops. 

PROCEDURES 

1. Introduction 'hie: 10 minutes 

Refer to the previous exercise and ask how participants found out how they were dolng 
when they presented their small group tasks and what kind of impact they were having on 
the group. Encourage them to think of examples of both verbal and nonverbal feedback. 
Polnt out that these are examples of something called "feedback." Link to this sesslon, giving 
an overview h your own words and present Ri~chart A: Session 5 Oblectives. 



2. Presentation Time: 30 minutes 

Expbin that feedback is a process of receiving 2nd evaluating information about our behavior 
and that it comes from our clay-today contacts with people. In particular, it b inforrnatlon 
about how our behavior affects others. State that feedback always involves a communication 
process, either verbal or nonverbal, intended or unintended. Finally, show how feedback Is 
essenthl to the learning process, and explain that trainers and participants must give and 
receive feedback. 

Give examples of feedback tt-at you have received from participants when they indicated 
their interest in a session, both verbally and nonverbally. Explain how you directed their , 

feedback in the previous session when you asked them to be desalptlve and non-judgmental 
in analyzing the small group task presentations. Ask them why they think you insisted on 
those rules. Encourage answers such as "being descriptive gives the presenter a dear plcture 
of how'others were affected by his or her behavior" and "being judgmental may turn the 
other person off, or it may be discouraging." 

Dispby FllDchart B: Givim Feedback, which shoukl be based on Handout 51A: Guklelhes 
for GMm Feedback. Explain the guidelines, using examples for each one. 

Indicate that trainers need to be skilled not only in giving feedback, but also h helping others 
give feedback. Refer again to your insistence in the previous session on following those 
guklellnes. 

Dlspby Flipchart C: Helpha Others Give Feedback, which should be b a d  on Handput 5 
1B: Hel~ im Others Give Feedback. Explain these guidelines, using examples for each one. 

DlsMbute Handouts 5-1A and 5-18, Ask them to read them brlefly, and encourage them to 
ask darlfylng questions. Try to avoid a lengthy dlscusslon of the relathre merits of one or the 
other point, or of how appropriate the guklelines may be h various cultures. Tell them they 
will have an opportunity to discuss these points later. First, you want to give them a chance 
to practice using the guidellnes, h that experiential training means learning as much as 
posslMe from active experiences, rather than from abstract theoretical discussions. 

3. Procedure for Practicing Feedback Skills Time: 10 minut s 

Dlvlde partldpants Into groups of three. Explain the following procedures from Fllwhart D: 
Feedback Practice Task Instructions. Part 1, and indicate that there will be two feedback 
practice rounds. 



Round One 

Each person in the trio will play a different role: 

Role 1: Ahmed, the extension agent 
Role 2: Mohamed, Ahmed's supervisor 
Role 3: Observer 

Ahrned and Mohamed wtll each be given a separate situation sheet. 
The obsewr wlll be given both sheets. 

Take three to five minutes to prepare your role: 

- Mohamed, feedback giver 
- Ahrned, feedback recelvar 
- Observer, looking at how Mohamed and Ahmed fdlow 

feedback guklellnes 

Take five to seven minutes for the feedback session. 

Take seven to nlne mlnutes for obsewer to share Impressions 4th  
Ahmed and Mohamed. 

Explain that you wlll describe Round Two after they have finished Round One. Distribute 
Handouts 52A and 3.28: Feedback Situation 1 to the players and obsen#n. Make sure the 
right people are given the slhmtion for Ahrned and for Mohamed, and that the obsen#r b 
given both situations. 

4. Practice Feedback Skills The: 40 rnlnutes 

Begln R d  One. Thb round shoukl take no longer than 20 minutes. At the end of Round 
One, ask for qulck answers to questions about how many used the crlterb, what trouble they 
had, what they found most useful, and whether the obsener wed the gutdellne~ witen gbhq 
feedback to the playem. 

Then begin Round Two by dtsphyhg and explalnlng Flllxhart D: Feedback Practlce Task 
l Iwhdhs.  Part 2: 

Round Two 

New situation: Mohamed and his boss, the Mvlston Dlredor. 



The former Ahmed is now the observer. The previous observer Is 
now the Divlsion Director. Moharned remains the same. 

Mohamed and the Division Director will each be given a separate 
situation sheet. The observer will be given both sheets. 

Take three to five minutes to prepare your role: 

- Division Dlrector, feedback giver - Mohamed, feedback receiver - Observer, looking at how the Divlsion Director and Mobarned 
follow feedback guidelines 

Take five to wen minutes for the feedback session 

Take seven to nine minutes for observer to share impressions wlth 
the DMslon Director and Moharned 

Distribute Handouts 5-26 and 52D: Feedback Situation 2. Stop the dlxussicm after about 
20 minutes and move to the next step. 

5. Review Skill Practice Time: 10 minutes 

Ask what they think about the exercise: 

What was easy and what was difficult? 

Which crlterh are easiest and which are most difficult to use? 

Which items dkl they choose to give feedback on? (Explain that they 
should choose only one or two items that are appropriate given the 
guklelim for gMng feedback.) 

Ask them what are some cultural condderatlons about feedback In their counhy and how the 
guldeltnes might be adapted to them. 

6. Conclusions Time: 10 minutes 

Ask what they learned about givlng and helping others give feedback. If possible record their 
answers on two flipcharts, one for gMng and the other for helping others glve feedback. 



7. Wrap Up/Jomal Time: 10 minutes 

Ask for some examples of how they plan to use feedback in their work situations. Focus both 
on opportunities and on possible barriers. Then talk briefly about how they wlll have many 
more opportunltles to practice feedback during this workshop and encourage them to think 
of these guidelines at all times in the next few days. 

Summarize the major points of this session and review the session objectives. Distribute 
Handout 5 3 :  Journal and give them time to complete it. 

MATERIALS 

Handout 51A: Guidelines for Giving Feedback 
Handout 5-1B: Helping Others Give Feedback 
Handout 5-2A: Feedback Situation 1 : Ahrned 
Psndout 5-2B: Feedback SituaHon 1 : Mohamed 
Handout 52C: Feedback Situation 2: The Division Director 
Handout 52D: Feedback Situation 2: Mohamed 
Handout 53: Journal 

nipchart A: session 5 Objectives 
Fllpchart B: Giving Feedback 
Flipchart C: Helping Others Glve Feedback 
Flipchart D: Feedback Practice Task Insbudions, Parts 1 and 2 





-- - - - - - 

Total Tlme: 3.5 houn 

OBJECTIVES 

By the end of the session the partfclpants will be able to 

klentlfy the characteristics of a good case study 

Describe when to use case studles and for what purpose 

Prepare a delivery plan for a case study 

OVERVIEW 

Experiential training is based on a variety of leamlng experiences. These learning 
experiences all have different objectives, but the overall purpose is the same: enabling 
learners to draw on thelr work and Hfe experiences to acquire new knowledge and practlce 
new skills. Thls session Introduces participants to the case study as an experlentlal learning 
technique. 

A case study is a narrative account of a series of events or situations that revohre around a 
speclflc problem or problems. Case studies can address a wkle variety of problems: 
relafionshipe between people, unclear roles between people who work together, ~ u a c l e s  
of bureaucratic systems, and so on. 

This sesiion focuses on building skills for the delivery of case studles. It begh wlth a 
demonstratton of a model case study. Thls demonstration b used to analyze the 
characteristics of a good case study, its learning purpose, and a case s a y  delivery plan. 
Partidpants then prepare to deliver a case study using another model case study. When their 
preparation Is completed, the padclpants are divided into two groups and two volunteers 
practice delivering a case study. 



PROCEDURES 

1. Introduction The:  10 mlnutes 

Ask participants what a case study is from their viewpoint and experience and whether they 
have used them before in their training, either as trainers or as participants. 

Present Fliwhart A: Session 6 Obiectives and present an overview of the session in your own 
words. 

2. Case Shdy Demonstration Time: 40 minutes 

Explain that you wlll demonstrate the delivery of a cse study. You want participants to be 
themselves In thb demonstration. In adciition, you want them to observe how you deliver the 
case study and to reflect on how the case Itself L wrltttm. Once the demonstration is over, 
you wlll ask than for their observations and reflections. h U y ,  explaln that you wlll stop at 
the processing step in the experiential learning cyde so that they can focus on all the steps 
used for case study deltvery. The generallzlng and i~pplying steps wlll be covered in 
S d o n  7. 

Base your demonstration on Handout 6-1: Demonstration Case Study. Use the followfng 
steps as a guide in your presentation. 

A. Introduction (5 minutes) 

Ask participants what training techniques they have seen used In schools and training 
instltutlons, and whether the trainen and teachem1 they haw known would be open 
to trying different techniques. 

Draw on their examples of traditional technlqw and Innexlble Instructors and explaln 
that you wmt to spend some time discwing hauv to convince people to try new 
appoaches* 

Mspby Flitxhart B: Case Studv O b m  and read It out loud. 

B. Caw Study (20 minutes) 

Introduce the case shdy in your own words, then distribute Handout 6-1: 
Demcmsbation Case Study, Ghre them flve minutes to read it and think about their 
responses to the discussion questions. Then p i m t  F l l b r t  C: Case Studv Task 
Itutructio~, which should include the following information: 



Divkle Into groups of four or five people 

Dlxuss your answgrs to the three questions 

Agree on the most effedlve approach to preventing or solvlrrg 
the problem 

Take 15 minutes for this task 

C. Processing (10 minutes) 

Ask one group to brlefly descrlbe the problem 

Ask the others If they agree 

Ask another group what they would do ZH the manager of thb 
office 

Ask the other groups if they have different Id- 

a Compare and contrast the dLerent propod appr- 

Ask enother group to suggest how to avoid thls problem, and 
turn to other groups for different aggesWm 

Compa.~ and contrast briefly 

Ask them what 'N thought of the case, and whether it 
seemed real= 

Thmk them for their participation and say that the &mnstmtlon b ova. 

3. Characteristics of a Good Case S M y  TW: 25 mbwrtes 

Prewnt the task on Fll~chart D: Task In Pain as follows: 

Tum to your ne!lghbor 

Lmk at the case studies on Handout 6-1 and Handout 6-2: The 
Interrebtlonshlr, between Water and Health 



List what you think are two or three characteristics of a well-written 
case study 

Take 15 minutes for this task 

Distribute Handout 6-2. 

After 15 minutes, ask partidpants to share the characteristics they Identified and record them 
on a flipchart. Make sure answers similar to the following are Included: 

Situation L dearly stated 

Short and to the point 

Not too many detatls 

Complicated enough so that the solutlon is not obvious 

Realistic and believable 

Sdvable 

Clearly written 

Capable of generating dlxussion 

4. Learning Purpose for Case Studies Time: 10 mlnutes 

Ask the total group to suggest the purposes for which a traher would use a case study. 
Write theL responses on a flipchart. Make sure to indude answers slmllar to the following: 

Practlce dewloplng alternative strategies 

Portray fiekl experience In the c k m o m  . 

Practice decision making 

Practlce problem Mentificatlon 

Practice problem solving 



Ask what the difference is between a case study and a small group task. Accept answers that 
Mentlfy the small group task included in the case study. However, explain the distinction 
between a small group task, such as in Session 4, which is a onedimensional exercise aimed 
at working through a problem, and a case study, which is a multidimensional hypothetical 
situation that involves opposing viewpoints or perspectives and is aimed at the learning 
purposes listed on the flipchart. 

Distribute Handout 6-3: Purpose and Characteristics of a Case Study. 

5. Delivery Plan for a Case Study Time: 15 minutes 

Conduct a brief presentation on how to delhrer a case study. Ask participants to recall the 
mJor steps in the delivery of the demonstration case study in Step 2, the Case Study 
Demonstration. Write the steps on a flipchart and explain what was happening at each step 
and why. 

Distribute Handout 6-4: Deliverv Plan for a Case Study. Ask participants to read it. Then, 
encourage them to ask questions and briefly explain tho steps described in Handout 64: 
especially if the wording is a bit different from what you wrote on the flipchart. 

6. Preparation for Case Study Delivery Time: 35 minutes 

Display Flitxhart E: Practice Prewration Task Instrudiorg and explain the instructions that 
follow: 

Task In Palm 

Read Handout 6-5: Case SMu-Latrine HvPlene in Kabora and/or 
Handout 6-2: Csse Shrdv: The Interrebtfonshin between Water and 
Health 

Write a 35 to 40 minute delimy plan for setthg up and processing 
this case d d y  (use Handout 6-4 as a guide) 

Be sure to indude 

- How to Introduce the case - When to distribute the case - Task instrudlcms, Including how to group people and how 
much time to spend h p u p s  



- Specific processing questions 
- The amount of time allotted to each delivery step 

Take 30 minutes for this task 

Explain that you will later ask for two people to deliverqr their plans in a practice session. 
Give them the option of delhrerlng their plans alone or as a two-person team of co-trainers. 

Distribute Handout 6-5: Case StudwLatrine Hmiene in Kabora and/or Handout 6-2: Case 
Sbdv: The Interrelatfonshi~ between Water and Health. 

As you walk around to help the groups of two, try to klentify the two delivey plans that 
seem the most sdM. Encourage the people who prepared those plans to volunteer for 
delivering them. If they seem to be ready before the other groups, you may ask them to 
begin actual preparations by writing the case study objective and the task instructions on a 
flipchart. This early preparation will save time, and should be seriously considered if the 
session is running behind time. 

7. Delivery and Critique Time: 60 minutes 

DMde the large group into two groups that are appropriate for the number of participants 
and trainers. Choose one participant (or a team of two) who will deliver the case. 

Keep the case study d e l k y  to a maximum of 40 mlnutes, stopping the presenter if 
necessary. Before the practice session begins, be sure to explain that you d l  stop at 40 
minutes, and that the presenter@ should not feel bad about It, because the main purpose of 
the sesslon is to practice and learn, not to achieve Immediate perfection. 

Lead a crltiqrie of the deltvery phn using questions modeled on the fdowlng: 

What was 's delivey plan? 

What was the dlrnate-setthg question? 

How dkl he/she group people? Appropriate? 

What htructlons did shehe give? Appropriate? 

What was hisher processing plan? 

What was the opening question? Was it an open-ended question? 



. How did shehe focus or guide the processing (use of paraphrasing, 

What worked? 

• What could have been improved? 

Keep the critique to a maximum of 20 to 25 minutes. 

8. Conclusions Time: 10 minutes 

Ask participants what they learned about case studies and more specifically about writing a 
deliwry plan and having to delhm it. Write their answers on a flipchart. 

9. Wrap Up/Journal Tlme: 5 minutes 

Ask in what situations they would consider using case studies. Suggest that they write these 
Meas down using Handout 6-6: Journal. 

Remind participants to hold onto their work because they may want to use it h the practice 
trahlng session later In the week. 

Handout 6-1: Dmonstratlon Case Study 
Handout 6.2: Case Study: The E n W m i p  between Water anl Health 
Handout 6.3: Purpose and Charact- of a Case Study 
H a d x ~ t  6.4: Delhrqr Plan for a Case Shdy 
Handout 6.5: Case StudpLatrlne Hygiene h Kabora 
Handout 6-6: h m s l  

F l l p ~ t ~ ~ t A : S e s s ~ 6 0 ~  
Flipchart 6: Case Study ObJecthm 
Flipchart C: Case Study Task lnsbuctiarrs 
Flipchart D: Task In Pain 
Flipdrart E: Pmctice Preparation Task Instructions 





Total Time: 1.5 hours 

OBJECTIVES 

By the end of the session the partldpants will be able to 

klentlfy the reasons for generalizing and applylng 

Write generalizkq and applylng questions 

Lbt the seven steps of a training design 

OVERVIEW 

The purpose of 31s session Is to learn how the components of the experlentid leamlng cycle 
(UC) are used in a U o n  deslgn model. Participants were Introduced to the ELC In Session 
2, when they analyzed how the ELC steps were used to deltver a case study. Thb sesslon 
both reinforces that session and presents a model that tradates the theoretical framework 
of the ELC Into seven slmple steps. In the SrnaU G m p  Task and C k e  Study C lhb  
(Sessions 4 and 6), parHdpants worked on four of those seven steps, from climate seWq 
thraugh pmehg.  Thb session focuses on the gemddng and applying steps as well as 
the wrap up step. 

The sesdon be- with a presentation on the Qeneralltlng and applylng steps. Particlpnnts 
then practke writing generallting and applylng questloru u$ng the three csse studla 
presented up b this polnt In the workshop. The ends wlth a pmentatkm and a 
dkusdon on the seven s tep  In a session deslgn. 

PROCEDURES 

1. Introduction Time: 10 minutes 

Refer to the prevlow session. Ask parttcipants for some examples of questions you asked 
when crltlqulng the practice session. Tell them those are examples of procmlng questions. 
Ask them for other examples of procesalng questbns. They should glue examples of the 
qWm they prepared to process their case study or small group task, among others. 



Explain that you want to go beyond the processing step in this session, and that the reason 
for stopping at that step up to this point in the workshop was so they could first master all 
the steps that lead to and include processing. 

Present the session overview in your own words and introduce the obJedives on Flipchart 
A: Session 7 Obiectives. 

2. Generalizing and Applying Time: 20 minutes 

Refer to the previous session and ask for examples of the questions you asked in "Step 8: 
Conclusions" and "Step 9: Wrap Up." List them in two separate columns on Flipchart 6: 
Wrltim GeneraPzirw and A~~lv ina  Questions. 

Ask what is the purpose of generalizing and how it relates to the other stages in the ELC. 
Display Fllcxhart C: The Exwrlential Leamim Cvde (the same as Flipchart H from Session 
2) as a reference point. Encourage answers such as the fdlowlng: 

Relating the patterns that evolved during the experience phase to the 
experiences of everyday life 

Drawing condusions that help derive general meaning from the 
experience 

Mentifylng key learning points that are of general slgnlficance 

Maklng generalizations that relate to the session objective 

Pdnt out that it is important not to confuse the processing and generallzlng steps. The 
processlq step still refers to events that occurred during the experkme. D!scusbn of 
specific events in the experience should end before beginning the generalizing step. 
Oiherwlse, participants wlU dl be thinking of the experience, and not what they learned tlmt 
wlll be useful to them in their work or at home. 

Ask for adclltlonal examples of generalizing questlorn and add them to the flipchart. lnclude 
examples that are similar to the following: 

• What did you learn from this experience? 

What more general meaning does this have for you? 

What conclusions mlght we draw from that? 



What are the most important things you have learned from this 
session? 

What does that suggest to you about in general? 

Next, ask what Is the purpose of applying and how It relates to the other stages in the ELC. 
Encourage answers such as the following: 

Drawing on insights from the generalizing step to identify how to use 
them in everyday life 

o Planning for more effective post-workshop behavior 

Planning for using new skills in everyday life 

Ask for additional examples of applying questions and add them to the flipchart. Include 
examples that are similar to the following: 

How would you apply/transfer that? 

What woukl help/hlnder the application of this concept? 

How might you overcome the problems that hinder its application? 

What modifications would make it work for you? 

What woukl you like to do with In your back-home 
situation? 

What are the options open to you? 

3. Writing Generalizing and Applying Questions Time: 30 minutes 

Explain that you want to give them some practice In writing generalitlng and applytng 
questions. Display F l i b r t  D: Small Grou~ Task, as fdlows: 

M e  lnto groups of three or four people 

Chooae one of the three case studies used in this workshop 
(Handouts 24 ,61 ,  or 6-3) 

Write two generalizing and two applying questions for the case study 



Take 15 minutes for this task 

When the 15 minutes are over, ask each goup to share examples of generalizing questions 
they wrote. Discuss and critique as appropriate. Then move to the applying questions. 

Remind them to hold onto the work they have done because they may need it for the 
sessions of practice training in Week Two of the workshop. 

4. The Seven Step Model The:  15 minutes 

Make a presentation on the design model using Flipchart E: The Seven Step Model. Flipchart 
E L based on the steps outlined in Handout 7-1: Destan Commnents of an Exwriential 
Tminim Session. 

Participants should remember these steps: (1) climate setting, (2) the objectives, (3) the 
experience, (4) processing, (5) generalizing, and (6) applying. Ask them what they think the 
seventh step is, then unveil the '%losure" step and explain it as it is stated in Handout 7-1. 
Indicate that it could also be called "wrap up," as it is called in this guide (in this guide, the 
applying and closure steps are combined in the "wrap up" step). 

Explain that the generalizing and applying steps do not always immediately follow the 
processlrrg of an experience. They usually come at the end of an entire session that may 
indude several experiences, such as role plays and case studies, that tra!ners have presented 
and processed. 

Distribute Handout 7-1. 

5. conc~usions Time: 10 minutes 

Ask what are the most Important things they haw learned in this session. 

6. Wrap Up/Journal Time: 5 minutes 

Ask partic!pants to write in their journal, Handout 7-2. 

Summarize the mah learning points in thls session and revlew the session objective. 



MATERIALS 

Handout 7-1: Deslgn Components of an Experientlal Tralnlng Session 
Handout 7-2: Journal 

Fllpchart A: Session 7 Objectives 
Rlpchart B: Writing Generalizing and Applying Questions 
Fllpchart C: The Experiential Leamlng Cycle 
Flipchart D: Small Group Task 
Flipchart E: The Seven Step Model 





LECTURETTES AND DEMONSTRATIONS- 
PREPARATION FOR PRACTICE 

Total Tlme: 3.5 hours 

OBJECTIVES 

By the end of the session the partlcipants wlll be able to 

Identify the characterlstlcs and leamlng purposes of interactbe 
lecturettes 

Dellver an interactive ledurette 

List the steps for making a demonstration more experientld 

Tradltlonal teaching methoddogy often relies on the lecture for transfenlng lnformatlon from 
Instructor to student. However, part of the philosophy of adult learning Is that the leamlng 
envlmrnent can be greatly enriched by the actbe pnrticipntlon of the learners. When they 
are actively lnvohred in the Ieamlng process, participants are more likely to assume 
responsibility for thelr own learning. Interactive lecturettes and demonshtions are desbned 
to Invoh# participants through dlsc:.&on and actMtles that are conducive to the effecthe 
transfer of Information. They are mong the more frequently used tectmiques for transferring 
knowled* in tralnlng programs. It b therefore crltlcal for tralnen to undentand the concepb 
and processes invohd h delhrerlng interacthe lecturettes and demonshtkm. 

Thls semion begins by klenti.?ylng the characteristics of a good kclutvtte, its leamlng purpo6e, 
and its mJor stages. A brief pmtat ion on preparing and canducthy a dammhtlon 
follws. Then, parkipants choose from among several sample kcbettea and outlh how 
they plan to delhmr it. The sample lecturettes led elther to a mall group task or a cssc 
study, whkh partlclpants wlll hwe prepared In M o m  4 and 6. After preparing thelr 
lecturette, participants prepare an entlre 45-minute session for the flrst round of practice 
traiilng, which fdoun thls seaslon. 



PROCEDURES 

1. Introduction Time: 10 minutes 

Ask participants how m y  use lectures in their trahlng activities. Find out whether they find 
that approach easy or difficult, and what they see as the adtmntages and disadvantages. Ask 
the same questions about demonstrations. State that this session will deal with both 
techniques. 

Present the d o n  wervlew h your own words and introduce the obJectives on Fli-rt 

2. Characteristics/Zeaming Purposes of Ledwettes Tlrne: 10 minutes 

Gh# a definition of an interactive lecturette. On a flipchart, write a defhitlon that msemble~ 
the following: 

An interactive lecturette Is a brief presentation that Invdves learners through 
questlorn and M aids. 

Explain that it is a stimulating and pcwerful mode for h e l m  ldivkhk integrate prsonrd 
lea- with conceptual materials, 

Ask whst partidpants hlnk are the d.rsracterbtlcs of a good lecturette. Wrlte their resp0niw-s 
on the fllpchart and encourage answers such as the folbwhg: 

Makes a few key pdF.ts 

Draw on the exprkme of pmrtldpants 

Uses vlsual aids (fllpchart, hudoub, dc.) 

A& what are some leamlng purposes of lecturettes. Write respowes on the fllpchar! and 
errcourage ansuren such as the !ollowlng: 



Transferring knowledge 

Exploring princip!es, models, research findings, or theory 

Explain that lecturettes are uwrally one of two or more techniques used in a session. They 
may precede or follow a case skdy, exercise, or role play. Lecturettes are therefore a . 
knowledge buildlng block in a s~sdori that may involve the practice of skills through another 
technique. 

3. Delivering Lecturettes ard  Demonstrations Time: 40 minutes 

A. Describe the three stages for preparing and presenting a ledurette on Flipchart B: 
Dellverirm Lecturettes, as follows: 

Introductory questions 

Explain the three stages and provlde tips for presenting effective lecturettes. Involve 
participants in this lecturette through questions In order to model the technlque 
effectively and consistently. Use Handouts 8-1A: The Interactive LRcturette and SIB: 
yslm Visual Akls. 

Distribute Handouts 8-1.9 and &I$. 'lvm, distribute and describe Handouts 8-24 
B. and C: Sample Lecturette 8@3-g. Show how they are llnked to the prevloudy 
covered case studies and small group tasks. 

B. Make a brief presentation on how to make demonstrattom intmctlve. Ask 
participants what would be similar to or different from between the approach used 
to make lecturettes Interactive. Conflrrn that the approaches are very dmUar, but that 
there are some additional steps thai wlU make demonsbations effective. 

Use Handout 8-3: Premrha and Piwen- a Demonstratton as a gukle h your 
presentation. Put the key points on F l i m r t  C: Prewrfna a Demonstration and on 
F l i m r t  D: Presentlna a Demonstration. 

Distribute Handout 8-3. Then, distribute Handout 8-4: Samde Demonstration. 
Expbh that this sample provkles an example of a hygiene education demonstration. 



4. Prepari3tion for Practice Time: 2.5 hours 

Give the task 0.4 Flipchart E: Practice Pmration Task Inshuctlons, as follows: 

Task m Pairs 

Select one of the ledurettes from Handouts 82A, 5, C that you 
woukl like to present 

Prepare an interactive lecturette lasting no more than 15 minutes 

Write an objective 

Write the questions you plan to ask and dexrlbe how yau plan to 
present the key points 

Estimate how much time each question and key point wlll take 

Write your objectlw and key polnts on a flipchart 

Take 35 minutes for thls task 

Walk around and monitor their progress, offerlng help where needed, 

Expbfn that you now want each pair to develop an entlre 45 minute seaslon that Includes 
both the lecturette and either a small group ta& or a case study, depending on the subJect 
they hsve chosen. Say that they wlU deliver the deslgn In the next session. 

Distribute Hsndout 8-5: Session Prmration Task and write the maIn polnts on F l l h r t  E 
Ptactlce Prfmwatkm Ta!& ImtNct l~ .  

Make sureathey are dear about the need for a written halning phn and that aU thelr vbwl 
aids should be ready by the end of thb session. If photocopyhg b n d ,  make 
arrangements In advance of the stmion so that partlclpanb will not be delayed. Pravkle them 
with fllpchart paper and markers as needed. 

Circulate among the groups, helping them with their training plans as much as possible 
without being too prescripthre. 

Expbh how you haw asdgned the presentation tlrnes. Show a block calendar with the 
~ m e s  in each block of time. Allow 45 minutes for each presentation and 30 minute for 
feedback from the trainer(4. 



You should divkie participants Into two groups, or tracks, during part or dl of the practice 
training sessions, one with each tralner. This amngement will allow each partlclpant an 
opportunity to be involved In an entire presentation. 

MATERIALS 

Handout 8-1A: The Interactive Ledurette 
Handout &lB: Uslng Visual Alds 
Handouts 8-2A, 8, C: Sample Lecturette Outlines 
Handout 8-3: Preparing and Presenting a Demonstratton 
Handout 8-4: Sample Demonstratfon 
Handout 8-5: Session Preparatfon Task 

Fllpchart A: Session 8 Objedhres 
Rlpchart B: Delhrerlng Lecturettes 
Flipchart C: Preparing a Demonstration 
Fllpchart D: Presenting a Demonstration 
Flipdrart E: Practlce Pmparation Task lnshuctions 





Time: 7 hours, 45 minutes 

OBJECTIVES 

By the end of the session participants wlll be able to 

Deliver a session using the seven steps in the design framework 

Work with a cetralner 

Identify those areas in whlch they need to improve their skiUs 

OVERVIEW 

Practice training ts the key component of a tralnlng of bainers worluhop. It gives partkdpants 
a chance to improve on atsting tralnlng knowk@ d skllb and try out new skUs In a 
situation h which more experienced t rahm can give them feedback. 

Thb session Is dhrkled into five modules, each hstlng 75 minutes45 minutes for a smkm 
presentation by a team of two participants, and 30 mtnutes for feedback. I the workhop 
has 20 partklpants who are dMded tnb fwo tracks, there wtll be flw prsctlce In 
each track. ff there am more than 20 partldpnnts, there will be a time probkm. Ths Mnm 
can useHMdout 9 - 1 : O ~ s ~ b t a s a g u l d e f o r g M n g f ~ t o p s ~ .  
This checklkt may be hsnded b partklpants after the prsctlce t r a m  ts a u ~ .  Howewr, It 
should not be used as part of a formal Job performance revlew. 

lhe~ofavtdeotapemachinecangreattyenhnncethefdsdbsck~.Whcnustnga 
vtdeotape, the balm note both hlghllQhts of the session and mme portkm 
h p . a u a m c n t b y k e e p i n g t r s d c ~ f t h e c ~ u n t C T o r r ~ l M d l ~ . ~ ~ ~ d  
feedback, the tram brleny nms the tape to show the portbm of the sembn he a shs ha, 
&ectsd for review. 

The verbal feedback -ion usually begins wlth the trainer asking the participants who were 
not delivering ihe sesdon what went well and what coukl be I m p d ,  then asking the 
pmctke trainers what they learned. hamrage them to write dcm what they learned. Then 
show excerpts from ~ ukkotape, If one Is awlhMe. 



The trainers should take at least 30 to 45 minutes at t ) ; ~  end of all the practice sessions to 
discuss what participants learned and where they want to make imprwements and to glue 
them tlme to write some reflections in their Journals. 

PROCEDURES 

1. Practice Training Time: 7 hours 

Use the information in the Overview to remind the group of pradlce training. Allow a few 
minutes for the first group to set up and bgln Round One. Work through all flve rounds, 
allowing 45 minutes for the practice session and 30 minutes for feedback. Keep to the 
schedule so you don't run into trouble at the end of the day. 

2. Discussion 

Ask the par illpank the fdlowlng questions: 

What did you learn about delhrerlng training? 

What dkl TJ find difficult? 

Time: 30 minutes 

What would you like to improve durlng the second round? 

Make any general comments based on the practice tram ~ ~ l o r u ,  hlgNlghtlng those 
things that went well. 

3. Wrap Up/Journal ~ b n e :  15 m~rmtes 

AUow tbnc for partldpernts to wrlte tn thdr /ournab. M b u t e  Hcrndout 9-2: Joum4. 

MATERIALS 

Handout 9-1: O W ' S  C h d l ~ t  
Handout 9-2: Journal 





Total Time: 2 hours, 10 minutes 

OBJECTIVES 

By the end of the session the participants will be able to 

Identify the characteristics and learning purpose of a field exerelse 

M b e  the steps needed to plan and cany out a field exmdse 

OVERVIEW 

Experlenthl training L based on a variety of kaming aped-. ' h e  learning experhcm 
all have different objecthms, but the overall purpose L the same: enabling leamen to draw 
on their work and life experiences to aquim new knowledge and develop new &!!Is. Thb 
d o n  Introduces participants to the field exercbe, one of the richest experiential bahhg 
techniques If properly concehred and conducted. However, It b probnbly the most dlfflcult 
technique to use effecthdy due to,the hrge nmber of varbbles, both human and technlcd, 
on whlch it depends. Therefore, a field exercbe requlres csrshrl and Wu#itful prepatatlon 
by the tralner In order to make sure that it wlll be a meantrrghrl babling aqmhca fa th 
pawpant. In addition, It should be a pleasant and d u l  axpdence fa the community 
memben who are Invchd In the flekl experkme. 

In thb sesaloH participants analyze the chnracterbtlcs of a good fkkl exenhe and Its learnlrlg 
purpose. They then work tn group to klartify the codderstIm8 to take Into account when 
phmtng and carylng out a field exercbe. 

PROCEDURES 

1. Introduction Tlme: 10 mlnutes 

A& partlclpanb what experiences they have had as either trainers or tralnees with field trips. 
What Wnrb of pmbkms dkl they encounter? What dkl they lUIe or not like? 

-be the $ d o n  o\#nrlew h your own words and Intraduce the ob)ectlva uslng FlllPdrart 



2. Characteristics of a Well-planned Fieki Exercise Tlrne: 15 minutes 

Ask them to take a couple of minutes to list lndlvklually what they thlnk are two or hree 
characterlstlcs of a good field exercise. Then ask them to share the characterlstlcs they 
Mentifled and wrlte them on a flipchart. Make sure answers similar to the following are 
included: 

Clear objectives 

' Tasks dearly delineated 

Set tasks with reallstlc times 

Follow the seven-step design model 

Needs and expectations of community members taken hb account 

Community members contacted well in advance 

Doublechecking wlth community mernben just before the fleld 
exercise 

Field exercise purpose explained dearly to commmlty members and 
agreements reached on norms 

Logistical arrangements made cawfully 

Continsency plaru made for logkdkd problems 

Briefing and debrlefirrg of partidpants carefdy thought out 

3. Learning Purpose for Field Exercises Tlme: 15 mbrutes 

Ask the total group to make wggdom on the purposes for whkh a trrrtner would use a 
flekl exerck. Write tespomes on a fllpchart. Make sure to indude answers hUar  to the 
fdlcnulng: 

Practice technical skills (well, latrine construction, etc.) 

Pradlce communlcatlon sWlb , 



Practice data collection sk lk  

Simulate actual field experience in a training context 

Practice problem Identification 

• Practice problem solving 

4. Steps in Planning and Carrying out a Field Exercise The:  70 minutes 

Present the following task on Flitxhart B: Small Grou~  Task Instructlong: 

DMde into groups of five or slx people 

Llst the two or three most important considerations trainers should 
take into account when 

- Preparing the community for the field exercise - Organldng logistics 
- Introdudng the sesion to partlclpanb 
-- M a ~ ~ l n g  the exercbe w t m  participants are In the 

- m w t y  
Debding pnrtlclpants - Debrleflng community members 

Be prepared to report out 

Take 30 mlnutes fa thb task 

In order to save time, mlgr one or more sets of considerations per group. For sxample, If 
there are three groups, Group 1 would analyze "a" and "b," Group 2 "c" and "d," etc. 

Manage the reporting out In the hrge group so that each group mnkes a brlef mpott of no 
moret) . ranftvamin~,focusbrgmt)retwoorthree~bnportsnt~tkns.  Lend 
a dbcushn of no thnn 10 mtrmtes after all groups haw completed thelor pmsentatbm. 

5. Conc~usions Time: 10 minutes 

Ask partkipants what are the most Important thlngs to remember when phnnlng, c a m  
out, and clodng a field exerdse. Write their answen on a fllpchart. 



6. Wrap Up/Journal Tlme: 10 minutes 

Ask participants what they plan to do when they organize flekl exercises back at work. 

Summarhe the maln learnlng polnts of the session and revlew the session ob)edlves. 

Dlsblbute Handout 10-1: Journal and give partlclpants time to complete It. 

Handout 10-1: Journal 

Fllpchart A: Ses31orr 10 Objectives 
Flipchart 6: SmaU Group Task Instructions 





Total Tlrne: 30 minutes 

OBJECTIVE 

By the end of the session, partlclpants wlU be able to 

Use success analysis to evaluate the first week of the workshop 

OVERVIEW 

Success analysis has prom to be an extremely useful tool In helplng partldpants duate 
balnlng programs. It has also been used as a t d  to help commun!!ks evaluate their 
participation in the dewlopment of local health projects. 

Trainers reintroduce the concept of success analysis (refer to S d o n  4) and ask the 
participants to use success analysis questlorn to evalute the fir& week of the workbrop. 

PROCEDURES 

Introduce the ms&m by StsUng the Imp~rtance of taking some tlme at the end of each week . 
of a workshop to ssaess how well It b pfqmdng, how well the avarall goab are being met, 
and haw the partidpants feel about the work they are doing. If anyWng needs to be alterad 
or bnpoved, tmlnen can make the appmphte changes In the second wee& of the 
wI(UIIOp. 

Present the ouetvkw of the session in your own worrb with the akl of FUDCM A: S ~ & Q  
11 Obbethq. 

Present FlIPchsrt 5: Success Analvsts Questlorq: 

What dld we do that was successful? Why? 

What problems dld we encounter? Haw dtd we avarcome them? 



What problems remain to be resolved? How can we sdve them? 

Explain that the first questlon asks about success, not only to start off on a posltlve note, but 
also because people can learn as much from their successes as thy can from their failures. 
The second questlon focuses on problems that arose that were resolved positively. It helps 
people understand how key are able to overcome obstacles and sob problems. The final 
questlon klentlfles the remaining problems and helps participants propose ways to r m h #  
them. Ask If there are any questions about success analysis. 

2. Week One Evaluation ~inw: 20 minutes 

Refer to Flitxhart C: Overall Worksho~ Goals and point out those goals that werc a d d r d  
during the flrst week of the workshop. Write each of the following questlorn at ̂ S1R tap of 
the flipchart: 

What has contributed to our success in accomplbhlng these gods? 

W h t  has contributed to our problems h accomplishing thew goab? 

How can v: e i m p  the workshop so that it will be more effective 
in accompl~ing its overall goals? 

- Ask parilcipants to tespond to each question and write their responses on the flipchart. Then 
review their answers as follows: 

Pdnt out how much of the success was due to u h t  partlclpsnb dkl 
in the workshop. Explain how important 13 b to ha* such acthra 
partlclpation in order for expertentbl tralnlng to be succdul. 

Chrlfy any problems that .wem unclear. Pdnt to hie that hnve been 
or are being resckd. Valkbte other pmbkms that you have notlced. 

Review the final ltst m d  see if the wgge&ms respond to the 
p m h .  Are they re.+i:,sflc? Can the workhop be adapted in that 
mamer? Expbln wl:idt recommendations you feel can be 
Implemented h t)le next week and which m o t .  Suggest other 
dtemttues for responding to the problems. 



MATERIALS 

Alpchart A: Session 11 ObJectIve 
Fllpchart B: Success Analyds Questions 
Rlpchart C: Ovedl Korkshop Goals 
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SESSION 12 

ROLE PLAY Cwmc 
Total Time: 2 hours, 15 minutes 

By the end of the d o n  the participants will be able to 

. • Identify the characterlstlcs of a good rde play 

Descrlbe when to use role plays and for what purpose 

OVERVIEW 

R d e  pbylng b a vwsatlle and baslc tralnlng technlque. It has wkle utlllty for tralnlng in 
amununkatkm &Ills, Impro\rament of Interpersonal relatlonshlpa, and team development. 
Role playing b wed to buUd sWll at actually doing samatrlng, as weU us to get people 
lnwhd in Ufellke situations in whlch there are problemo or conflicts. Role plays can be 
slmpk (hvdulng two characten) or more complex (Invohrlng several characten). The effecthe 
use of thb technlque in stperlenthl t r a m  sessions requires that the user haw a dear plan 
for its hrtroductlon, hpkmentatlon, andl processing. 

The purpore of thts scsslon ts to examine the technique of role plsylry, Itr, beneftb br 
tmlnhg, and the p m c e s ~ ~  In& In conducting role pby. The mdon baglns wlth a , 

danomtmtknof arolepby,fdlowedbyananalydsof thetole p l a y s ' c h a m c t e ~ a d  
purpae and a k t m t t e  on haw to develop a delbmy plan for a role play. 

PROCEDURES 

1 Introduction Tm: 10 m ~ r  

Ask partldpmts what kind of llve theater' they have experienced h their cornmunltles and 
what they Ilked about those performances. Make a distinction between the llve dramas they 
dedbe a d  the roie play format they wlll be worklng on in this session. Explain that rde 
pbying us It b used tn thb seadon is not scripted as Is a theater piece, but It Is based on a 
M p t l o n  of an open-ended dtuatlon, from whlch participants declde how to play the rc :Y. 

Make sure thls dlsthctlcm b dear and ask if they haw experienced thb role ,dam f m t  
More. 



Give an overview of the session in your own words and introduce the objectives on Fllpchart 
A: Sesslon 12 Oblectlves. 

2. Role Play Demonstration Time: 40 mhutes 

Explain that you d l  demonstrate the dellvety of a role pby. You want participanb to be 
themselves in this demonsttation. In addition, you want than to observe b w  you deliver the 
rde play and to reflect on how It ls written. lndlcate that once the demonstration is over you 
will ask them for their observations and reflections. Finally, explain that you will stop at the 
processing step in the experiential learning cyde so that they can focus on all the step used 
for role play delhrery. 

Base your demonstration on Handout 12-1: DemonstratJon Rde Play. Use the following 
steps as a gulde h your presentation. 

A. Inhaduction VIme: 5 minutes) 

Explain that you want to spend some time dlscusdng how to convince people to try 
new training approaches. Ask them to give exam* of the sfmtegb they developed 
for convincing people to by the experiential trainlng approach In Session 6 during 
the case study demomtntlon. 

Dlsplay F l l h r t  B: Rde Pb~OMectIw and read it out loud. The obJectlve should 
read as follows: 

At the end of the session, participants be able to explain at least two aduantag85 
of the experientlal approach. 

B. Role Phy (The: 20-25 minutes) 

1. Set up the situation 

Introduce the role play in your own wods, carefully ducrlbtng the mpectlw 
rdes of Muni a d  AMI, 

2. Ask for dunteen 

Ask for a volunteer willing to play the role of Munl, the director of the 
halning center, and for another volunteer willing to play the rde of AWI, the 
trainer. 



3. Brief the players 

Take the two volunteers aside, outslde the tralning room If possible. Glve one 
player Handout 12-1A: Muni and the other Handout 12-1B: AWI. Tell them 
to read their roles and that you will be available to answer any questions they 
might have. Ask them not to dkuss their roles with each other. 

Brief the observers 4. 

In the meantime, have the other trainer brief the rest of the partidpants, as 
follows on Flipchart C: Role Plav Task Instructions: 

Be prepared to obsem Munl's strategy for convlnctng AWI 
to use the experlentbl trainlng approach 

Remember to be descripttve about the things you have 
observed 

5. Set the ,.;tage and begin 

Set up two chairs at the front of the room at angles & that the playen can 
see each other and so that the obsetvan can see their fa-. Tell partklpants 
that the settlng is In Munl's office, and that Munl hss asked AM1 to come and 
dlscuss experlenthl training methodology. Remlnd them who b pbylng Mmi 
and who is playing AW1. Ask the players to begin. 

6. End the rde play 

Let the role play run for fhre mlnutes, or lm if  the players fin& earller. 
Thank the phyers and lead a r*md of applause. Ask them to stay In thelr 
seats for a few mlnutes whlle you ask some qwtlons. 

Ask the obsen#rs: 

What was Muni's strategy? 

How was It working? 

What was Abdi's strategy? 

How was it working? 



Ask the players: 

Muni, what was your strategy? How do you think it 
worked? 

AWI, what was your strategy? How did It work? 

Ask the players to retake thelr seats with the other partlclpants, thanklng 
them once agaln and appbudlng, 

Ask all participants: 

What other strategies would you haw used for Munl? 

What dlfficultles do you expect to encounter with 
these other stnteg~es?' 

End the clemmhtion. Explain that you would normally continue wlth some ~enerdlzlng ad 
applying questloru, but that you want them to focus on the delhretlng and prcmmhg d a 

pby- 

3. Characteristics of a Good Role Play 'l'ime: 25 minutes 

Dbtrlbute the entire Handout 12-1: Demonstration Role Play. Ask partlcipants to read them 
and to pull from thelr fdden and reread Handouts 3-1A and 3-18: Role Pbv Sheet ad 

uts 5-2A and 5-28: Feedback Situstlon. 

Haw them turn to thelr neighbors to dbcuss u h t  they think are two or three charact- 
of a Qood role phy, Glva them fh# minutes for thelr dlscusslon. 

Puk the entire g m p  to share w b t  they see as thew characterbtlu and list them on a 
fllpchnrt. Make sure most of the foUowhg are included: 

Short, to tke point 

Well written 

Qear 

Has a point of contention 



Clear o b j e ~ s )  

Not a script 

• Puts people Into a sltuatlon 

The end should not be predetcnntned 

4. Learning ~urposes for Rok Pkys Tlrne: 10 minutes 

Ask the entlre w u p  to klentlfy what the learning pwpoas are for rde plays. Encourage 
answen such as the fdlolrvlng: 

Pmdlce canylng out alternative strstegles 

Play out fiekl experience In the Cruwmm 

Practice addmsbg Interpenonal pmbhm 

Practice declslon making 

Practice problem sdvlng 

5. Delivery Pbn for a Role Pby TM: 30 minubs 

Do a lcchrrette based m Handout 12-2: DeHvwv Plan for a Rok b. Adr partldpants to 
r e d  the steps In your delhfsry d the demomhatlon role pby, Olur acampks of how a d  
w h y y o u ~ - * e t w *  

Msb.lbute HMdout 12-2: D e l b  Plan for a Role m. 

6. Conclusions  TI^: 10 mbruttm 

CW( ps- what they kamed about role pbys and more specifl~?Uy about writing a 
dellvery plan. Write their amwers on a flipchart.' 

Time: 10 minutes 



Ask In what sltuatlons they mlght use role plays, what dlfflcultles they might encounter, and 
how they mlght overcome such dlfflcultles. Summarize the maln ~earhing polnb of the 
sesslon and review the sesslon objectives. 

Dlsblbute Handout 12-3: Role PIaw-Core ~aterbl .  Exphln that the handout b lntenckd 
to provkle more Information about role plays and to reinforce what was dbcussed during the 

Ask them to write In thelr journals, Handout 124. 

MATERIALS 

Msndout 12-1: Demonstration Rde Play 
Handout 3-1A: Enterrplon Agent Rde Pby Sh&t 
Handout 3-18: Committee Redent Rde Phy Sheet 
Handout 5-2A: Feedback Situation 1: Aimed 
Handout 5-28: Feedback Sltuatlon 2: Mohamed 
Handout 12-2: Dellvery Phn for a Rde PI* 
Handout 12-3: M e  P h w o r e  Materhl 
Handout 124: Journal 

Fllpchart A: Sessh 12 Ohm, 
Fllpchart 8: Role Phy Objectiva 
FUpchart C: Role Phy Task lrutructlons 





PLANNING AND MANAGING A  RAINING EVENT- 
ROLE OF THE TRAINER 

Total Tlme: 2 hours, 45 mlnutes 

OBJECTIVES 

By the end of the sesslon partlclpants will be able to 

Explain functions trainen should perform 

List the four basic stages necessary for developing and managlng a 
tralning program 

klentlfy the elements of an effecthre tralnlng corwultancy 

Deckle how to work effectively as a team 

OVERVIEW 

Trainers must perform several functions In order to plan and nmmge traMng programs 
effecttvely. They not only act as h b u d o n  and designem, but ate fmquently conahnts and 
#Imlnbbators. Trainen are consubts when t h y  work wlth psople In orgmlzaUon8 to 
establbh and evaluate program goab for trah- ; htenimtlom that addrem perfomme8 
p ~ . l l h e y a r e d e s ) g n e n w h e n t h q r b u U d o n t h o # ~ t c ! ~ s n d ~  
methods and rnedb Into an tntegrated program. Tralncrs are instn~ctors when tiyr ddhrrr 
a learning &@I and ptovtde ongoing feedback and duat lon to fadllfate ksrnlng. They 
are adminbtratm when they e3taMbh and monftot budgds, set up facllltles, and nronltor 
ovaall loglstlcs to pavkle a poslttve learnlng envhment. 

The fint portlon of the worluhop f d  on the knouMge and skills trslnen need to be 
effectk Insbudon. The second portion of the workshop addresses the role of a trabrer as 
consultant, dedgner, and adrnln&trator. Partidpants then learn about these rdes through a 
module thst cows plrYurtng and maMging an entlre traMng event in four stages: 
(1) Aamdng TmInlng Needs; (2) TraMng Program Development; (3) Otganlzlng the Event; 
and (4) Evaluation of Training. This msilon on the role of the trainer provkles an 
Introduction to the module on pbnnlng and managlng a training event. 



. In thls weraU module, partldpants design three t'o four tralnlng events and dlsare way to 
hplement and evaluate them In order to develop skllls In consulting, designing, and 
admlnlstratlon. When they complete the module on plannlng and managlng a bmalnlng event, 
partlclpants once agaln practice thelr skllls as Instructors by dellverlng sesslons selected from 
the tralnlng events they d l  have designed. 

Thls -on begins wlth a presentation on the rde of the t r a h r  as a planner and manager. 
Partlclpants then learn about the process of developing and rnanaglng a training program 
in the four bask stages. As tralners work through the four stages, they perform the functions 
of consd'tiz, designers, adrnhlstrators, and Instructors. 

?his sadon pmvkles an Introduction to a dmulation h whlch partldpants, working In teams, 
wlll practke these functions as they work through the four bask stages of dmloplng and 
managlng a tralnlng program. The members of each team play the role of trainew 
consultants who are helping a cllent develop a design for a training event. The workshop 
tralners phy the d g  of a dlent who wanb these t r a l n e r s / e b  to plan and manage 
a tratnlng progiam. 

Before beglnnlng thelr team work, rartldpants are asked to identify what makes for M 
effective tralntng cccrsultancy In order to estaMbh some nomu that wlU help them work 
together better. The trainers then assign a toplc to each group. Fin@, participants begln 
thelr team work by decldlng what their approach will be for working wlh thelr cllent. 

PROCEDURES 

1. Introduction Tbne: 10 mlnuta 

What kinds of poblems do you encounter In working wlth thosc 
people? 

P m m t  the sesslon ovenAew and Introduce the objectives on Fliuchart A: Session 13 
Oblectm, Make sure to state that this seslon Is an lntrdudlon to a four-part module on 
phmlng and mana$ng a trainlng event. Go over the four parts brlefly. 



2. Role of Trainer as Planner and Manager Tlrne: 25 mlnutes 

Dellver a lecturette based on Handout 13-1: The. Rde of the Tralner. Exphln the 
functions sf a tralner flrst and Wte them on F l l b r t  B: Role of the Tmlnq In 
boxes modeled after those h Handout 1'3-1. Then fU In the boxes rapWly using 
questlons llnked to the tltles of each box. For example, for the box entltkd 
"administrator," ask questions such as, "What are some examples of admlnisbstlve 
functions tJat trainers need to perform?" Add functlaru In each of the boxes. 
Distribute Handout 13-1. 

3. Training Program Development ~tm: 20 mhutes 

Uslng Fllrrchart C: The Four SWe Model, present the rnaln points h Hadout 13-2: The 
Four Staae Model, as follows. 

Assessing Training Needs 

Trainlng Program Development 

O~ganlzlng the Event 

Link each of the four stages above to the shnulation h *&kh the groups wlll partklpnte In 
Sesslons14th~17.En~t)ratthqrddo~0thcr~ofprsctice~mh . 
Seadons 18 and 19, mlng some of thesemlomfrom the b.ah\brg programtheywUlckdgn 
In the sbnubtkm. Dbtrlbute Handout 13.8. 

4. Effective Tralnlng Conrultancy The: 60 nrbruta 

D h r l d e p s ~ ~ t n t o g r o u p s d f h # a ~ ~ ~ T r y n o t t o h w r m o n t h s n f o u t ~ .  
Ex- that the memkm of each small group d play the role of a t a m  of trabwn who 
are comuhmta to a dlent. The role of the dlent wlll be phyd by the tratncm. Eqbh that 
In a few minutes each team will mcelve an asdgmnent from thek dlent. M, you want them 
to think of ways they can work effesthdy as a team of tmmdtmts. Giw them the fdhvlng 
task on Fll~&rt D: S d  Grow Task: 

IJst the two most Important thlngs you can do to be effectlve 
consultanb 



Identify two things that wlll help you work together as an effeclve 
team 

Take 25 minutes for thls task 

When they have flnished thelr task, ask them to report out and write thelr answen on a 
fllpchart. Then distribute Handout 13-3: How to be an Effectlw Consultant and 
Handout 13-4: Characterlstlcs of an Effectlue Tralnlm Team. Suggest that they add to the 
handouts thelr answen from the fllpchart. Ask If there are any questions, and emphruize 
thoae polnb you thlnk are particularly Important, 

5. Topk Assignments/Clarifying Team Roles Tlrne: 40 minutes 

Chooae from among the fdlowlng toplcs one or two that you want to asslgn to the t e a m  
hyglene ducatlon; handpump Installation and maintenance; latrine construction; sprlng 
capping; comrnunlty partlclpatlon. 

Substitute oiher toplcs If they seem more appropriate, You m y  deckle to ghre the same 
asIgnment to aU teams, or to glve two different assignments, one to two team, and the 
&her to the hrvo other teams, depending on thelr background and Interest In the toplcs. Do 
not asslgn more topics *a there are h lnen ,  because the eventual htkvlews wlll occur at 
one designated t he .  If there are four team and two tmlners (dlents), then there should be 
no more than Wo topics. The two teams with the same bplc wlll Interview one tram 
(dht) together. 

Ask pattklpanb to lremaln h their teary. Enpbln that tn the nest 8embr1 they wlll meet wlth 
their dlent, who will help them d e f h  the C W . ~  of peopk who are to be tmbrerl. Then a& 
them to dkuss t)relr role as ccmultant team members, indudlrrg the fobwhg t& on 

E: Small GrouD Task 

Agree on your condtant appr _ ~ c h  to worMng with the dknt 

Chrlfy team rda and msponslbllltb-agm on a different team 
member to take the lead at each of the four stage8 of tmtnlrq 
Prolp~development 

FOCCL) on how you wlll work togethet--don't begln work on the 
training P r m m  design. 

Glue them 25 Mutes  for thls task. 



Keep them focused on their team's "process." They will be tempted to start working on the 
"task" of developing their training programs. Explain that they wlll begin work on developing 
thelr program in the next session. 

6. WrapUp ~irne:  10 minutes 

Ask them what was the most important thing they learned during this session. Explain that 
in the next session they will have an opportunity to apply what they have !earned. 

Review the session objectives and ask if they were reached. Explain that the next session will 
be the beginning of the simulation. 

MATERIALS 

Handout 13-1: The Role of the Trainer 
Handout 13-2: The Four Stage Model - 

Handout 13-3: Haw to be an Effective Consultant 
Handout 1.34: Characteristics of an Effective Training Team 

Flipchart A: Session 13 Objectiws 
Flipchart B: Role of the Trainer 
Flipchart C: The Four Stage Model 
nipchart D: -11 G ~ O U ~  ~ a ~ k  
Flipchart E: S d  Group Task 





PLANNING AND MANAGING A TRAINING ~ N T -  
1. ASSESSING TRAINIING NEEDS 

Total Time: 2 hours, 45 minutes 

OBJECTIVES 

By the end of the session participants will be able to 

Identify the major reasons for doing needs asessmnts 

List a range of simple, practical methods for gathering information 
about training needs 

Assess whe!her a performance problem can be addressed through 
training 

Use the interview method in ga'21erfng information about training 
needs 

OVERVIEW 

Before designing a training program, the trainer should determine the training nee& of the 
participants. A proper analysis of these needs Is crltlcal so that the program wlll be useful to 
participants. A balnlng program that repeats much of what participants dready know, ar one 
that Is too achanced for them, will be frustrating to them. It b also a waste of mrce flnal~chl 
and human resources. Participants need to be cornmltted to the program's goals. It b hard 
to obtaln that commlhent unless thdr needs have been amessed accurately. 

The session begins wlth a discusion of the remm and methods for dolng needs awesment 
and of questlorn to conskler before dolng a needs asesmmt.  Partklpnnb then return to 
thelr consulting teams and prepare for conducting an intcdew with their client, played by 
the trainers. Finally, the team intenrlew the dlents. 

C'b '4 , . .:.,? 
0 



PROCEDURES 

1. Introduction Time: 10 minutes 

Present a bdef session overview in your own words and present Fli-rt A: Session 14 
Obiectives. Ask if they are dear. 

2. Needs Assessment: Why and How? Time: 25 minutes 

Ask participants what they thhk arc the reasons for doing ne& assessment. Record their 
responses on a flipchart. Make sure the following points are induded: 

Gather information from which the goak and the limlts of the tralning 
program can be defined 

Identify skills that need to be learned 

Develop training goals and objectives 

Use data to develop training materials, such as role plays and case 
studies 

Tvget materials and learning activities to the appropriate level of the 
~articipanb . 

Ask what can happen 1' a needs -awsment is not done. 

Ask partlclpents what methods they use or know for d u c t h g  a needs assessmerit. List on 
a fllpchart. Make sure the foIIowlng methods are included: 

Revlew job descrlptloN/task analysis 

Have target group flU out a questlomire 

Observe performance/behaviors 



3. Questions to Consider before' a Needs Assessment Time: 25 minutes 

Present a brief lecturette about the basic pre-needs assessment question: to train or not to 
train. Explain that the chief test for determining if training is needed is the question: Does 
the person already know how to meet the performance standards for his or her job tasks? 

If the answer is 'Yes, the person knows how," there is no trainin9 need. 

If the answer is "No, the person does not know how," there may be a training need, as well 
as some other needs. 

Emphcsize that a training need exists when a person lacks the knowledge or skill to perform 
an assigned task satisfactorily. Explain that the chief test for determining a training need is 
to find out whether a person knows how to meet the performance standards for a particular 
task. If the perwn knows how to meet those standards, then there is no training need. There 
may still be a performance problem, but it is not a training need, since more training will not 
solve the problem. The trainer must therefore be able to dixrimhte between performance 
problem that reflect training needs as opposed to those that do nit. 

Once the trainer has determined that training will be an appropriate answer to the 
performance problem, he or she meets with those who are farnillar with the training 
siluatlon. The trainer's purpose is to gather information that will enable her or him to tailor 
the training to fit the nuxis of the participants. 

Distribute Handout 14-1: Questions to Consider before Doim a Needs Assessment. Ask 
participarrts to read It. Discuss the questions. Ask them what they would do if they discovered 
that training was not needed. The obvious a m e r  Is to alert the client that it may not be a 
training need. However, tlie dient may hslst on conducting the tralnlng program anyway. 
In that case, the trainer can either withdraw from the activity or try to adjust the program so 
that it will be as useful to participants as possible. 

4. Preparation for the lntenriew Tlme: 40 mlnutes 

Expbin that In thls simulation, the teams will only have an opportunity to interview one 
client. Under n o d  circumstances, they would collect information from a number of people, 
such as supervisors, the people who are to be trained, and perhaps the target group's 
colleagues and counterparts in other divisions or organizations. 

Present the following task on Flipchart B: Consultant Team Task: 

Develop questions to determine the information you need to design 
the program 



Use the pre-needs assessment questions in Handout 14-1 and 
Handout 14-2: Needs Assessmait Interview Questions as a guide 

Select one person to corduct the intervlew with the client 

Others are "observers" and should be prepared to give feedback 

Distribute Handout 14-2. 

Note to the trainer 

Make sure you are prepared to be interviewed about the partidpants in your 
pa posed training program: 

Where are thqr from? 
Who are they? 
How many? 
What are their performance problems? 
What is the level of skill they need to attain? 

T y  to define the performance problems carefully in order to give participants the 
clearest guldance possible. For example, if you are focusing an hygiene education, 
participants may already have a solid background in conducting ,cormunity 
assessments, but they may not be \rwy effective in the delhrery of a hygiene education 
session. In a technical area such as hndpump maintenance or latrine conshuction, 
they may be technically'qwlified in construction techniques, but not in w d n g  wlth 
the community. 

If you have a total of four groups, organize the intavlew so that each trainer (clht) 
works 4th two consultant teams at the same time (there should be no more than 
four groups). Each team can take turns asking questions. 

5. Practice Interviews Time: 45 minutes 

Set up tke interviews by explaining that each in tdew should take no longer thur 10 to 15 
minutes. After the lntervlew L over, each team shoukl meet to allow the observets to share 
feedback with the interviewer for 5 minutes. Distribute Handout 14-3: Practke Interview. 

When the interviews are over bring the whole group together and ask what it was like to be 
a consultant, what worked well, what was the most difficult thing to do. Then ask what type 
of data they were able to gather, and what other sources of information they would like to 
pursue if they had the opportunity to make the data more complete. 



6. Conclusions Time: 10 rntnutes 

Ask them what they learned about needs assessments. Write their responses on a flipchart. 

7. Wrap Up/Journal TW: 1.0 minutes 

Ask how they might approach needs assessments back in their work situations, what 
obstacles they might face, and how they can overcome those *cles. 

Ask them to write in their journals, Handout 144. 

Review the main learning polnts from the session. Go over the sesslon objecthm and ask If 
they were reached. 

Handout 14-1: Questions to Consider before Doing a Needs Assessment 
Handout 14-2: Needs Assessment lntenrtew Questions 
Handout 14-3: Pnictice Interview 
t iandout 144: Jo~~mal  

Filpchart A: Sesslcnri 14 Objectives 
Flipchart B: Consultant Team Task 





PLANNING AND MANAGING A TRAINING EVENT- 
2. TRAINING PROGRAM DEVELOPMENT 

Total Time: 5.5 hours 

OBJECTIVES 

By the end of the session the participants will be able to 

Identify priority learning areas for a training workshop 

List the workshop goals rebted to those learning areas 

Develop a workshop schedule using a block calendar 

Determine an appropriate sequence and mrlety of learning activities 
for a workshop 

OVERVIEW 

This session continues the simulation by focusing on the deslgn of a training program. 
Developing an effective design that is both varied and creathre is a crltical step In the baInlng 
process. Without a good design, even sklUful tralners wlll have dtffkulty, 

This session beglns with a lecturette on four bask steps to fdlaw for tmlnlng program 
development. Participants then work In their teams on the flrst of the four steps, developing 
trainlng goals, based on the data collected In Session 14. lhey mtlnue to work In thelr 
teams on step hvo, the development of a general tralnlng plan, by developing a block 
calendar showing the sequence and timing of sedom. They condude their work tn thb 
session by dpsknlng the outllne (step three) of two balnhrg sesalons. The session ends wlth 
a presentation by each team of Its training plan and session de$gn for review by other 
partldpants and by the tralners. (Step four Is the subject of Session 16.) 



PROCEDURE 

1. Introduction Time: XO minutes 

Refer to Sesslon 13's FliDdrart C: The Four Stwe Model and show where you are in the 
simulation. Recall the needs assessment information that they gathered in their interviews 
during the previous session, and how it fomw the basis for decisions on the content of the 
training event they will design or adapt. 

G k  the overvlh of the session in your own words. Dlsplay FliDchart A: Session 15 
Obiectlves. Read them and ask if they are dear. 

2. Steps for Training Program Development Tlme: 10 minutes 

Present a brief lecturette on the four steps for developing a training program design. Show 
the main points on Flipchart B: Four Stem for a Trainim P r m m  Desian, based on 
Handout 15-1: Four Stem for Developim a Trainim Promam Dadan. Make the foUowlng 
addit ld comments: 

Infomtlon from a needs assesanent provides a basts for selecting 
the learning areas to cover in a tralnlng event. 

Trainers list these learnlng areas in order of prlority and feasibility to 
determine whlch ones should be aches& In a particular workshop. 

Then they translate the priority learning areas into workshop goals. 

Tralners use these goals to select session titles. Next, they organlze 
the titles into a logical sequence for a workshop schedule, whlch they 
write on a Mock calendar. This Mock calendar provides a qukk 
overview of an overall workshop sd#dule. 

Once aU the saslons have been selected, tralnem begin the work of detmlnlng obJe&m 
and actMties for each session. They keep in mind the needs and backgrounds of partlclpanb 
as weU as the d o n  learning objedivw when selecting appropriate learning actMtles. They 
can select from a variety of actlvlties, such as case studies, 'rde plays, small group tasks, 
lecturettes, demonstrations, or field exercises. The timing and sequence of these activities are 
Important cderat ions h designing sessions. The flow needs to be logical and the timing 
reallstk. Finally, trainers fit their choice of activities into the seven-step session design model 
(presented in &don 7: Sesslon Design Framework). 

Dlstrlbute Handout 15-1 and ask if there are any questions. 



Conclude by pointing out that all these elements will influence how you design or adapt an 
individual session. 

3. Set Priority Learning Areas and Program Objectives Time: 70 minutes 

Ask the teams to meet again and give them the following task on Fliwhart C: Team Task- 
Leamiru Areas and Obiectives: 

Review the infomaon from the needs assessment intendew and 
identify priority learning areas for a one-week workshop 

Write or adapt overall goals for a one-week program (no more than 
five) 

List the priority areas and goals on a flipchart 

Take 40 minutes for this task 

Once they have finished their team work, get quick reports from each team on their goals 
and the leaning needs they address. Emphasize the draft nature of these goals and haw they 
could change as they proceed with their planning. 

4. Making a General Plan Time: 70 minutes 

Ask each barn to develop a one-week general plan according to F l l h r t  D: Task-Gened 
Plan: - 

Wrlte the titles of the sessions for the one-week program (based on 
the overall goals) 

Develop a schedule on a block calendar showing the sequence and 
required time for each session 

Take one hour for this task 

Refer them to Handout 1-2: Workshori Schedule and explain that this handout shows a block 
calendar. 

Walk around and help each group with its design. 
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5. Session Design Time: 20 minutes 

Emphasize to partidpants that it b not always possible to complete an overall training plan 
without fffling in some of the details. Deliver a lecturette uslng Flipchart E: Session Dab 
to hlghllght the major steps listed below: 

• Geneml&fg-@ah that the needs assessment, the development 
of objectives, and the block calendar make up the general design (as 
they have done in Steps 3 and 4). 

Leumlng Actluftfes-refer participants to the techniques used In 
Week One of this workshop: small group tasks, case studies, fkkl 
exercises, lecturettes/demonsbatio~, and role plays. Explain that 
these are learning activities and that they must decide which of these 
actlvltles are appropriate for a given -on. The miterla for declding 
the appropriateness of, or need for, a particular technique are 

- Does it answer the group's needs? - How does it contribute to meeting a particular obJedve? - WUI it help to Improve job performance? 

Sequence of Actfultles--explain that the foUawing conskleratloru are 
Important to determine approprtate sequmcing and timing of an 
activity: 

- Variety helps keep interest - Loglcal flow and transltlon between one t m u e  and the 
other - Time avaUaMe--be realistic about what can be clone - Make sure the actMties fdlaw the -step model (refer to 
sedan 7: Session Deslgn Frammork) 

Mscuss anotker aspect d timIng of actMties by uslng thr lecnnette technique as an example. 
Exphln that gMng a k t m t t e  at the of the day Is not usually :M because it 
Is an actMty that b a blt more passiva than the others; db, It Invdves acqulrtng new 
knowledge. Partklpants may not retaln much of what b; p m t e d  because ttrqr are Ikdy 
to be Hred and not as attentive as earller In the day. A more a c b  technique focused on skill 
prsctlce woukl work better, such as a role play, a small group task, or even a group 
dbcussion based on an earller presentation. It is also a good time for individual reflection 
exercises, such as making entries in a training journal. 



6. Design of Detailed Sessions Time: 70 minutes 

Uslng Flipchart F: Session Deskrn Task, give the teams the following task: 

Identify session-level objectives for two sessions from the training plan 
you are using 

Outline the session activities and be prepared to explain the cbjectlves 
and the sequence of activities in those sessions 

Write the objectives and activities on a fllpchart in outline form 

Take one hour for thL task 

7. Presentation of Training Plans and Session Designs Time: 60 minutes 

Adc each team to present its oneweek training plan and the session-level ob/ecttvles and 
actlvltles for the two sesdons they selected. Emphasize the criteria used for sequencing and 
tlmlng of acthritles in your feedback on their presentations. 

Use some of the following processing questtons when appropriate: 

Do the goals lend themselves to a fhre-day program? 

How does "x" session relate to an ovaall workshop goal? 

How much variety L there h the use of techniques such as case 
studies, small group tasks, role plays, dernonstratlorrr, lecturettes, and 
fiekl exercises? 

b the time allotted to each se96lon tesllstlc? Does It Indude enough 
tlme for opening and ckdng the workshop, IndwHng evaluation? 

Does each setdon follow the saemtep mcrilel? 

8. conclusions Time: 10 mlnutes 

Ask participants what they learned during this sesslon. Write thelr answers on a flipchart. 



9. Wrap Up/Journal Time: 10 minutes . 

Ask partldpants to fill out their journal, Handout 1 5 2 ,  and to think of how they rnlght apply 
what they have learned back in their work situations. When they have finished wrlting, ask 
for a few examples. Then return to the session objectives and ask if they were reached. 

MATERIALS 

Handout 15-1: Four Steps for Developing a Training Prograni Design 
Handout 1-2: Workshop Schedule 
Handout 15-2: Journal 

Fllpchart A: Session 15 Obfecttves 
Flipchart B: Four Steps for a Training Program Design 
Flipchart C: Team Task-Learning Areas and ObJectives 
Flipchart D: Task--General Plan 
Flipchart E: Session Design 
Flipchart F: Session Design Task 





~ U N N I N G  AND MANAGING A TF~AIMNG EVENT- 
3. ~~RGANIZING THE EVENT 

Tim: 1 hour, 45 M u m  

By the end of this session, participants will be a5le b 

Identify what should be considered when arranging training deltvay- 
budget, logistics, staff, site selaction, and preparation 

Develop strategies for handling training tmplementatlon problems 

OVERVIEW 

The best deslgned training pd wtll fail if appropriate anangernents are not made well 
in advance to ensure that sufficient resources are allocated to the program; the slte k 
adequate and available; enough and. the rlght type of participants are Invlted; howJng and 
food are set up; handouts are prepared; equipment Is awilaMe and fundhlng; and leamlng 
mterhls are pmvkled. 

Even if all the arrangements are properly made, probletm can occur durlng delhfery of 
training: equipment can break down; partklpants may not show up on tlme; tt.5e may not 
be satisfied with logistical arrangements; they may react negath#ly to the Wig?; they may 
take longer than expected to complete cfataln exercises, and so on. 

In Ihb session, partldpants develop a Ibt of the things the) must do to make sure that all d 
the necessary anangements are made for a training event. Then, they klentlfy pFoMmrs that , 

can occur durlng delhrery of trahlrrp and develop ways to p r m g t  or respond to them. 

PROCEDURES 

1. introduction Time: 5 minutes 

Refer to Session 13's FliDdrart C: The Four Stwe Model and show where you are in the 
slniubtiori. 



Give the svervlew of the session in your own words. Displq~ Rirxkwt A: Session 16 
Oblectrves. Read them and ask if they are dear. 

2. Making Arrangements for Delivery of Trdidng Time: 20 minutes 

Point out that every training situation f~ unique--locadon, number of participants, resources 
awhble. Ask participants what to conslder when making anangements for training program 
delivery. Reconl t!leir responses on a flipchart. 

If necessary, supplement their Ilst with the consklerations in Handout 16-1: ,Makhq 
Ananaements for De!lvlerv of Training. Distribute the h d o u t .  

Emphasize the importance of pbnning far in advance of a workshop. Gh# some examples 
from your own experience of problems that have occyrred because the arrangements were 
not adequately planned. 

3. Identifying Delivery Problems Time: 20 mhutes 

Recall for the group all the preparations they have d e  for thelr one-week tralnlng 
program. Go to the flipcharts developed by a couple of the teams and point out th~: 
programs they have designed, emphasizing the sense of accomplishment they shoukl fml 
about their preparat!ms. 

Explain that they shoukl now imagine that they are delhrering their training program. Ask 
them what problem they may face. when they deliver the program and llst them on a 
flipd.rart. 

4. How to Solve D e b  y Problems The: 50 mirmta 

Ask each team to meet and do the task on FllDchart B: ProblmSdvlr# Task, follows: 

Review the problems listed on the fllpchart 

Choose two or three problems you want to address 

Recommend ways to 

- P;uoM each problem before it occurs - Handle it when it does occur 



o Take 20 minutes for this task 

Before they begin the task, give them a couple of examples of ways to handle one or hvo 
of the problems they Mentifled. 

When they have flnlshed heir team work, ask each group to report on one of the problems 
they cl~ose and how they would deal with It. Write thdr answers on a flipchart. 

5. wrap u p  . Tlrne: 10 minutes 

h k  them what they plan to focus on in planning arrangements for training and for 
addressing problems durtng training when they return to thclr work situations. 

Redew the sesslon obJectives and ask if they were reached. 

MATERIALS 

Handout 16-1: Maklng Anangements for Dellvery of Trainlng 

Fllpchart A: Sesslcln 16 ObJecttvas 
Fllpchart B: bd,lern-Solvlng Twk 





PLANNING AND MANAGING A TRAINING EVENT- 
4. EVALUATION OF TRAINING 

Time: 3 hours, 15 mlnutes 

OBJECTIVES 

By the end of the session, participants will be able to 

Identify the reasons for evaluating trahlng 

Ust the four basic areas of evaluation 

Develop an overall evaluation strategy for a one-week course 

OVERVIEW 

Evaluation is the final step h a workshop. It helps to assess the effectlvenes of a workshop 
and provide information to Improve future programs. This -on explores the evaluation 
of hining. 

'Ilae d o n  begins with a discusion of why evaluatlon Is important and what to evaluate. 
Tralners present four basic rnezuurement areas for eveluatlon: (1) reaction, (2) kamhg, 
(3) behawlor, and (4) results. Partlclpanb then return to their teams to develop an duatlorr 
strategy for the hlnlng program they have developed h the prevlous sessh.  The tralnen 
continue the session wlth a presentation on the different methods that are wed for 
measuring the effects of trahlng. Finalty, after selecting one or more asesmmt  methocb, 
each team prepares and presents its workshop evaluation plan. 

PROCEQURE 

1. Introduction Time: 10 minutes 

Ask participants how they evaluate their tralning programs, or how they have seen others 
evaluate tralnlng. Most answers wlll probably center on participant satisfaction with the 
trahlng program. 



Explain that you have now reached the last stage in the four stags model for planning and 
monltorlng a training event, that of evaluation. Display Ripchart A: Session 17 Obiecttves. 
Read them and ask if they are clear. 

2. Why and What to Evaluate T ~ C :  30 minutes 

Ask participants why they need to evaluate their trahlng programs. Emphasize that in 
addition to providing information that will help future programs be more effective, evaluations 
can be used to justify and support proposed tralning programs and budgets. 

Ask what should be evaluated. Then present a brief lecturette based on Handout 17-1: 
Evaluation=-A Measurement of Four Basic Areas. 

Explah that most evaluation addresses the first area, "measurlng readlon." It Is the.simplest 
approach, yet it only looks at the participants' perspectfve. Therefore, one does not know 
how much the participant has really learned. 

The second area, "measuring learning," Is more difficult because the trainer must assess both 
knowledge and skill attainment: Knowledge attainment can be falrly objectively measut(.il 
through a pre- and post-test. Skill attainment is measured more sub)ectlvely through 
observation. Nonetheless, measuring learning can stlU be done within the framework of a 
tralnlng program. 

The third area, "measuring behavior," Is very difflcult because it requires post-workshop 
assessment. It Is potenthlly the most expensive, due to the need for collecting pre- and post- 
workshop data on behavior and contacting participants in several different locations. 
Successful behavior measurement can be the m a t  comAndng determlnatlon of the success 
of a workshop. However, it Is hard to contrd the external varbbles that are not rehted to 
the workshop. 

The fourth area, "measuring resulk," Is also very dlfflcult because It assesses impnct of 
training on organizational performance. As with "measurlng behador," It b hmrd to control 
those variables that are not rehted to training. 

Distribute Handout 17-1: EvaluaHon-A Measurement of Four Baslc A m .  

3. Develop an Evaluation Strategy Time: 30 minutes 

Ask participants to return to their teams and complete the task on Fll~chart B: Evaluation 
m, as follows: 



Review your training goals and program, and note what you want to 
evaluate 

List in four columns (1. reaction, 2. learning, 3. beha*Aor, 4. results) 
the things you want to evaluate 

Take 25 minutes for this task 

4. How to Measure Time: 25 mlnutm 

Ask participants what methods they know for measuring the effects of tralnlng. Ust them In 
four columns on a flipchart (reaction, learning, behavior, resulk) and supplement them as 
necessary from the following list: 

Reaction Learning Behavior amult, 

Opinion/attitude Pre-test/post- Follow-up Follow-up 
questionnaire test partidpant partldpant 

evalliatton forms eveluatlon forms 
Tralner/par- Trainer 
ticipant group obsenration of Follow-up Follow-up 
evaluation partidpants supervisor s w  
session evaluation f o m  evalustlon f o m  

Ask them what the advan- and dlsadmtages are of us- some of thue technlqws. 
Encourage them to thhk of such concern as cost, the, and aMihbUlty of partklpnnts. 

Distribute Handout 17-2: Evaluation Methocb. 

5. Develop an Overall Evaluation Time: 45 minutes 

Ask participants to return to their teams and present Flipchart C: Overall Evaluation Task, 
as f o b  

Look at the list of things you want to evaluate (from the previous task) 



Decide which methods you would use to evaluate each item on your 
list 

Write your list of things to be mluated and the methods you w ~ n t  to 
use on a flipchart 

Take 35 minutes for this task 

Explain that they may decide to drop some of the things they wanted to evaluate due to 
constmints they see in uslng some of the methods. 

6. Present Evaluation Plans Time: 35 minutes 

Give each team h e  minutes to present its evaluation plan. Allow only darlfication questions 
after each presentation. Once all presentations are made, point out the simllarltia and 
differences among the evaluation plans. Emphasize the importance of havlng a prsctlcal, 
doable plan, even if it rneans only using a participant reaction form. At least one evaluatlon 
measurement wlll have been used. 

7. Conclusions Time: 10 minutes 

Ask participants what they learned about evaluating tralnlng. Wrlte their answen on a 
flipchart. 

8. Wrap Up/Journal  TI^: 10 mtnutes 

Ask them to turn to their Journal, Handout 17-3, and think about what they learned and how 
they might apply It In thelr work. Once they have flnlshed, ask for a few examples. 

Revlew the session objecti\ras and ask if they were reached. 

MATERIALS 

Handout 17-1: Evaluation-A Measurement of Four Basic Areas 
Handout 17-2: Ewluation Methods 
Handout 17-3: Journal 



Rlpchart A: Session 17 Objectives 
Flipchart 8: Evaluation Task 
Ripchart C: Overall Evaluation Task 





Time: 2 houn 

OBJECTIVES 

By tho end of the session participants will be able to 

• klentify where a &on fits in the werall framework of ,a training 
event 

• Plan for the delivery of an entire training session 

• Prepare appropriate visual alds needed for the sesslon 

. • Work collaboratfvely with another trainer to plan the delhrery of a' 
session 

OVERVIEW 

The key to the success of a training session lies in carefully thought out preparation. In thL 
preparation, the trainer elther designs a session tralning plan or adapts an exbting deslgn. 
In either case, the deslgn follows the steps In the Sesslon Design Framework described in 
session 7: (1) climate setting, (2) the objecthfes, (3) the experience, (4) pmcdng, 
(5) ~enerallzlng, (6) applylng, and (7) (or wrap up). 

In thls session, participants work in groups of huo; each group adapts one of the wsbm 
partlcipants selected in their larger group of four to slx people when preparing their training 
pbn in Session 15. They prepare to present their session wlth a wtralner, dMdlng up the 
&on among themselves, rehearsing various parts of the session with each other, and 
preparing the flipcharts and other vfsual alds necessnry for dellvary of the -Ion. Each 
practlce training session should take no longer than 45 minutes. 

The trsiners circulate among the groups, coaching them on thelr training plan preparation 
and making sure all the groups are ready to present when this session is over. 



PROCEDURES 

1. Introduction Time: 5 minutes 

Explain that participants will spend the entlre session preparing a 45dnute  presentation 
based on one of the sessions they designed in Session 15. Present the session ovendew In 
your own words. Display and read Ripchart A: Sesslon 18 Obiectlves. Ask if they are dear. 

2. Selecting the Session Time: 25 minutes 

Ask participants to meet again in the groups they formed during the past five sessions. Give 
them the following task on Flitxhart B: Small Group Task: 

Look at the training plan and the two.sample sesslons you selected 
in Session 15 

Identify sesslons or parts of sessions that can be adapted to a 4 5  
minute time llmlt 

Divide into pairs; each palr selects the training sesslon it will present 
(or the portlon of the training session it will present) 

Take 20 minutes for thb task 

Clrcuhte among the groups to assist them in their declsiau and to fM out what they have 
finally deckJed to present. 

3. Preparing the Session Tlme: 1 hour, 30 minutes 

Tell partlcipants to prepare their sesslons in glouljs of hvo. Distribute Iiandout 18-1: Smbn 
Premratfon Task and go over It. Explah that they will delhm the session they prepare 
tomonow. They wlU break up Into two tracks as they dkl in the first roud of practice 
tmining. 

Make sure they are dear about the need for a written training plan and that all their vim1 
alds should be ready by the end of this sesslon. If photocopying is needed, make 
anangernents in advance of the session so that participants will not be delayed. Provkle them 
with flipchart paper and markers as needed. 

Circulate among the groups, helping them with their training plans as much as posslble 
without being too prescriptive. 



Explak how you have asslgned the presentation times. Show a Mock calendar wlth the 
names in each block of time. Mow 45 minutes for each presentation and 30 minute for 
feedback from the traineds) a f t e d .  

Handout 18-1: Session Reparatton Task 

Flipchart A: Session 18 Ob)ecth#s 
Fllpchart 6: Small Group Task 





SESSION 19 

WCTICE TRAINING ROUND Two 
- -- 

Time: 7 hours, 45 minutu 

OBJECTIVES 

By the end of the session participants will be able to 

Deliver a session using the seven steps In the design framework 

Work with a cetrainer 

o Identify those areas In which they need to Improve their skllb 

Practice traInIng b the key component of a tralnlng of halnen workshop. It gives partlclpanb 
a chance to Improve on exbtlng training knawlcdge and Mlsand to try out new U s  in a 
situation in which more ex- trainers can glve than feedback. 

Thh sadon b dMded Into a total of five modules, each bstbrg 1 hour and 15 mlnub, 45 
minutes for a session pmentation by a team of two partkipants, and 30 mfnutm for 
feedback. If the workshop has 20 partldpnnts dMded Into two trsdrs, there will be thrr 
practlce sessions In each track. The trstner can use Handout 19-1: Obenm's  Checklist as 
a gulde fa giving feedback to partkipants. This checklbt may be handed to partidpants after 
the smlon is over. Howle\Fer, It should not be used as part of a formal 'job perfarmarrca 
review. 

~ h c u u d a * t a ~ & h e m ~ l l y . n h w c ~ c h s f a e d b a d r a a d o n . ~ h m u s ~ g a  
videotape, the trainer notes highlights of the sesetan and some podom needtrrg 
Impavanent by .keepbrg track of the counter on the machtne. After gMng snne wrbl 
feedback, the batner brlefly nms the tape showing the portions of the sedan he a he hm 
selectad for revlew. 

The verbal feedback session usually begins with the trainer asWng the participants who were 
not delivering the d o n  what went well and what couM be improved, then asklng the 
practlce tralnen what they learned. Encourage them to write down what they learned. Then 
show excerpts from the videotape, if avaibble. 



The trafners shoukl take at least 30 to 45 minutes at the end of the practlce d o n  to 
d k s s  what partWpants learned and where they want to make improvements and to pro* 
time for partlclpants to write some reflections in thelr journal. 

PROCEDURES 

1. Practice Training 

2. Discussion 

Tlrne: 7 hours 

Tlme: 30 mlnutes 

Ask the participants the following: 

What did you learn about delivering t~ahing? 

What did you find difficult? 

What woukJ you like to Improve on when you delw your next 
tralning session back at work? 

Make any generzrl comments based on the practice balnbrg sessIau, h@l&t"..G~ Lhoas 
things tat went ud. 

W b u t e  Handout 19-1: Observer's ChwMM. 

3. Wrap Up/Journal Tlrne: 15 minutes 

&w time for participants to wrlte In their journal. Dlstrlbute Handout 19-2: J o d .  

HMdOtlt 19-1 : Obsen~!r's Checklist 
Handout 19-2: Jownal 





Time: 2 hours, 45 minutes 

OBJECTIVES 

By the end of the session participants will be able to 

Develop a plan for applying what they learned from the yorkshop 

Develop some Meas for implementing those plans 

Application planning provides a final transition between the workshop and the participants' 
activities back at work. It L the flnal step ln the experiential learning cyde, thus condudhg 
a series of learnlng experiences. 

In this ywsion, partidpants review all their Journal entries to highlight the rnaln learning 
p:lints of the workshop and pbns that they have made to apply these poinb b a d  In theb 
work sltuatlons. They c o n s o ~ t e  these points Into an lmplemsntath pbn that they can 
refer ! J and share with their colleagues and supendson when they retum to work. 

PROCEDURES 

1. ~ntroduction Tlme: 5 mtnw 

State the o\Fervlew ln your own words and d e w  from m r t  A: Sesalon 20 Ot,ktIue& 

2. Review Journal Entries Time: 50 minutes 

Gtve partidpants the following task on Rlpchart B: Individual Journal Review: 

• Review all your journal entries from the workshop 

• Enter the most important ieaming points from the workshop and 
possible actions you plan to undertake on Handout 20-1 : Actlon Phn 



Take one hour for this task 

Distribute Handout 20-1: Action Plan. Explain that these journal sumrnarles, like thelr 
Journals, are for their use and that you do not intend to collect them, nor do you intend to 
collect the implementation plans they will develop later in the session. 

3. Implementation Plan Time: 65 minutes 

Explain that this exercise is intended to help them plan specific actions and to determine how 
they will implement them. Give them the following task on Fliwhart C: lmdementation 
Task: 

Review your list of posslble actions from your action plan 

List the actions you would llke to undertake In the next slx months In 
the left-hand column of Handout 20-2: lmdementation Plan 

For each action, complete in the other columns the following 
elements: desired outcomes, resources needed, possible constraints, 
and strategy to wercome the constraints and implement the plan 

Take one hour for this task 

Distribute Handout 20-2: lmdementatlon Flan. Ask for an example of a possible action from 
a partidpant, then walk through each column on the implementation plan, asking for 
examples of how that action might implemented and offering your Meas as well. If the 
task is now clear to everyone, have them begin their work. 

For this task, you may want to have participants work in teams of two or three people if 
there are people from the same district or division who wlll be colhboratlng in some way to 
pbn and conduct tralnlng activities after the workshop. If the group is vey dlverse, another 
altembtlve is to give people 30 minutes to work Indhrldually on their own implementation 
plan, and then to work in pairs in order to get some inithl feedback and suggestlm from 
others. 

4. Discuss Implementation Plans Time: 40 minutes 

Ask for examples from the participants' implementation plans. Make comments and 
encourage partic!pants to comment on each action. You will probably have time to review 
four or five actions. 



5. Wrap Up 

Revlew the sesslon objectives and ask if they were reached. 

MATERIALS 

Handout 20-1: Actlon Plan 
Handout 20-2: Implementation Plan 

nipchart A: -011.20 objectives 
Flipchart 8: Individual Journal Review 
Flipchart C: Implementation Task 

Time: 5 mlnutss 





SESSION 21 

WORKSHOP EVPU.UAION AND CLOSING CEREMONIES 
Total The :  3 hours 

OBJECTlVES 

By the end of this session the participants wlll have 

Evaluated the workshop 

Heard formal closing statements by trainen, appropriate offictds, and 
partidpant representatives 

OVERVIEW 

The evaluation form asks the participants to score how well each overall workshop goal was 
attained and to pro* their comments on the workshop in response to questions based on 
success analysis. In adcMon, the session calls for participants to share their suggestions 
openly with miners so that areas not covered by the form can be discussed or so that 
participants may better explain some of their comments. 

The dosing ceremonies are lntended to be an appropriate endlng to the workshop with 
opportunities for aU the people irmotved in the training program, Including trainem, 
partidpants, and ministry or other offidals if appropriate. The ceremonies allow for formal 
statements, notes of thanks, certificates of awards if possible, and farewells. 

The Miners plan the dosing ceremonies with all those involved (except partlcipants) before 
the start of the workshop and make anangements for productng certificates, informing 
ofkhls, and taking care of loglstks. Then, two or three days before the end of the 
workshop, tralnen can ask partlcipants to select one or two persons who will speak on t h e  
behalf. 



PROCEDURES 

1. Introduction Time: 10 minutes 

Describe the overall schedule for this last session: workshop evaluation (1 hour and 20 
mhutes) and dosing ceremonies (1 to 1.5 hours). 

Introduce the workshop evaluation by expblning how important it L for tralners to be able 
to recelw the honest evaluation of workshop participants of the work they haw done 
together. Mentlon that their comments wfll help you improve the workshop h the future. 

Point out that the written mluation fom they wlll receive is an example of how to adapt 
success analysts to the specific needs of a training event. It is anonymous to encourage the 
greatest degree of openness, though people may sign their names if they wWI. It Is dMded 
into hvo parts: 

Part I: How well each of the workshop goals was reached. It uses a 
four-point scale to measure liow well the goals were attained. 
Participants should circle the number that best expresses how well 
they thought the goal was accomplWled. 

Part a: Several open-ended questions about the workshop drawn from 
success ady!&. 

Flnally, tell partlcipants you wlll ask for some verbal feedback on the workshop so that areas 
not covered by the fom may'be discussed or so that participants may better explain thc 
comments they may be wflltng to share withethe group. 

2. Fill out Evaluation Form Time: 40 mlnutm 

Distribute Handout 21-1: Worksho~ Etmluation and revfew it with the partlcipants. Give them 
35 mlnuta to flll it out. 

3. Participant Suggestions Time: 30 minutes 

Ask the participants to review their answers to questions 6, 7, and 8 in Part n. Ask them if 
they would be willing to share some of their suggestions for improving the workshop with 
you* 

List their suggestions on a fllpchart, review them, and discuss them. Flnd out whlch 
suggestions are most commonly hekl and most important to the participants. 



Mew the key sugge3tions. Thank the particlpnnts for thelr cunments and their a&e 
partidpation throughout the workshop. 

5. Closing Ceremonies Tlme: 90 mlnutes 

ActMtles to be dedded on by traMng staff, lasthg no mare than 90 minutes. 

MATERIALS 

Handout 21-1: Workshop Eval~htton 

Certifkates (If desired) 
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OVERALL WORKSHOP GOALS 

By the end of the workshop, participants will be able to 

1. define the basic princi~lea of adult education and of experiential learning; 

2. use a design framework for preparing and carrying out training sessions; 

3. demonstrate facilitation skills (paraphrasing, summarizing, aakhg 
yes lions); 

4. give and receive constructive feedback 

5. dcscribe the characteristics and tbe learning purpose of such ttaining 
techniques as cane studiw, role plays, amall p u p  tasks, lecturettes, 
demonstrations, and field exercises 

6. deliver a sewion uaing oae of these training techniques; 

7. plan for and manage a W i g  event; and 

8. adapt this training methodology f a  use in back-at-work situations. 
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TRAINING INVENTORY* 

In order to determine your preferences in setting the climate for a training event, think of how you 
feel a (raining event should be... a training event that would be a positive learning experience fa 
you as a participant ... one that would be comfortable for you as a trainer to lead. Read uch 
swtement below and decide if it applies to this experience. If so, place a check mark next to the 
number in (he space provided. If the statement does not describe your prefemd training event* 
leave it blank. 

- 1- The trainer presents the subject material in the workshop. 

- 2- The trainer participates in the learning mexisea with the workahop pdcipmb.  

- 3- The trainer designs all the activities for the workshop. 

- 4. The participants often critique each other's work with little or no direction from 
the trainer. 

- 3- The participants and the trainer share responsibility for decisions about wbat 
subject material to explore. 

- 6. Participants explore their curiosity nnd work to satiafy them~lves with h l c  
trainer direction. 

- 7. The tminer'a priaciprll role would be to eacouvllge participants to continue 
worklng together, exploring alternatives and moving toward their own garla. 

- 8- The trainer designa and deacribea to the partkipants tbe welldetailed plan and 
organization for the workahop. 

- 9-  he pticipmta would be encouraged to develop ways to rcomp~sh  their o m  
goals, even if it meant changing somewhat the workahop plan. 

10. The trainer would make (he decisions on what materials to be used in the course. 

1 1. The trainer would be very accepting of the participants' ideas and thoughts even 
if helahe did not agree, or h e w  them to be wrong. 

*Training Reaaurces Group, Alexandria, Va., 1981. 
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p 

Participants would be expected to share reaponsibility with the trainer to adapt the 
workshop to meet their needs. 

The Wer is Uely not to know ths gubject matter aa much as the participmts. 

The trainer would allow the participants to make mogt of the decisions about 
whether (he workshop was succesaN or not. 

The trainer ailowa the participants' commenta and needs expreesed during the 
workahop to influence much of the design. 

Participants are expected to evaluate their own progress through the course. 

The trainer allows tbe participants to determine how much time should be spent 
on each .topic. 

Puticipranta should spend r good deal of time learning fnnn the miner's well- 
executed lectuiw and demaastrations. 

Participants are expected to challenge the trainer's ideas. 

The participants m told precisely what to expect from the workshop. 

Tlw trainer das not n d  to K mjll in dlC mom whik smll p u p  discussion is 
taking place. 

Tbe puticipmta* discussions u e  always tightly conbolled so that time can be 
used wisely. 

'Ibs lrahx dmwt never makes mbsMtive inputs. H&be would not be expctal 
to be kwwkdgc~ble about the subject. 

The trainex easumea full reaponsibility for thc learning activities. 

Purticipvrts u e  asked to help design the workshop. 

The participants rely on the knowledge of the trainer for many of the substantive 
answers they are seeking. 

The trainer decides how successful the workshop was. 
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28. The participants would define the aubjects and issues that should be covered in 
the worlahop; they would be responsible for looking for answers. The trrina 
would assist in helping his to happen. 

29. The participant decides with the trainer whether or not the workshop would be 
beneficial. Once this has happened, the participant would be expected to attend. 

30. The participant should make the decision oa whether or not the course would be 
beneficial and should be free to l a w  duting the caurse if he/ahe thinlrr it id not 
helpful. 



TRAINING INVENTORY SCORING SHEET* 

Directions: Go back over your score sheet. Count the number of checks you have in column A 
(i.e., if you checked #I, then check it on Lhe line of chis answer aheet. If you did nol check #3, 
leave it blank. The A items, then, are 1, 3, 8, 10, 18, 20, 22, 24, 26, and 27). Write the total 
number of checks at the bottom in 4 . Do the same for columns B and C. 

TOTALS A. 

*Training Resources Group, Alexandria, Va., 1981. 





The Experiential Approach To Training 

by James A. McCaffery 

Experiential learning is exactly what the name implies - learning from experience. 
The experiential approach is learner-centered and allows the individual trainees to 
manage and share responsibility for their own learning with their teachers. 
Effective training strategies which incorporate experiential learning approaches 
provide opportunities for a person to engage in an activity, review this activity 
critically, abstract some useful insight from the analysis, and apply the result in a 
practical situation. (Gudykunst and Hammer, 1983, provide a brief historical review 
of the experiential approach.) A graphic representation of the model is presented 
below and may be applied to cross-cultural training in the following ways: 

Experience 
(activity, 
"doing") f 

Application Process 
(planning more (sharing, compar- 

effective post-workshop ing, contrasting, 
behavior) 

1 
reflecting) 

Generalization 
(Drawing conclusions, 

identifying 
general principles) 

Figure 1 
The Experiential Model 

This is an excerpt from a paper by Dr. McCaffery cntitled, "lndependcnt Effectiveness: A Reconsideration of 
Cross-Cultural Orientation and Training." International Journal of lntercultural Relations Vol. 10 (1986): 159-178. 
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Experience 

The experience phase is the initial activity and the data-producing part of the 
experiential learning cycle. This phase is structured to enable participants to become 
actively involved in "doing" something. Doing, in this instance, has a rather broad 
definition, and includes a range of activities like the following: 

case studies 
role plays 
simulations 
games 
lecturettes 
films and slide shows 
skill practice 
completing an instrument 
living with a family from another country 

This sample list indicates that the range of training techniques varies from the more 
passive and artificial (lecturette) to the more active and real (living with a family). 
Exactly which technique one chooses as an educational activity would depend 
largely on the session goals. 

Once the experience stage is completed, the trainer or instructor would guide the 
group into the process part of the cyde. During this phase, participants reflect on the 
activity undertaken during the experience phase, and they share their reactions in a 
structured way with the whole group. This may happen on an individual basis, in 
small work groups, or in a full training group. Individuals share both their 
cognitive and affective reactions to the activities in which they have engaged. In 
addition, with trainer assistance, they try to link these thr. yghts and feelings 
together in order to derive some meaning from the experience. 

The trainer's role as facilitator is very important during each phase of the cycle. 
During the process phase, he/she should be prepared to help the participants think 
critically about the experience and to help the participants verbalize their feelings 
and perceptions, as well as draw attention to any recurrent themes or patterns which 
appear in the partidpants' reactions to the experience. The trainer's role involves 
helping the participants to conceptualize their reflections on the experience so that 
they can move toward drawing conclusions. 
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Generalization 

The generalization stage is that part of the experiential learning cycle in which the 
participants extract conclusions and generalizations which might be derived from, 
or stimulated by, the first two phases of the cycle. During this phase, partidpants are 
helped to "take a step back from the immediate experience and discussion, and to 
think critically in order to draw conclusions that might be generalizable to "real life" 
or to a particular theoretical construct. This stage is perhaps best symbolized by the 
following questions: 

What did you learn from all this? 
What more general meaning does this have for you? 

The trainer or instructor structures this part of the experiential learning model so 
that participants work alone first, and then guides them into sharing conclusions 
with each other so that they may serve as catalysts to one another. In addition, the 
trainer helps to facilitate this step by: 

Asking and helping individuals to summarize what they 
have learned into concise statements or generalizations. 

"Pushing back" at people to help make their thinking more 
rigorous. 

Relating the conclusions reached and integrating them into 
a theoretical model. 

Making sure, within reasonable time boundaries, that 
everyone who wishes to share significant insights gets a 
chance to contribute. 

Helping the group compare and contrast different 
conclusions, identifying patterns where they exist, and 
identifying legitimate areas of disagreement. 
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Application 

After participants have done some focused work generating generalizations, they 
are guided into the application stage. Drawing upon insights and conclusions they 
have reached during the previous phase (and other phases), participants incorporate 
what they have learned into their lives by developing plans for more effective 
behavior in the future. In an ideal educational or training event, participants would 
be able to apply what they have learned immediately after the workshop ends. The 
applications that they plan may relate to their profession, their personal life, or their 
student efforts, depending on the background and needs of specific participant 
groups. 

Techniques used to facilitate the application stage include the following: 

Individual work to develop a thoughtful action plan which puts "learnings 
into action". 

Participants review each other's plans, and provide consultation and help as 
appropriate to each other. 

Some parts of individual plans might be shared with the whole group in 
order to create a sense of synergy. 

Participants identify other learning needs. 

One of the ways the trainer assists during this process is by helping participants be as 
specific as possible in developing their application plans. 

Conclusion 

It is important to stress two other points about the experiential model. First, the 
exact nature of each phase of the model is driven by the goals of the training or 
orientation session/program. Once the goals are defined, then the session can be 
designed using the model as the framework. Second, theory can come in two 
different places - either before the experience, in which case the experience becomes 
a way to test the theory or try out the skills implied by it, or after, when-it is 
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interwoven into the generalization phase as participants develop their own 
"theory." When this is added to the "picture" of the,model, it looks like this: 

Application Process 

Figure 2 
Adding "Theory" to the Experiential Model 

In order for this model to be effective, it nrreds to be rigorously applied, both in the 
design and delivery stages. "Experiential training or learning" is a phrase often 
heard in the educational and training world; yet, it is frequently misused in practice 
where it seems to mean letting people participate in a presentation, having a 
question and answer session after a lecture, or a role play or case study by itself 
without the subsequent steps in the model. Most frequently, the generalizing and 
application stages are simply left out of the design or the program; as a result, the 
power of experiential learning is significantly diminished or is negated altogether. 

Although the model, when correctly explained, looks very clear, the way it works 
out in practice is not always as clear. There are transitions between phases, and 
occasionally (especially if the trainer is going too fast), the group will return to a 
phase until it is "finished." Also, individuals in the group may not approach the 
learning process in such a linear fashion, and that is perfectly legitimate. The model 
is meant to serve as a guide for the trainer or instructor who is trying to design and 
carry out an educational experience for a group. 
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Traditional Education 

TRADITIONAL AND ADULT EDUCATION 

1. Highly effective for developing ideas 
and expanding what you know. 

2. Highly effective with younger learners. 

3. Teacher centered. 

4. Paaaive and theoretical. 

5. Focused on "right" and "wrong," 
encourages learners to find the one 
right answer to a problem. 

6. Measure of achievement is grades and 
certificates.. 

7. Can fo~ter a aense of dependence on 
Wide expa&. 

Adult Education 

1. Highly effective for developing 
skills and expanding what you can 
do. 

2. Highly effective with adult 
learners. 

4. Active and experiential. 

5. Focused on "effective" and 
"ineffective." Encourages learners 
to explore many approrrchea to 
detenninc which answer will war& 
in which aituatioo. 

6. Merrmre of y:hievement is w h t  
you ue able to do more effectively 
in your life. 

7. Can fates independeace and aelf- 
reliaace. 



JOURNAL 

Adult Learning and Experiential Learning 

1. What conclusicms can I draw about -he way adults learn and about mining stylea? 

2. What can I do in this training of miner8 workshop to apply what I have 1cunc.d about 
assumptiom d stylea? 
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EXTENSION AGENT ROLE PLAY SHEET 

You are an extension agent from the Community Development Agency of the Ministry of Public 
Health. One of the communities in which you work is KouMka, where the Community Herlth 
Committee has worked veq hard to prepare for the Mival of the wells and pumps. You want to 
begin a hygiene education program in Koulika to make sure that people in the community will 
keep the water from theee new wells ae safe as possible and make the best use of it. 

You feel h a t  it iau very important to carry out a survey of cumat hygiene prscticea in tbe 
community in order to plan appropriate hygiene education activities. The committee president 
thinka he blows that information already, but you think lhia peraon is not in touch with many 
parts of the community; therefon, you do not trust the info~mation he claims to have. Yob W 
the survey should be conducted in a very organized manner and you have specific ideas &bout 
what ahould be done and who ahould help you do it. 

You want to do this survey next week, starting on Tuesday. It will take five days. On each of 
these days you will need two people to accompany you to translate and take notes, two to inspect 
howehclda for water storage and general cleanliness practices, and two to spend time taking note 
of how water is being fetched and carried. You have to conduct (be m y  on tbeae days becaw 
you are committed to work in another community the following week. 

You are about to meet with the committee president to gain his support for the survey. 



Handout 3-1B 

COMMITTEE PRESIDENT ROLE PLAY SHEET 

You are the president of the Community Health Committee in K o d b .  You and others on the 
committee have worked very hard to prepare for the arrival of new wells and pumps in your 
community. You are one of the elders in the community, and your role as president has made you 
very popular with other people in the community. 

You have been working with a young extension agent h lhe Ministry of Public Health to 
prepare for lhese wells. He is well htenhoned, but his suggestions always seem meceasarily 
complicated. For example, before receiving approval for Uie new wells, he insisted on meeting not 
orrly with your committee, bul with several other individuals in the community. He asked h e  
people a lot of questions that you thought were not important. In'any caae, you could have given 
him all of the infonuation he needed, saving everyone a lot of time and traublc. 

Now  is extension agent wants to 'start some kind of an educational program. You do not sa the 
need to educate people about wells, since they obviously h o w  how to uae water4ey  have been 
doing it all of their lives. But you are willing to let him organize a few aessiona, just to keep him 
happy. Afta all, it is important to maintain good relations with the Ministry of Public Herlth. 
However, he inaists on talking to seven1 people oace again, even before he stsrta the educational 
Pmmm* 

You are annoyed with this insistence and you plan to tsk him out of barhering mare m l e  in 
the community with a bunch of queetiona. You would be willing to give him d l  the informatioa 
he neada yourself, since, after all, you represent the community, and they trust you, 

You are about to mat  with the extension agent to d i m s  your'views on what he wants lo do to 
prepare f a  the educational program. 
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INDIVIDUAL AND GROUP TASK INSTRUCTIONS 

Individual Task 

You will soon be aakcd to lead a group discussion on the subject of experiential b~inbrg 
or another topic of your choice. If you choose the topic of experkntial mining, rsk the 
p u p  about Lheir impressions of this methodology so far, for %ample, its advrnta8es and 
disadvantages, or some apccinc questions you would like arrm?red about the experiential 
learning cycle. If you choose another topic, think of questions that you should auk. 

Write down a list of three or four quettiana on zite mnhject chosen. Then, think of what 
might be some possible answers and check your queationa again. 

As you prepare to lead this group discussioa, think of how you will use your 
paraphrasing, questioning, and swnmvldng skills u well aa eacoumgcrs to involve 
participants and manage the fmud progress of the diucuasioa. 

Finally, think of how you will introduce your quertians and what will be thc first que8th 
p u  ask the pup .  

You hrve ten minute8 to pnpare thw questions. 

Small Group Task 

Practice for five minutes uaing dl facilitadoa sHlls. 

Observer watches facilitation skills being wed md thc impact tbey have 
on Ihc conversation. 

Observer keeps track of time. 

Observer aherea insighta and feedback for five minuteti-group discusses 
convenation. 

Next penon's tum-change roles. 
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INDIVIDUAL GENERALIZING AND APPLYING TASK 

Think of the session on facililation skilla-parapfvasing, asking questions, slllirmarizing, 
and uaing encowagera. 

Make a list in two columns complethg these sentences: 

1. The most impdant things I have 

I 
2. The ways these things apply to my 

learned in (his session are... work are... 
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FACILITATION SKILr-IS FOR TRAINERS AND GROUP FACILIT.4TORS 
by James A. McCaffery 

Introduction 

Facilitation skills are important for everyone, but are especially critical for trainers. 
Communication may appear to be simple, but it is one of the more complex things 
that human beings do. Many things can go wrong in this process. For example, we 
may send a message which we think is clear, while the person receiving it may not 
understand it in the way it was intended. Sometimes we have things on our mind, 
we are distracted and do not "hear" or listen very carefully. 

Although the range of communication activities and the skills involved encompass 
most of human interchange, there are three very important facilitation skills that a 
trainer can learn or enhance in a relatively short time: question asking, 
summarizing, and paraphrasing. With continued practice one may become very 
adept in their use. 

Question Asking 

Question asking is a critical trainer skill. Questions can be asked in two ways -- as 
closed questions and as open-ended questions. 

Closed Questions 

Closed questions generally result in yes/no or other one word answers. They 
should only be used when you want precise, short answers. Otherwise, they inhibit 
discussion. The dosed question can be answered with one word. 

Example: 

Trainer: ,Do you think that recommendation 
will work? 

Participant: No. 

Open-ended Questions 

The open-ended vestion requires elaboration. "Tell me what you liked about that 
recommendation" seeks information. How? What? Why? are words that begin 
open-ended questions. 

Copyright 1988 by Training Resources Croup, 1021 Prince Street, Alexandria, Virginia 22314. All rights reserved. 
Reproduction by any means is prohibited without written permission of the author. Revised June 1989. # 
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Trainer: What did you like about that 
recommendation? 

Participant: 

Trainer: 

Participant: 

I think it is a good strategy for 
resolving the issue, one that can be 
implemented without expending a lot of 
resources. 

What kinds of goals did the group 
set? 

They set a wide range of goals. 
The first was... 

Summarizing 

The purpose of summarizing is to: 

* Pull important ideas, facts, or data together. 

* Establish a basis for further discussion or to make a transition. 

* Review progress. 

a Check for clarity; check for agreement. 

By using summarizing in a conversation, you can encourage people to be more 
reflective about their positions as they listen for accuracy and emphasis. 

Summarizing requires you to listen carefully, in order to organize and present 
information systematically. Summarized information ensures that everyone in the 
discussion is clear about what transpired in the just-completed portion of the 
discussion. 

For example, a trainer may summarize to ensure that participants remember what 
has been said or to emphasize key points made during a group discussion. In these 
instances summarizing is very useful. Some starter phrases to help you begin a 
summary are: 

* There seem to be some key ideas expressed here ... 
* If I understand you, you feel this way about the situation ... 
* I think we agree on this decision -- what we are saying is that 

we intend to ..., 
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A real value of summarizing is that it gives you the opportunity to check for 
agreement. If people do not agree, it is better for you to know during the discussion 
than to find out later when a task is not completed or a deadline is missed. One of 
the most common complaints is that some participants think an agreement has been 
reached, yet things do not occur as planned afterwards. In many instances, thzt is 
because there was not really agreement during the discussion. 

As an example of summarizing, assume that someone named Joan has talked for 3 
or 4 minutes, and you summarize as follows: 

Let me see if I have it straight, loan. First, you say the work is boring, not 
carefully scheduled, and finally, you are concerned about the number of 
hours people are expected to work, correct? 

As another example, the discussion has gone on for several minutes and you 
summarize as follows: 

In talking about this issue, we have come up with three main points. . . 

In summary, this communication skill is a deliberate effort on the part of a trainer to 
pull together the main points made by the person or persons involved in the 
discussion. 

Paraphrasing 

Paraphrasing is simply restating what the other person has said in your own words. 
The prefix para means along side, as in the word parallel. 

The procesl; of paraphrasing is very much like catching a ball and throwing one back -- 
except the kt11 you throw back is your own and perhaps a bit different from the 
original ball. Nonetheless, it is still a ball. You can throw back the other person's 
ideas by using such beginning phrases as: 

You are saying ... 
In other words ... 
I gather that ... 
If I understood what you are saying.,. 

The best way to paraphrase is to listen very intently to what the other is saying. If, 
while the other person is talking, we worry about what we are going to say next or 
are making mental evaluations and critical comments, we are not likely to hear 
enough of the message iu paraphrase it accurately. 
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Participant: 

- 

It seems the basic problem is that some of the people don't know 
how to use the management information system, 

It is helpful to paraphrase fairly often, so that you develop a habit of doing so. You 
can even interrupt to do so, since people generally don't mind interruptions which 
communicate understanding. For example, Pardon my interruption, but let me see 
if I understand what you are saying ... 

Trainer: In other words, you see the problem as lack of know-how. 

Another example: 

Participant: 1 think the most important thing is to tell the staff member 
clearly and directly how he is contributing to the problem. 

Trainer: So you are saying it's important to tell the staff member directly 
what kind of impact he is having on the problem. 

Other Facilitation Skills 

There are a number of other helpful facilitation skills, some verbal, some 
non-verbal. ~xamples are: 

* Nodding one's head. 

* Picking up on thelast word or two of 
someone else's sentence. 

* Repeating a sentence, or part of a sentence. 

* Asking someone -- Say more about that. 

~t Saying -- That's good -- anybody else got 
anything to add? 

I 

* Maintaining eye contact, open body position. 

It Saying -- Uh huh. 



Handout 3-5 

JOURNAL 

Facilitation Skills 

1. What are the most important things I have leamed about facilitating a diacuaaioa? 

2. What skills do I need to improve during this training of trainen workabop in order to 
facilitate diacwsiona effectively? 
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USING SMALL GROUPS 

Small groups can be used for 

building problem-solving skills to deal with a particular issue a problem 
(case studies, critical incidents, etc.); 

building planning skills to deal with how to approach a particular issue 
or opportunity (strategy development or planning); 

providing opportunities for practicing a new technique or skill (practice 
dyads, trios, quads, etc.); 

providing opportunitiee for participants to react to each other's approach, 
giving advice, feedback, and constrwtive help; and 

providing opportunities for participant8 to share experiences, both 
problems and solutions that might be helpful. 



IMPACT OF LATRINES 

Task 

Divide into groups of three or four people 

Disnus positive impact or bcncfita of latrines 

List any negative impact latrines could have 

Write your report on a flipchart 

Take 25 minutes for this task 



Handout 4-3 
Page 1 

MAKING SMALL GROUP WORK EFFECTIVE 

1. Be very clear in giving task instructions to small p u p s .  Put the instructions on a visual 
aid, preferably tbe flipchart. You may also want to put the instructions on a handout. Go 
over the instructions in front of the entire class; ask if they have questions. 

Decide if you want each group to make a short presentation (report outa) or if you w w  
to lead the discussion differently. Keep the presentations brier; if they are over 10 
mioutes, people get weary--5 minutes is a' better h e  frame. 'Iben decide if you want 
them to put key points on the flipchart and use that in their presentation. (We recommend 
having them put key points on the flipchart since it records the points for referral later and 
kelps them deliver a more focused, short presentation.) 

2. Divide the total group into an appropriate number of small p u p a .  Small groups of lhra 
to five people are desirable. Groups of over seven people begin to be unwieldy. 

The total group can self-select themselves into smaller groups, or the inabuctor can make 
the selection. You may want to be sure each small group has a balance of diffennt 
participant knowledge, experience, and personal atyka. If you divide the poup* you 
should inform the (poup why and how you arrived at the aeketbar. (&E k e e p  (bnn 

from trying to fmd a hidden agenda ... this is the smart group, thia is the dumb group.) 

3. Provide an appropriate amount of time for the small groups to accomplish the tark. ?bere 
should be enough time for there to be discwsion, delibendon, a d  decision while atill 
encouraging them to be efficient with time. 

4. The instructs should monitor the small groupa unob(rusively to be sure (bey have 
understood the task, they are not having problems, or they have not gotten hopelessly 
entangled in another conversation or w u  story. 

5. A few minutes before you expect them to have completed their work, go around d 
remind &erg of the time and ask if (biY will be ready. Encourage them to move f m u d .  

6. Have a plan for how you want to manage having the small groups share their work with 
the total group. There are a number of ways of doing this. 
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The most common way to manage reporting out is simply to take turns, one group, Ihm 
another, then another. Hete are eome simple ways to keep things moving: 

a have people wail until the presentation has been completed before 
commenting; 

a first ask the other group members if they have mething they 
would Ilke to add that their spokesperson did not say; 

a then aak the total group if they have any q u e s t i ~  d clarity (not 
debating their points, but questions to incre~se understanding of 
what the small group meant); and 

• finally, ask for reactions from the total group. 

After or duriug the time the total group is cammcnthg or reacting to the small group 
presentation, the instructor can add comments. A& a question or make a comment, but 
rdrain fiom evaluating the presentation or the content--unless of course you say positive 
Wgs* 

Kecp things moving along. Lots of reporting out followed by lengthy commenting can get 
exhausting. If you have sevacrl amdl groups reporting out and you expect thek reporto 
to be somewhat repetitive, it is a good idea to save comments until che end and comment 
on rll reporcs. Stop afta point three above and go an to the next small group. 

7. After all groups have reported out, lead a sinnmary discusaim of 11I tbe iders that have 
been ~ n t e d .  You might explm similarities and differences; you might aak w l e  to 
talk about what they think is or will be the most difficult idea to impkment; you might 
a& what they heud that struck them as especially creative; or you might explore r - 
disrgreanent more furlly. 

8. A good wry to end the discussions is to uae the genenlizing and application part of tbe 
experierrtial learning cycle. Ask the queatioa(s). . .What cancluaiaas are we reaching 
about ... ? Whrt are we learning about.. .? 

Move to the application phase by asking.. .When/if this happens to you, what is one thing 
you will remember to do? In order to keep this from happening to you, what are three 
thing8 yau can do? How can you adapt what we have been discussing here today to your 
own situation? 
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USING SUCCESS ANALYSIS 

You and the communities you work with both have to judge how well your work is going. You 
should not wait until you have finished a project to look at what has bappened. It is belter to look 
at what is happening on a regular basis, such as every week at every month. You need to know 
what you have done well, what mistake8 have occurred, and what probluns need to be solved. 

Success analysis is a helpful way of reviewing and evaluating what you have k e n  doing on a 
regular basis. Success analysis l w b  at your aucceasee, not just your failures. It reviews the 
problema that came up and how you overcame them. It looks at what problems remain and how 
you might overcme these too. To use succeas analysis, you or the community member8 should 
ask yourselves these queationa: 

a What have we done that was rrucceasful? Why were we succeaaful? 

a What problems did we meet? How did we overcome theae problems? 

• What problems atill remain? What have we learned that can help us plan 
to overcome them (007 

Success analyaia can be done 

Every day after work 

At the end of every meeting of a community agauizrrtion 

At the end of every general community mating 

a At the end of every step in the project development cycle 

At regular time8 when canying out a project ( m h  as aflu each step) 

• Whenever major problems come up 

a At the end of a project 

• At regular times (monthly, quarterly, annually) 
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Task 

Divide into groups of three or four people 

Diacuea (he kinds of problans hat might arise in promoting a 
~OIlUlWtlity'~ Use of 8UCCC48 Udyai8 

Identify two or (hree of the most common problems 

List ways to avoid or aolvc thee problems 

Be prepmd to report out orally 

Take 25 minutes for this tyk 
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JOURNAL 

Small Group Tasks 

1. What are some of the most imporcant thinga to remember about 

a. preparing small p u p  task87 

b.' managing small group tosks? 

2. Whet do I need to focw on in order to improve the wry I prepare md manage smrlt 
P P  'uw') 
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GUIDELINES FOR GIVING FEEDBACK 

Make specific statements; support general statements with specific examplea. 

Use descriptive rather than judgmental language. 

Be direct, clear, and to the point. 

Focus on behavior that the receiver can do samething about. 

Remember that feedback ia more effective when it is solkited rather chm imposed. 

Remember also that effective feedback is well timed. 

Take into account the nee& of the receiver of feedback, as well rs your own. 

Plan how you will give feedback. 
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HELPING QTEER5 GIVE FEEDBACK 

Solicit feedback in clear and sy~cifrc areas. 

W e  it a point to understand the feedback; p a r a p h e  major pointa; ask clarifying 
qua tiom. 

Help the giver use the criteria for giving uaeful fdback.  

Avoid making it more diar~cult for the giver of feedback than it already ia. 

Avoid explanations of "why I did that," unleaa asked. 

Show appreciation for the effort it took for the other person to give you fadback. 

Using key poinls, nay what you intend to do aa a rermlt of Ihe fdback.  

Remember tho1 feedback is one person's pwceptiom of anothcr'a actions, not uaivefMt 
ttuth. 



FEEDBACK SITUATION 1: AHMED 

You are Ahmed, an extension agent for the Health Education Diviaion of the Ministry of Health 
(MOH). You have been on the job for a year. Mohamed, your aupcrvfaor, is the District Health 
Officer. He has asked you to report to his office. 

1 You have spent most of your f ist  year on the job moving into your town and building 
relationships with key community members. You have also been spending a great deal of 
lime establishing conlacls wilh key people in the MOH, especially the Pivision Director 
f a  Health Educatios;, whom you consider very iadlmtial. 

2. You think that your building telado~hips with community people and ministry officials 
has been successful, although the proceaa seemed slow and frustrating at times. 

3. You were aasigned to work in six communities, each of which haa a new health 
committee, but you have only been able to focus on the one in your community. 'lire 
reaaona for rhis are the difficulties in getting gas from the miabtry, Ihe Qt. laion Directs's 
strong iateredt in your community, and your community's high visibility (on the main 
road). 

4. Ihe  health committee in your town had some trouble getting started this year because tbc 
materiala for latrine conatmctian, such as slabs, (bat you had convinced the peaple to try 
wete late in arriving. In fact you had to use some of your own money to (ravel to UM 
capital to pick up the slabs. Even then, you had to npend many more days (here than you 
had planned due to shortages of lattine slabs in the MOH warehowe. 
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FEEDBACK SmATION 1: MOHAMED 

You are Mohamed, a District Health Oflicer for the Ministry of Health. Ahmed, the health 
education extension agent, has been on his job about a year now, and you ?re planning to have 
a serious talk with him about his work and the success of his  project^. You know the following 
things about Ahmed: 

1. Generally, Ahmed is a good worker. He p d s  a lot of time in the field, and a a m a  quite 
committed to his projects. He works well with both yo3 and his co-workem. 

2. Abmed has had a good deal of trouble getting the health committees going tbia year. He 
seemed to spend a good deal of time with oae committee, which resulted h the neglect 
of the other five to which he was assigned. 

3. Tbe health committee that Ahmed devoted so much time to really never got going. They 
had difIkulty getting lattinc slabs, but you are concerned with (hc role Ahmed played in 
(his committee. He sometimes has trouble being the consultant to tbe committeb-he tends 
to take on too much of the responsibility himaelf. 

4. You t h i i  Ahmed may have been influenced bccaue the community where he worked 
so much wrs the village of the Division Director f a  Health Educrtioa. You think Ahmed 
is very yo\mg and inexperienced. 



Handout 5-2C 

FEEDBACK SITUATION 2: THE DMSION DIRECTOR 

You are the Division Director for Health Education in the Miisby of Health. You are about to 
have a serious conversation with one of the district health of'ficers, Mohamed, about his work and 
the projects in his area. The following things are on your mind: 

1. Ahmed, one of h e  health education extension agents who works in Mohemed'a dishict, 
has just quit. This is the fourth agent out of 18 in Mohamed's district (hat has quit 
recently, all within their first year on Ihe job. 

2. Mohamed's behavior in meetings in the ministry ofIScea is supportive, active: he focuses 
on key isrmes, listens well, and responds actively to you and other staff members. He 
works hard and goea out of his way to assume additional reupomibility. For exampk, he 
did an excellent job recently during the annual budget process. 

3. Ahmed, the extension agent, talked to you Won leaving his job. He said oac of tbe 
reasons 'he was quitting was that he did not get adequate auppart from Mobmed. He did 
not think Mohamed really cared because he did not help hlm get Ihe latrine slab he 
needed. Ahmed said Mohamed kept talking about Ulc necwsity d building h e  shills of 
the community health commilta members to nm their own bull education pmgmm. 
Ahmed thought hat was fine, but first you had to get a be8lth education program 
established, and to expect community membus to take on major responsibilitkr at thir 
early stage was ridiculous becauae they were not fully convhed of the effecliveness of 
health education activities. 

4. Mohamed had been somewhat loud and argumentative at two recent afficial frmctioas. 

5. Mohamed has not filled out any travel voucbus for the paat six month, and (hc people 
in the administrative unit are upset. 
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FEEDBACK SlTUATION 2: MOHAMED 

You are Mohamed, a district officer for the Ministry of Health. You have been working with the 
Division Director for Health Education for six months now. These are the things (hat concern you: 

1. You maintain good relations with your Director. He generally givea you adequate 
responsibility and authority to cany out your job. You think that you communicate clearly 
to him and in a timely way about th iasues affecting your district. 

2. You believe the agents should stay in the field as much as possible, and that they should 
build co=equal relationship wilh community members. You do not think the Director 
abesaes the consultative role of the extension agent enough. Instead, he subtly encourages 
agents to play the role of expert, the one who has all the answera and ia going to act up 
the health education program for the communities. 

3. One of your agents, Ahmed, during tbe past year spent nearly all hia time oa one 
community health committee, neglecting the other five to wlVch he had been assigned. 
The one he spent so much time on was the village when the Diviaion Director was born 
and raised. You know he talked to Ahmed from time to time, and you think he influenced 
Ahmed to spend nearly all his time with that one health committee. 

4. Although you have little patience for administrative details m h  aa travel vouchers and 
other paperwork, you think that your perfcwmance is quite good. You are concerned that 
the Divisioa Director may mt share Ma perceptioa because you have not been promoted 
in several yeara. 
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Feedback Skillr 

1. W h t  have I learned about giving and helping olhen give feedback? 

2. What do I need to focus on during this Raining of briners worksbop in order to improve 
the way I give and help others give feedback? 



DEMONSTRATION CASE STUDY 

Objective: To describe at teast two strategies for justifying the uae of experiential trriaing 
methoda. 

You are the managez of the Ministry of Rural Development's Training W ~ c e .  

Extenaion agents in the Miniatry have been asking for a special course in the lateat techniques in 
pump maintenance. The Division of Research has ban doing a lot of r e s m h  in this area, but 
they do not aeem intereatad in allowing their materials to be used in training. Lost week they 
fmally agreed to provide "lecturers" for the courae. 

You have two staff trainers, Tom and William, assigned to the course. They have just come WD 
your office because they have a disagreement. Tom says that pluming 8 come that uscs oaly 
"lecturers" will be boring, and that some "expericatialw training must be included. William, aa 
the other hand, says that the Division of Rescuch will not help (hem with the t:oume if the 
training officer want8 to chfif18~ the lecture format. Tom believa chrt it is better not to do the 
course if they must only usc thc lecture rpprorch. 

Your boss bas ban pressuring you to provide (his courac. What should you do? 

Discussioa Owstions 

1. How would you describe this problem? 

2. W h t  would you do rs che managa of the training office? 

3. Wbrt could you have done to avoid this problem before it occurred? 
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CASE STUDY: THE INTERRELATIONSHIP BETWEEN WATER AND HEALTH 

Obiec tive: 

After examining this case study, the participants will be able to 

1. identify ways that water can become coataminated, and 

2. describe the health effects on community members of consuming unsafe water, coming 
into contact with unsafe water, and insufficient water. 

Case Study: 

Many years ago, two communities, Wambila and Amaru, were established on the brnks of a small 
river by people of similar ethnic background Each has about 500 inhabitants, who are mostly 
farmers. However, the fate of these two commuaities haa been quite diffamt. 

At fust, both used the river for all their water nee&: drinking, bathing, washing clorhea, etc. Aa 
the communities grew larger, the water from the river wasn't enough, especially during the dry 
season, when it gets low. Wambila dug two open wells where women can get wrta during the 
rainy season. A m m  decided to join a government pragram for Mled  wells. It cost them much 
money, but they have two handpumps that never go dry. They also eidf01z:ed the sidcs of an old 
dug well, and added a cover and pulley for the buckets. 

Warntila's dug wells have no covers so the raim can fill them up. Scnnetimes the aides collrpse 
after heavy rains and ground runoff fills them up. When tbey go dry, the women must walk many 
miles into the hills to find bucketa of muddy wata fnnn where the river still flows. Wbca Lbcy 
get home, they uae this little bit of water to drink, cook meals, and wash vegetabka, clothes, Pnd 
dishes. There is so little wata that the children do not get bathed very often, In this seraon they 
have itchy skin and bald patches on their heada. Their m o t h a  are too tired to wrsh the childrm 
and do all the other chorea, too. Water is so acme, even adulta don't bathe very often, Still, tbcy 
are grateful f a  even the muddy water tbey keep in open jm by the doorway. 

During tbe wet season, everyone bathes in the river and drinks the water from the open wells. 
Sometimes the boys who play in the river have blood in their urine. Wambila has no latrines. 
Adulta defecate in the bushes near the river, and children use the garbage dump nearby. The 
children have diarrhea frequently during the rainy season. Many of them die following bouls of 
diarrhea. Their tummies ate round, and often full of worms. BeUyachea are a problem for adulta, 
too, and everyone seems to come down with fever. 
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Ever since Arnam installed the pumps, the people have noticed hat children don't have much 
dimka and they cat better and learn better in school. They decided only to use the river to waah 
cla(bes, not to drink or bathe. This year, several families have begun to construct labinea with the 
be@ of a community development worker, who also showed hem how to bury garbage outaide 
Lhe community in a pit. The adulta have told (he community worker how the bellyache8 and fevers 
hrve improved since Ihe pumps were installed. 'Ibe women have a m a d  vegetable gardena using 
Ibe runoff from the pumps, and tbey sell the produce in the market for some extra income. 
Somctimea they talk about how tired they used to be wrlking so far for water. 

1. What kinds of water supply systems & Wambila nd Amanr have? Which ones a n  safe 
and W e ?  Why? 

2. What kinds of aanihtion aystems do Wambila and Amm have? Which onea are adequate 
and inadequate? Why? 

3. Using h e  crse study and other examples, what are waya that water can become 
canllminrted? 

4. W h t  are the herltb dects of 

(a) c o n m h g  unsafe wala? 
(b) coming into contact wilh unufe water? 
(c) inmrfncieat w a t d  

3. W)rrt is the role of wcnnea in water- md hygienc-related ~(ivi t iea in Wambila ud 
Amuu? 
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TRAINERS' GUIDE TO CASE STUDY QUESTIONS 

1. What kinds of water supply systems do Wambila and Amaru have? Which ones are sPfe 
and unsafe7 Why7 

[Both: The river. Unsofe because most surface writer is considered unfit for drinking. 

Wambila: Two open wells. Unsafi because uncovered and unprotected. 

Amaru: Drilled wells with hundpumps, covered dug well with pulley. S@e kcawe  
covered and protected.] 

2. What kiada of sanitation systems do Wambik and A m m  have? Which oncs are adequnte 
and inadequate? Why? 

[Wambila has no excreta disposal system, and people dwnp garbage near their homes. 
Ina&quate. 

Amaru has some lahines, a g o d  garbnge disposal system outside the town. B e r n  than 
Wambila, but until all fimilies have latrines, it will not be considered @lly adeqwte.] 

3. Uaing the caw study and other examplea, what ue ways that water cm become 
contaminated? 

[--Fecal matter washed into unprotected source; 
4 i q y  buckets or other containers used to collect water; 
-Unprotected, uncovered storage jars in horns; 
--People, especially chil&en, urinate in river; 
4 n i m a l s  in and around water sources; 
P a b y  Pees in cowtyard getting into stored water; 
--Garbage near river.] 
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4. What are the health effect8 of 

(a) consuming unsafe water? 

[diarrhea, bellyaches, wonns, ~vers l in~ct ions]  

(b) coming into contact with unaafe water? 

[blood in urine or schistosomiasis] 

(c) insufficient water? 

[shn problems, ringworm (scalp patches), firngw, skin infections; 
secondmy effects on women and children from exhaustion and 
undernunition] 

3. What is the role of women in water- and hygiene-related activities in Wambila and 
AmaN? 

[+etching water 
- w a t e r  storage 
4 a M d r y  
-wt l~h ing  food 
--prepwing jbod 
-washing babies and children] 
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PURPOSE AND CHARACTERISTICS OF A CASE STUDY 

Purpose 

Identify problems and develop insight to solve them 

Practice analyzing situations 

Try out new atrategiea 

Appreciate a problem (gain awarenaa) 

Sift through information 

Improve perceptiom, forecast possible plans of action 

Containa a problem to solve; rdaes questions 

Has an objective a prnpose 

Ia precise, concise, and systematic 

Cmtains suffiiient background data 

Captures rerrder'a attention 

Checb f a  understanding of objectiva 

May be bred on actual experiences but not be traceabk to specific 

peoole 

Allows jmticipanta to identify with the cpse 

Does not have obvious solutiom or anawera p e n t  in the text 

Is open ended 
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Contains study questions that arc linked to the objective(#) 

PolIowa r logical equence 

Includes a number of characters (f~titiow people) 
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DELIVERY PI.,dU FOR A CASE STUDY 

1. Greet/relax participants 

2. Preaent objectives on flipchart (check uaderstanding) 

3. Explain procedures on flipchart (set times) 

4. Divide people into groups; introduce and distribute cave 

5. Give people time to read c a d  available for questions 

6. Keep track of time 

7. Process: 

Ask for group reporla 

Ask people w h t  lhey think about rhe case and the experience of 
analyzing it 
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CASE STUDY: 

LATRINE HYGIENE IN KABORA 

Objectives: To dttclop some slrategies for nsolving hygiene education program 
implementation problems. 

To identify the proper role of the hygiene educator in program planning and 
implementation. 

Sally is a hygiene educator who is reaponaible for activitks in the community of K a h .  Kabon 
ia participating in a big water supply and mitation program, and haa meived two new, drilled 
wells with handpurnps. Also, many familiea have signed up f a  latrine cofutmtion, and to date, 
about half the compounds have latrines. The mobilization of the community aud the organization 
of the wont have come from the Community H d l h  Committee (CHC), led by iO preaidcnt, Alice, 
and helped by Sally. 

To start off their hygiene education activities, CHC coaducted a survey of health habits in fiban, 
and found that people wanted latrines more for status symbols han for hygiene and health rusoar. 
Oace the l a h a  were built, they were uaed md mrintaincd only haphazardly. Children were 
permitted to defecate anywhere, even in (he courtyud. Very few people warbed thdr baads dla 
defecating or before eating. CHC decided to organize a variety of educrtiodrl activities in order 
to Bet people to keep their latrines clean, to encourage children to w tban, and to get everyone 
to wash their hands after using the latrines. 

During a recent planning meeting, they di~~usssd all the possible rctioar, includb campalp8 at 
the primary school and at the 'Ctemrl aud Child Health (MCH) clinic, periodic hqmtioar of 
the latrines and handwaahing habits, ud bame vidts for educrtioarl oa~ioas with funi lk  who 
have labinca. Moat of (hese activitka would be curled out by the committee mcmbcrs rifa Sally 
had trained them in hygieae education techniques. 

When Sally had conducted !he training f a  CHC, ahe felt tbat they could proceed on their own 
and that she corld coaent.rata on other cornrunitla. Alice weat OK to the =hod to p p s e  a 
Iatrinc hygiene campaign to (he headmaster. He said he would discuss it with the teachers, but in 
fact was not pleased that CHC thought hia achool had a hygiene problem, especially because they 
had waked so hatd to construct the latrines. Two other CHC members went to the MCH clinic 
to offer to c~nduct hygiene education sessions for mothera in the waiting room. The clinic staff 
thanked them and explained that they held lheir own sessions regularly. 
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Since Sally was not scheduled to come back for several months, the committee postponed meeting 
again and &e members went off to do different parts of the hygiene education plan they 
developed. Two members went on home visits to families with latrines. Af!:r visiting a few 
families, they discovered that other CHC members had already been the&. They went to see Alice 
to ask her to schedule people's home kjsits so there would not be any duplication. Alice said she 
would call a meeting, but that for the next few weeks, she was too busy. Shortly thereafter, she 
received a visit from several of the families who wanted to h o w  why CHC members had beur 
coming to iaapect their latrines and to ask them questions about when (hey use soap and water 
to wash rheir hmda. Tbey felt they should have been informed beforehand or asked permiaaioa. 

Alice called a CHC meeting and soon the members were accusing each other of duplicating efforts 
and blaming Alice for not organizing the work. Alice was very unhappy about the situation, and 
decided to explaiu all these problems to Sally. The next time Sally came to Kabora, Alice told her 
she wanted to resign from her position as CHC president. Sally tried to persuade her not to quit 
and of fad  to help her get the hygiene education campaign off to a new start. 

1. What problems related to program implementation occur in this case study? 

2; How could these problems have been avoided in the fmt place? 

3. How ahould these problems be. solved? 

4. What apecificdly should thc role of the hygiene educator be In program planning and 
implementation? 
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TRAINERS' GUIDE TO CASE STUDY QUESTIONS 

1. Wrzat problems relating to implementing a program occur in chis caae atudy? 

[- School qfflcials and clinic st@ reacted unfavorably to CHC plans fir 
hygiene campaigns and probably won't cooperate; 

- CHC members duplicated each others' efforts; 

- Families reacted negatively and complained about CHC member home 
visits; 

- CHC members began squabbling and accusing each other.] 

2. How could these problems have been avoided in tbe fmt place? 

I- Schools and clinics could have membership in the CHC; at the very least 
they should have been invited to panicipute In campign planning; 

- Better and clearer workplans, more efective supervision; 

- CHC should have held informational community meetings w o r e  canyit i~ 
out homc visits; fimilies should have agreed to participate; 

- Sally should have supported Alice and generalty guided and supewised 
the activities of the CHC.] 

3. How sbauld these problems be solved? 

[- Rephn the campaign with the porticiparfon of the school and clinic; 

- Revise the workplan to clarifjl CHC members' task and the time flame 
and specifL who supcwises these tasks; 

- Hold a communitywide meeting to e.rplairr the cqanpvaign to citer?,onc and 
to get agreement and supponflom the community: 

- Sally's role as jbcilitator of the CHC's actions should be strengthened 
and improved.] 
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4. What specifically should Sally's role have ban in pmgram planning and impkmentatid 

[She should have hel'd the group to be clearer about their workplan. She should 
have been an active supewhor and helped Alit s to do her job of president well 
by holding meetings, diwmsing problem 08 they arose, and being present during 
the campcrign start-up.] 
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Case Study Delhrev 

1. What ate the most important thiags 1 have learned about delivering a case study? 

2. How can I use cam studies appopriately in my training propm8-what ue some 
specific qpoftudtiea that 1 cm (hink of in the aext few moachs? 
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SEVEN-STEP MODEL 

DESIGN COMPONENTS OF AN EXPERIENTIAL TRAINING SESSION* 

Before we begin to design a training session we should recall the basic principle8 of the 
experiential learning model. Firat, the application of each phase of the model is driven by the 
goals of the training aession. Once the gods are defined, the seasion can be designed using the 
model as (he framework. Second, theory can be inserted in two different places-eilher before the 
experience, in which case the experience becomes a way to test the theory or try out the skills 
implied by i t -or  after, when it is interwoven into the genualization phase as participants develop 
their own "Lheory." 

Experience 

Goal s 2  

- /' 
Appl i ca t i o n  

't 
\ 

Proce ss 

General i z a t i o n  

Oftentima tbe madel is mirmlred in practice w h e  certain components ue lert auc of (he &sign 
a tbc pogmm. As a result, the power of experiential learning is signifiiiantly diminished or, is 
ncgted altogetha. However, wheb the aeven caaapoacnts are aplied rigorously in sequence, tbe 
plential for effective experiential learning can bc dramatic. 

In order to ensure a cleu understanding of the experiential learning model, it is important to 
define the design components individually. 

*Wilma J. Gormley and Jamea A. McCaffery, Ph.D. Design Components of an Experiential 
Training Session, Training Resources Group, 1982. 



Stimulates intereat, curiosity, and enables the participants to begin 
thinking about the subject at hand. 

Provides r~tioaale for why the subject is important to the participants and 
how it will be useful to them. 

Links this training sessioa to previous ones and places it into the overall 
fmmeworlr of the worhhop. 

2. WAL CLARIFICATION 

Pments statements to the participants which d d b e  the intent, aim, or 
prrrpoae of the training activity. 

Provides an opportunity for participant8 to get a clear understanding of 
the goals of the session, and allows them to explore additional issuea or 
raise concam. 

An activity in which the group -gages that will provide an opportunity 
f a  than to " e x p e r i ~ "  a situation relevant to the goals of the tr8iaia~ 
~ 8 i O n .  

'Ihir "experiencew became. the data producing event from which 
parhipang cm extract md analyze os they camplete the learning cycle. 

Comwm "apericae&" arc role playa. case atudia. self-diagnostic 
instruments, games, simulationa, etc. 

4. PROCESSING 

Puticipanta share individual experien-es and their reactions to Ihe 
experience. 

The group analyzea and thoughtfully reflect3 on the experience. 

'Ibe trainer guidea and manages the processing of infamation. 
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5. GENERALIZING 

Participants determine how the patterns that evolved during Ibe 
experience phase of the learning cycle relate to the apaiencea of 
everyday life. 

Participants seek to identify key generalizations that could be derived 
from the experience. 

Using the insights and coacluaiona gained from the previous steps, the 
pPrticipnnta identify and share how they plan to use theae new ineights in 
their everyday life. 

Participant8 answer the questions, "Now what?" and "HOW cao I use wbat ' 
I learned?" 

7. CLOSURE 

The events of the t d a i q  aession are briefly summuized. 

Provides a link to the original gods of the session and aaks to determine 
if the goals have ban met. 

Wmps up the mining session md gives a sense of completiaa. 

Provides an opportunity to link the sessioa to the rest of the progun, 
especially the next training rrctivity. 



Handout 7-2 

JOURNAL 

Semion Design Fnuwwork 

1. What are the moat important things I have'lmed about designing a aesaion? 

Wbat are some specific oppartunitieb ' can lhink about in the next few months to rcdcrip 
aome of my training posrama? 
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THE INTERACTIVE LECTURETTE 

WHAT IT IS... 

Short, conciscc 

Followed by questions 

Made up of key points 

A "small" lecture 

Supplemented by viaual aids or handouts 

A building block to an activity that follov.~ (mal l  group U, crse study, etc.) a ur 
activity that precedea it 

LEARNING PURPOSES 

Is designed fot participants who have ~ n a c  pt'eviw larowldge 

Serves aa a preamble to another activity 

Provides "grist" far a large group 

Can be used for knowledge objective 

Can be used to introduce new t k d e a  

PARTS OF J LECTURE'XTE 

Inboduc tory question8 

Main (key) pints 

s-ary 



WHAT YOU NEED TO THINK ABOUT 

mls 
How bcturette fits with overall seesion objective 

Virurl ridr 

,Puclcipmts' level d knowledge 

Time of day 

Dorhr 

rb6kingsmodhtmMidoar 

Iatroctucaory qUMti0u1 

M8in point6 

Sunrm.riu (check fm undarlladiag) 

Stop to elicit inp3 

S - ~ Y  

ume conactc exrmplcr 

~ P W  - 
IlrL queetiolu 



USING VISUAL AIDS 

A kturette is verbal, yet any group facilitator who hPs lechued and obtained feedkk know8 that 
porcicipmta want to see the key points of the lecturettc, even if this involves no mare tbrn a 
summary outline bn a mp~hnrt. 

The great vhclety of such aids can be divided into three baaic groups, defined by the level of 
technical aophiatication required to use them: 

At the most b ~ i c  level are newsprint charts and chalkboard. 

'Ihe mid-level includes overhead projector8 and handouts. 

'Ihe "advanced" level comprises alides, filme, and video mordings. 

Most facilitators will use the technologically sophisticated aids only ruely. Tbey arc bettm 
reserved for the detailed presentation of information. Videotape can be pPrticululy diffiycult. Ib 
effective uae requires considerable akill wben group pdciprnta are not themselves be@ taped. 
With both videotape and fh, one precaution must be kept ccms~tly in mJnd: became thb 
quipment requires technical familiarity for c m t  operatioa, aa well as set-up time, everythin8 
must be prepared in advance. Slides cue easier to use, but hrve even more limited utility. 

'Ibe ovabead projector and hurdouts, at the mid-level of visud aid technology, cm both be moa 
effective f a  the prmtation of tables of data and of complex charta and dkgnmr. Fa the moat 
complex tables, an overhead projector is best, since the facilitator can point to the itan8 be@ 
exunined. F a  complex dirgrunr, on the ather brad, hrndouts am better since pudcipnb wiU 
not h v e  to (y a copy UE diagram while ~teaing to iba iecturette. ~ i t t ~ e  w c be u~ abmi 
thc tecbnicd opentian UI almoat everyone know8 how to oparte m overhead projectu. Hm&ub 
cm dm provide simple, brid sumnuriu of the coateat of a pnsentrtion that cm be coarulted 
during the lecturette, thus giving r c k u  structure to the talk. 

Ftarlly, oa the moat brsic level, ue the group frrcilitrta's "old standbys"-4ipchuts rad 
clulkboarda. It should be abviw, (yet axporimcs ahow8 it is not) Ullt participants sbould not be 
faced to decipher illegible handwriting. The .simple way around this failing is to prepare charts 
in advance. (In extreme c a m  a friend or an associate can do the writing.) A second major point 
f a  the frcilitrtar to remember is to summarize and to emphasize key words; the reason for the 
written ~a!aentatioa Is to pmi& emphrsis or to give m outlh,  



Handout 8-2A 

SAMPLE LECTURETTE OUTLINE 

Defining the htenelotionshie 

Ask questions about the interrelationship lietween water and health modeled on those listed below. 
When participants respond, write some of their answers down on a flipchart. 

How can water make you sick? 

Possible answers: 

1. by consuming contaminated water 
2. by swimming/bathing/etsnding in contaminated wata 
3. by being near contaminated water 
4. by not using e~orugh wata 

How can cmsuming water improve your health? 

Poasi ble answers: By consuming- 

1. safe water we can avoid water-borne diaeasea 
2. plenty of water we can avoid dehydration 
3. plenty of water we can mat diarrhea, fever, minor urinary infections, coughs, constlpaliaa, 

etc. 

How can using water improve your health? 

Poaaible answersr By using plenty of Water fa- 

1. bathing we can avoid skin and eye infections, and disesaea carried by flerra, lice, mitea or 
ticks 

2. washing bands aftu dc,focadan, after warking or handling d h y  lhings and by wrshir~ 
food and utcnsils we can avoid stomach pains, diarrhea, vomiting, and fevers cauaed by 
worms or pari tes 

3. cleaning la(rinea, homes and public facilitim (schools, health centera) we can avoid many 
hcaltb problem already mentioned 

This lecturette introduces the case study on Handout 6-2: The Iutewelationshir, Between Water 
and Health. 



SAMPLE LECTURETTE OUTLINE 

lm~lementation Problems 

Ask puticipants, brsed on their own cxpaknce, for some examplea of problems that uise duing 
the implementation of a project. 

Build on their respanses by pointiag out that many of the problems could have been solved by 
careful aupavision of (hc ~ctivitiea by the designated members of tbe community group or by the 
hygiene educator. 

Aak what tbe function of mpervision should be: to e a w e  thrt elemenQ of a p h  ue huppeabg 
when they should be* to p v i d e  mrpport to those who are canying out (rska; to coardi~te  vui01u 
activities; to m I v e  pwblcma aa tbey arise befm they become obstacles to mcelrsful colnpletkh 
of r job. 

Ask the group what some tasks ue thrt a superviaor would cury out. These might include 

Visiting people while tbey are working 

Providing positive fadbrck md suggestion8 far improvement 

Holding group meetings to d i m s  progeru and problems 

Helpi i  to identify urd mohre problems quickly 

Encaunging (bore curyine out t8e2 

This lectwcne introduces the case mby in Handout 6-5: latrine Hvniene in Kabora. 



Diacussicm of Disease Cvcles 

Distribute the attached sheet entitled 'Ihe Life Cvcle of Schistosoma md briefly review each step 
in the cycle. Ask the jwticipants to give a description of the cycle f a  each of three local diseases. 
Diseases discussed should have different methods of transmission (for example, SChiSt080mi~i8, 
tapeworm, hookworm, malaria, or cholera). 

Control of Excreta-Related Diseases 

After each disease cycle is drawn ask participants what ue the appropriate methods of blockiag 
the disease cycle to prevent transmission and excreta-related diserses. F a  example with 
schirtaeamirsis: 

Excreta can be isolated from surface water by use of latrines 

Provide r clean some of wata f a  drinking, bathing, and washing dishes 
lad clathes 

Destroy anril vectors 

Treat infeted individ\ul with medicine which kills tbe schistooome 
W a m s  

AsL how cf'fcctive improved excreta disposal will be by itself in pvcatiry erch diKart - 
discussed. 

Summuize that participants should now have a general undentrrrding bow excreta-related diaeama 
are sperd md controlled. Mentioa that sanitation is only 'me rndhod of contrdlhg d i ~  ud 
that thae ue often s e v d  routes of brnsmissioa of diswe. Tbus, improved suritrriaa is oaty 
effective in impraving the commdty berlch when coupled with other programs &rim (a 

provide adequate housing, wata supplia, hulth care, education, nutrition, and v r c i ~ i o a .  

This lecturewe introduces the small group task in Handout 4-2: lmwct of LutrI~es. 



f i  
Life Cycle of Schkto8oma 

1.00.n.a 11 w.1- 

n foe08 or urhm Adug oroduc~ 0098 
that bdgo h tirruw. caurhg 
drmrgm lo lungr. Wor, rpkon. 
htorthm and urhary tract 

. Lanr l  worm8 maw@ lo 

@dub h drag bbod vorrob 

(~Hmr 8bwt wmrkrl 

oonotrato r k h  

Sourre: VBC Rajecl, 1990. 
Tropical Diserrcr in Ihc DeveJaping Wdd.  
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PREPARING AND PRESEMiiG A DEMONSTRATION 

Decide what it is that you want your audience to umkmtm6-lo lurn how to do. (Ym 
Ws!)  

eather and study information about the practice you want to &mdemonstntc. 

Write out step-by-utep wtes on bow you will deliver the danautntion, md imporhot 
points you will makc with each step. 

Prep in advance all nquircd materials, and test all tools md equipnent to be sure that 
everythine wcrks papaly .  

Pnctice the demonstntim until it is easy for you. 

POINTS FOR GIVING DEMONSTRATIONS 

Inrroduce youmelt, md rrk the audience what they dmdy know about the topic. 

Auk if they've ever sari r demonstrati~~n oa his srme topic...,wbm, rad uoder what 
circum8t8nces. 

Ule cbcir commeatr to led into what you are going to Q, rad why chi8 topic ir d 
m m s t  to you. 

Stop to mswer question8 urd auk tbe mow auertioq. 

Repeat difficult step. 

Ask people h ibc group to belp you with the demoasmtion. 

When you finiuh, rsk members of the group to do one or more of the step? to check how 
well the audience uaderstood the demonutration, and to give individuals a chrnce to 
prctice. 





SAMPLE DEMONSTRATION 

"Keeping Wata Slfeu 

Objective: At UJC end of this demomtrrtioa, partkipants will be able to show at k a t  thra 
ways to keep wata srfe once it is in the bome. 

Wtui8!s Naeded: - container commonly used to store water in the home 
- c lan  water from the improved source 
- cup or dipper 
- piece of string 
- any or 0 t h  locally avrikble item tbrt ccm serve u a 

cover fa tbe wata contrina (pndenbly with a hradle 
where the string and dipper cm be attrcbed) - . soap powder md bmh (a shnihr item) to l ~ m b  out 
contriner 

- small mount of bleach (mu de jrvel) 

a. Dcdbe what you wW be doing with tbc paq .  

Demooatrate a few rimplc ways to keep We w e  safe oace it ir in the 
h e .  

b. h k  tbe group 8 few qUWd008 *led to Ibc 8UbjtCt, SUCh U 

Whnt ir tbe difference bctwan d e  md H e  w r W  

[S@ water hu nothing in it tlwrr cam make w ~ i c k  when we &ink it.] 

Wbin docs safe water come fnw? 
I 

[prokcred, improved water some such as a pump, covered upell, boxed spring, 

Once the wrta cmes out of the clern a m e ,  how cm it become unsrfe? 

[dirty containers, d i q  area around the sawce, thingsfill into it at home, d i m  
dippns are wed, and so on] 
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Ask the group what specific things they know of tbrt can be donc to protect srfe water 
once it is in the home. 

Show the group how to acnrb out the drinking water c o ~ ~  once r week with aorp , 

powder md r locally available scnrbba (bnrsh, nrnPIll fibas, etc.) md rinse it well. 

Fi tbc coatriner with clean water and add r few drops of bleach to canpletely disinfect 
it. 

Show the goup how to cover a water jar with r clan mew tny a o t k  appprhte lid 
Ask them f a  OW i d w  f a  covaing water contahm. 

Show the group how to atwh a dipper to the lid or to the hndler of tbe container with 
atring so it doea not fall aa tbe ground. Ask tban for 0 t h  idcv on keepin8 the d i p  
ckur. 

Aak f a  r voluntar puticipmt to come up d danarutr~te cle8ning the c&r, fillill# 
it with ckur wrta md dhidcctiq it, cm-  it with r lid, rad attachin8 r d i p  with 
string. Tbc volmteer should describe each action 88 be a abc dar it. 

a. &k prrticipta w h t  mrin point8 to keep in mind about kecpiaS water rrfc in (be b e .  

[clean drinking water containers, c o w  with lid, lue clean dippcr~] 

b. &k, tbe gmup what they will do wbea they 8et borne to auure tbat t&ir water Npp)y 
remrias we. 



SESSION PREPARATION TASK 

rn Write Ole aeasion plan in your own wards, identifying Une time needed for erch step, f a  
a total of 43 minutes maxhum. 

Be prepared to display and explain the training event from which this session is dnwn, 
md where the session fits in he  o v d l  plan. 

Decide who will do each step (one person may do the first two steps, the olbu thc third 
md fowtbar they could dternrte at each step). 

• A t u c h r t e p , r g n e o a t h e m l e r a d p l r c e o f t b e p a s o a ~ ~ ~ l c r d ( s i t ~ r t t b c  
side, helping with flipclurta, etc.). 

w 'Ihe lead penon fa each step prepues the n c c ~ s u y  flipchub rad hadoutr. 

rn The l c d  pem f a  each step rebcuses on h i a h  own, tben with tbe dba presenter. 

You hrve oa k.m rad 30 minutes f a  his mk. 



Training Of Trainers 

Observer's Checklist 

Name of Partidpant 
Today's Date: 

4 3 2 1 
Effective DoLrss ~ M O R  Notbne 

1. CLIMATE SE'ITER 

a. Greets, puts people at ease 

b. Asks questions related to subject 

c. Asks particular question(s) that draws 
on their experience related to subject 

Comments: 

2. OBJECIlVES 

a. Written and legible 

b. Clearly explained 

c. Action verb 

d. Measurable, obsewable 

Comments: 

b Training Raraums Croup, 1990 



4 3 2 1 
Effective lh Less DoMor~ NotDone 

3. EXPEP3IB?CB 
(Circle: c a ~  study, role play, 
demonstratian, small gmup task, other ....) 

a. Technique(s) selected appropriate 

b. Content presented clearly 

c. Follows appropriate delivery sequence 

d. Paraphrases/surnmarizes participants 
responses 

Comments: 

4 3 2 1 
Effective b Loss IbMow Notbne 

4. PROCESSING 

a. Questions elicit participants reactions 
(thoughts 6 feelings) about experience. 

b. A s k  openended questions 

c. Follows appropriate processing sequence 

d. Paraphrrseslsummuizes participants 
responses 

Comments: 

O Training Rmoumr Croup, 1990 



4 3 2 1 
Effective DoLess Doh40~ NotDone 

5. GENERALIZING 

a. Asks questions linked to session 
objectives 

b. Asks open ended questions 

c. Writes the participants' answers 

d. Paraphrases/summarizes participants' - 
learnings 

Comments: 

4 3 2 1 
Effective b h  &More Not130ne 

6. APPLYING 

a. Asks questions that enmurage 
participants to apply leanrings in back 
home situation - - 

b. Asks open ended questions -- 
c. Solicits examples & enm*xages back 

home use --- 
Comments: 

O Training Rmaumr Croup, 19#) 



7. CLOSING 

a. Summarizes main points /learnings 

b. Reviews objectives 

c. Condudes, bridges to next session 

Comments: 

4 3 2 1 
Effective tb Less DoMore NotDone 

Total Time 

Comments on Overall Session: 

Name of Observer: Signature: 



JOURNAL 

Practice Training Round One 

1. What are the most important things I want to remember about tbe seven stcpr of r 
session design md l a  delivery? 

What will I do differently in Round Two ofRwt&e Tniniry? (lirt unae rpecifk u#r 
of fmpovement) 



JOURNAL 

1. Whrt ue the most important thing8 I wrnt to rancmba about plauning urd cmyiag out 
r field exercise? 

2. W h t  mwt I nnremba to do wbea ~ ~ h g  field e~acirer back at wart? 



Handout 12-1 

DEMONSTRATION ROLE PIJAY 

Tbe following role deacriptim are f a  uae in the demonstmtion role play. They ue good 
examptea of how a role should be written for use in training sessisas. 

Rok k r i ~ t i c m  A: 

As &e director of the ministry's Educational TraMng Center, you have ban encomgiug your 
fwe trainen to use a more experiential model in their tnining. lhee of the tniaas ue vu)r 
excited about the new methods and are us@ than in their training w r i o ~ .  Tbc other two m 
not in disagreement with the new methods, but you hrve noticed tbt  they still we (he kc- 
method as their only way of instructing. 

Because you want all of your staff to use the same experiential methods, you hrvc decided to h v e  
a meeting with one of the two, AM, this morning. You are dm coacermcd since you h v e  
conducted several training sessim with Abdi and the others on bow they cm we this new 
apporch, but Abdi is still not using it. 

Rok Descri~tion B: 

ABDI 

You have ban a t m k  in tbe ministry's Edmdorrrl Thinin# Center fa marl yeam. Yaur 
cornscs have always been popular, rad your pedormunce rppniullr hrve ban excelleat. Du&g 
the p t  seven1 moatha (dter returnjag from a train@ come in the U.S.) you director, Md, 
hrs ken rsking you to w a m a e  puticipltory, interactive rp~rorch in your comrcr. He hr 
warLedwi(byoudtheo(herlrrinasoahawthircouldbcdarre.Andyouhrvcblsd.Youuc 
apen to tbe new methods, md ye2 hrve wed tban, but it #imply is not working1 Pint, it ir vay  
time canmnniag, md you ue falling behind in covering the aecesmy cootent. Second, the 
students couslider the new methods games. 'Ibey clearly p f e r  tbe lecture metbod. 

Muni baa aaked you to come to his office to discuss how you are doing with this new 
methodology. You are glad to have this opportunity to tell him your concerns. 



STEP - 
1. Climate Setting 

DELIVERY PLAN FOR A ROLE PLAY 

TYPICAL A c r n m Y  

Short story; statement about topic 91~1. 

2. Ooals Explain gads and: clarify. 

3. Experience 

A Describe the siiuation 

B. Select the role players 

C. Oive task to abarvem 

D. Brief the role players 

E. Set the stage 

P. Be@ the role play 

4. messing 

6. Applying 

Tell about the characters, who they are, and what 
they will be doing; where, why, other brcltground 
infomation. 

Ask f a  volunteaa a aelect. 

Assign something that o b m e r s  look for d u r h ~  role 
play 

Work with m h  role player separately to make m e  
he/she understand the rate. Do not teli tbern what 
to my a do. 

Remind c v q m e  of thc situation and set up tbe 
f u n i m .  

Let role play nm fa approxhtely five minute$. 

- 'IhmL thc role playeta - Keep role play- up front 
- Pint u k  m: "What rtrategy did we?" 
- Tben u k  rde players: "How well did yorn 

rtrategy work?" (&-role) 

Aak puticipurta and role players what they k d  
hwn (he role play and processing discusshni. Record, 
tbeir responses on a flipchart. 

Ask participants and role players how they intend to 
we their learning/inaights about the role play. 
Recad their responaea on a flipchut. 



ROLE PLAYS-CORE MATERIAL 

Key Points 

Rcrie playing creates a "real" situation for people in which tbey cm 
assume a diffamt identity in orda to try out new rpporchea a 
behaviors. 

Role playing is flexible and parnits the miner to rwpand to a brod 
nnge of training problems. 

planning for role plays nquires ihrt the sihuhn'bc d t i c  and 
coasistent with the c t v a r l l  leuning objectives of the tninlng pmpm. 

Most of the commarr problems in managing role plays can be avoided by 
8 cuefully prepued rnrS &livered ~ u c t i o a .  

The dfective processing of a role pky muat p e d t  pdcipacl to reflect 
on and a ~ I y z e  what occmed during the role play ibclf, 

ROLE PLAYS* 

Infroductio~+Why UM Role Plays? 

Rok plays permil lemers to re-enrct siturtioaa (ht they cunnUy encounter on the job, which 
lbey will mcmm in the ham, a which they paceive to be job-like. 'Rmu#h ruch re- 
enactmat they cur consida pnvio,~ k?t)iwi?r, try out new bchrvkn they h v e  j u t  rcquind, or 
experim :at with behaviors they think u.2 polenMy useful. 

Rok plays mute a nonthreatening r b n ~ c  in which hdividualr cm actively dan0111tntc 
problem situatioas, a "teat the water," trying our new, unfunlliu behaviors through m anonymom 
identity. ~ ~ k i ~ t 8  8fe ahwed to carry out decisions without the b g e r  of embarrassing a 
incriminating themselves in "real" stituations. Role playing can increase participants' awareness 
about tbe effect of feelings on social behavior. 

+Some of the material in the fotlovAng. sect- ft adapted fram John Joaes md J. William 
PfeHu, "Role Playing," Universiry Associates Annual, 1979. 
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Participants typically experience role playing as an engaging activity. Became almost everyone 
knows how to play someone else's role, they tend to enjoy role plays, and it is unnecessary f a  
them to learn new skills in order to benefit from 1% process. Whau role playing is conducted 
skillfully, the situations have a high credibility for participants, tbereby reducing rwistance to 
learning relevant akills and theory. 

The technique is highly flexible. The facilitator can change the role play aa it is being conducted, 
and the materials can be edited to fit part:cular situations. Role playing can be engaged in f a  brid 
or long periods of time. Tbe rofe play situatioa can be manipulated by the facilitator to produce 
the desired effect. 

Additionally, role playing can be helpful to mpond to atti.tude objectivw. B e c a w  it is involving, 
participants explore their personal reactions and falings wben talking about tbe experience. Not 
oniy do participants learn about themselves, (hey also h e  tbc opportunity to become aware of 
"&a" players" points of view. Finally, role playing is a technique that allows for the complexity 
of rul lire within a simulation. 

Design Considerations 

In crating role play situations there are a number of useEut deaign conridatUorrs. Within the 
situation itaeIf md the descriptioas of the roles of individual playas, it in d e n  imporunt that 
there be a broad m g e  of h u m  problems. Unless the role play is intended to demonstrate 
iaeffcctive behrvia, puticipmta' rbauld be given m oppammity to kbrve effectively. 'IW L 
pu(icululy true if tbe major objective.of the role play is to develop sltills, in which cl# the 
emphrais W be aa acknowkdging md reinforcing tbe ihind nmrlts. 

In tbe tale play situation it in ideal to have conflict urd variety. Genemlly, however. it in dcsinbk 
to avoid getting too elm to actual cumnt agYliutionrl sihntios. 'clsing actual poblem 
sitwtiaar as tbe content of rob play wlivities can have a number of negative c-a, 
including tbe following: 

Pdcipmta may become defensive. 

Tbey may concentrate an solutions rather than focw on aspects of the 
problem. 

Blsic dinagrcement on iaaues may be generated, leading to polarization 
within the group. 

In setting up role play situaticma it is, therefore, best to uac simulated problems before attempting 
to uae real organizotionnl problems. 
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Planning for Role Playing 

Role plays must be planned for carefully to ensure that the activity is relevant to the gorrls of the 
scssion and that it serves as an effective learnin8 instrument. 

Pick a situation that is r d s t i c  to the training participants and coasistent 
with the learning objectives. 

Define the problem or i s m  in the situation that the players will have to 
deal with. 

Determine the numba of role players needed. 

Develop he specific roles for each perm by answaing tbe following 
quea tiom: 

- What is the paam like? - Wbat is important about their backgmuad? 
- How do they feel about the other people? 
- How do they feel about the situation? - W h t  do tbey think about tbe situation? 

'Ibesc role questions can be written ar given verbally to tbe playen. 

Writing Role Play Moterials 

It is to develop cku ,  concisc, md hiihly f d  materials for use in a rok play. Iby 
rbauld be n d r b k  urd not too lengthy a too complicated f a  a puticiprnt to nmember. 
Ord&urily a role play q u h  some crsc background data to re1 tbe wene f a  the puriciprro. 
Occuiaarl!y, hutber infmatioa ("bulletins," "telegrms," "letters," notes, etc.) ir wed to rifect 
tbc role play as it pmgreuses. 'Ibe rot6 descrip(iom should be written in uncomplicated hyyc 
f a  tbe individual players and sbould include ~ n n e  him on how to play (hc role. 

Obava backgrod data r k t a  need to be provided f a  persons in the audience. It is highly 
&sirable for obs-as to have paper-and-pencil instruments to focus their reactions. Otherwise 
t h e  may be a tendency to overpersonalize the observation and fail to focus on the specific 
leuniry intended. 

Instead of wing prepared written role materials, participants can create their own roks. Tbia 
apprarh minimizes the aced for printed materials, but it is often more difficult f a  tbe facilitator 
to ~ n r g e  in t h t  the outcome is kg p n d i c ~ b k  md may not be coasistent with tbc upcsscb 
leuniag p l r .  



Seaing Up Role Plays 

From thc facilitator's point of view, the Arat role playing is d d .  It is at cbls time that cbc 
p u p ' s  attitu&a lo the technique wil l  be determined md tbeb htun paformmce as role playas 
will be aettled. Tbe rote playing ma im should strrr with the facilitator briefin# rll the 
pldciprab. Hebhe ahodd outliee the situation t h t  is to be the b i s  of the rok play, urd 8 l W d  
give a coaciw W p t h  of the charactem involved in the siturtioa. Tbc group then acts m t  tbe 
aihntkn, rn8kin# up their lines M they go rloag. At the end of the aceae, tbc actors rod tbe 
audicllce d h w  what hrs taken place during tbe scene, thc motivations of the people involved, 
rad why tbe a n t  developed M it did. 

Ia a role play dturtioa U t  ia set up effectively, both. the actam md the wdknce become 
involved. Thts invoivement orten curiea ova into the poet role play dkussioa, (benby uwkhiag 
rad enlfghteaing .it. 

If the tniaa wiabw to involve tbc audium hrtber, Wsbe may give members of the audience 
definite tmb to c a r y  out during the rcene. F a  inrturce, one m e m h  of *& audience m y  be 
requ&ed to note tbe 8eatunr md mameinma of the a c m ,  mother m y  be briefed to linten f a  
sigrfficant nmub, md yet rnotba my be urked to try lad spot focal points of tbe dnmr. 

It ia pouibk to wt the role play in rmlrr pwy, having mud role plays occurfin# at tbc mmc 
the. TbL mrlcea it more difficult to muuge the -in# of h e  k m h g  but c m t a  m 
opphdty for more people to bi directly involved. 

Reprdlcu of tbe number of role play ud types of putkipation, role playa m rlwaya stucsd 
the rrme wry: 

2. Demibe (be riturtioa briefly ud ckuly, even if prcpud written rokr 
UeUKd. 

3. Unleu evuyane ia participting, qclect the role da~eru. (A valtmtccr wbo 
givea r "bad" perfarmmce could lose face befare his a her para.) Take 
cue in assigning roles (e.g., do not choose people who might overidentify 
with tbe poblan, etc.). 

4. Brief tbe actm. Allow enough time to understand or read the roles. Tell 
rde players to make up facts or information not covered in mks, a Lbrt 
they faget, but that awns aecessuy. Tell them not to ?ry to "stump" 
other actors ud not to "ovmct." 
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5. Aaaim tasb or structure what the audience (obsavers) should be lodting 
f a .  

6. Set the scene. Label props (if &) md strategically place rok playas to 
define the physical aituatian and mood. Help relieve my tenaioa/IMkty 
of the actbra by smiling, making physical contact, lad checking for 
readiness. 

11 is important to remember that mast of the common poblans in managing role plays cm be 
avoided by a carefully prepared and delivaed introduction. 

Implemenrfng Role Plays 

Once the stage is set and everyone knows their role or task, you m rcdy to begin. 

Start the action. When a w d  groups ue involved, dl sbould begin at rbe 
sane time. 

Stay out of the line of vision of the role playen. Quietly obsem. 

Coach only if abmlutely necessary (if a rok player baa dimculty getting 
started a brc8ita out of tbc role, etc.). If you ue uriw a "#tap wtioa" 
role play in which it h~ baa explained bdkehrad tbrt you will be 
in tu rqhg  the rok play at vrriour point8 to dimur or add infmtioe,  
or switch roles, c01ching is acceptable wben the rctiaa ir rtapped. 

Cut the role play. 'Iky not to be too abrupt. Do not continue the r c t h  
too loag; dtea tbe role play will urive at i mtuml UMI point J u t  a few 
minutea of intenction cm pavide &ta f a  a km# dircuuioa, 80 do sot 
overload tbe audiae. 

'Ihrak tbe mle players, using their m l  maws. T W  remove8 them fraar 
tbeir roks md prov id~  a bridge to the discurrioa t h t  follows. 

Processing Role Plays* 

Rok playa need effective proceaaing. The processing phase is where the participanla analyze md 
reflect on what occurred during the role play itself. It is a time for analyzing what waked md 

+Wilma J. C3onnky and James A. McCJfery, PbD, Guidelines fbr Prucessing Role Plays, 
Itrinhrg Resources Otaup, Alexandria, Va., 1982. 
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what did n d  It is a time for reflecting on what skills or strategies are needed to rmcceasfully 
hudle the situation. 

Since the role play itself umully generatea much activity md enthusiasm, the participants arc eager 
to sbue opinions, ideas, ek. lbe frcilihtor needs to manage this pbrse carefully, b8hcmg (bc 

aedl for m orderly discusrion with ova-control that ten& to ahut down the =tiviQ md 
enthusiasm. 

Poorly conducted processing sessions can d t  in confusion, lost or undiscovered teaming, and 
ineffective input fa rbe next phse, generalizing. While processing is important, md at Ihc srme 
time difIicult, the following proceasing plan ahodd work effectively for most role playa: 

1 Tbe facilitrta r lrs  the group: "What was 'a stntegy? How 
was it working?" Two or tbra opinions should be solicited fim the 
group before moving on to the next questioa. 

2. Tbe frcilitrta (bar repeala the question to tbe group fa the ocher role 
pIayer(8). "What was '8 stntegy md haw was it working?" 
Again, two or Uuee opiniars should be nokited befae moving on. 

3. 'he fvilitata should hen ask the mk players: "Wlut w r  your strategy? 
How did you feel it worked?" Allow tbc role players r few minutea to 
discuss tb& sfn'tegies md falings (mmetimea called "de-row),  md 
then move at. 

4. The facilitator tben asks the group: "Whrt strategic8 would you hrvc 
uned? What diffiiultiea might you cxpsct?" Tbis diecuarim may be 
allowed to conhue f a  a brief time befare moving into tbe genenllutioa 
phue* 



1. Wht m the m a t  important things I aad to ranemba.rbaut deb* (inchdky 
prac~rhy) 8 role play? 



TEE ROLE OF TEE TRAINER* 

COUNSELS CLIENT-MANAaERS 

CONSULTANT 

Develgs clknt n ~ ~ p s  pnoUes budget 
A n d m  perfarmrace problems Monitors expeacliturea 
Recammends solutio~~ Manrgea frcilltiul 
Establidm pmgnm goals (with client- Writes repom 
m=gefl) Dmws upon mamrca (bide 8Dd oubide 
Evdmtes pognms the minim) 

Selects methods DeUvas 1- &sign 
Selects media A&pb design to I c u # r  we6 

Rovidw feedback Integrates methods urd media 
Provi&a outlines md matuirlr Cormreb kanml 
Evrlmtea pagnms rs data from pilot Prwidea f a k  to deripen 00 
worbbopQ indicate 8 - m  d deripa 

*Adapted frrnn D, Laird, Approaches to Training and Development, Addhm-Wesky, Rerdia~, 
Mw., 1985. 
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THE FOUR STAGE MODEL 

Plrnniag md Mrnrging r ' h h h g  Event 

Stage I: Assessing Training Needs 

- -- 

be able to do to perfimn weU on lbcir 
W h t  is h e  WwMge level a d  skill 
level of the trrimea at Ibc start oftbe 

Stage 2: Training Program Development 

Stage 3: Organizing the Event 



Stage 4: &wluation of Training 



HOW TO BE AN EFFECTIVE CONSULTANT 

1. List -...be clear about what the client'a needa and penpective are. 

2. Clarify what your expectrtim are in completing the task, and what your client's 
expectations ue. 

3. Cluify what your role is in completing the taak. 

4. Keep your client informed on progms.. .solicit frequcllt input and fecdbrck. 
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CHARACTERISTICS OF AN EFFECTIVE TRAINING TEAM 

1. Clear seme of group direction and individual tola. 

2. Concern by team member8 for both individual team accomplishments. 

3. Openness to and ability to do creative probkm solviug. 

4. Group participation in decision making. 

5. Coacern for both task and issuea of "how are we doing." 

6. Effective give-and-take of fetdback. 

7. ' Support for each aha. 
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QZ;ESTIONS TO CONSIDER BEFORE DOING A NEEDS ASSESSMENT 

Before we begin to use any of the commonly accep!ed appmachea to needs asaeament, we must 
be clear about what we want to find out. Of course, where we focua our data gathering effort will 
have a lot to do with the nature of the problem. 

When the training department is asked to do a training program, there is usually a problem in the 
organization someone believes can be fued by training. More often than not, the source of thia 
problem is perceived ta be a deficiency in slaff performance. 

At this point in the proceas, it is the responsibility of the training department to find out thc 
answers to the three basic questiom. 

Is there a deficiency? 

Is it an important/critical one? 

Do the employees in questions know how to do their job properly? 

As a member of the training department, the answers you get to theae questians will lead you to 
aelect one of the following aolutiona: 

Devdop or locate a training program for the appropriate people 

Select and develop a nontraining solution 

In thia session, we would like to ahow you a systematic way for gathering &ta lhat will enable 
you to aaswer the three queationa (see above) and recommend a aol~~tian. 

Once you have chosen the trainiq solution, the general purpose of the needs assessment is to 
gather information that will enable you to def.i.int the b i t s  and gods of the training program to 
be developed. 
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NEEDS ASSESSMENT INTERVIEW QUESTIONS 

--SAMPLE INTERVIEW- 

Possible questions to use in an interview with tr*g manager. 

1. Describe your jobwhat  do you do? 

2. What do you think the agency or organization's goals are? 

3. What do you want them to accomplish with this training program? 

4. 'What things ate they expected to do better? 

5. What kind of work experience have they had in the past? 

6. U%at do you think their subordiuates think they need to do better? 

7. What d a a  their supervisor aee as the problem? 

8. What kinds of things do you think they need to know in order to dc  their job better? 
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PRACTiCE INTERVIEW 

Practice doinn a needs assessment iaterview. 

One person in the group will play the interviewer. You will do an interview with the mining 
manager. Role descriptions are as follows: 

Interviewer: The intaviewer should solicit information that will help 
idenWj training needs of the interviewee. Probe by asking follow-up 
questions when the interviewee anawers. 

Observers: Observe the interaction between the interviewer and tbe 
employee. Watch f a  probed and detemrine how effative they ue. Bc 
prepared to give feedback at h e  end of the interview. 

Each interview should last about 10 to 15 minutes, followed by 5 minutea of fdknik from tbe 
obaercrera. 

Notes fram the interview ~ l a n s  and any data nathc~d during the intenyew should be mved fa 
use in the next m . o f  the aimulatioa. - 
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JOURNAL 

Assessing Training Net& 

1. What are the key things I have learned about aaseaaing training needs? 

2. mink about your own uganization and how deciaiaaa about training are made. What 
suggestions or actiona'could you makc to improve how tddag needs ue determined in 
your aganizatioa? 



F0U.R STEPS FOR DEVELOPING A TRAINING PROGRAM DESIGN 

s- - 
Formulate training goals from aads rssessment &la. 

Step 2 

Make a general training plan. 

1. G d s  for overall progmm. 

2. Number of sessians and lime required to cover each leuning area. 

3, The sequence of sessions within the overall schedule. 

4. Thc objectives of erch session. 

Basic Desian-build on specific trajning objectives. 

Selectinn Laminn Activiti-lude rpprnpiale mix of learning 
merhodology md decide which activities are rppopriate f a  r puticulu 
group* 

S t c ~  4 

Make arrangements for delivery of brfning. 



JOURNAL 

Tnining Ragram Development 

1. Wht are the key things I want to remanbcr about developing a t n i n i n ~  plra'l 

2. Whrt can I do to improve how training plrns ue developed in my orgadutioa? 
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MAKING ARRANGEMENTS FOR DELIVERY OF TRAINING 

'Ihis handout includea some of the things you should consider when making amngemcnta f a  
.training program delivery. As you gain more experieace doing variws -8, you my want 
to add your own set of reminders. 

Two months or man before the training program: 

Select the date of the program 

Select and reaerve the site 

One month or more befort the training program: 

Survey the site for size, lighting, ventilation, furniture nads. 

If off-site, check an transpor(ntion arrmgementa. 

Send a memo to potential persoonel (map, if off-site). 

M a t  with or call puticipanta* rmpeNisors. 

C~nhct  rppopirte perXMl about opening rdlclo~ing site. 

- Locate audiovisurl equipment and aids. 

Canfhm number of participants. 

Have handout materials printed. 

Order refreshments. 

Secure ashtrays or decide on molting policy. 

Obtain name tags. 



- Obtain felt-tip markem. 

Obtain pencils or pars and noteprds. 

- Recheck bandouts and audiovisual aids. 

, Recheck equipment arrangements. 

Have a "dress rehearsal." 

Allot time f a  setting up materials. 

Tat all eguipnent. 

Note8: 

Day of tnIning session (a minim& of one hour before session): 

Organize materials on trining hbk. 

W e  sure room ir uet up properly. 

- Tape electrid cards to the floor properly. 

Check f a  spue bulbs, 

See thrt nfnsbmenta are in place. 

Plrce note@, pencils, name bgs, etc., on tables. 

Test equipment again. 

Notes: 
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You may want to include othu'cbecka in your planning. Tbe following list is provided to belp 
jog your memory. Consider (hase items rhat apply to your own situation. 

Film pmjccla 
Slide projector 
Overhead projector 
F h s  
Screens 
Video camera 
Video records 
Television monitor 
Videocrpes 
Audio recorders 
Audiotapes 
Flipcharta 
Extra eaael titan& 
Extra flipchut pads 
Mukm for writing on flipcharts 
Mukm f a  writing on 

traaapuencies 
Blank tnmpenciea 
Handalts 
aculr tar  
Screwdriver 
Slides 
Overberd tnnaptnncica 
Pliers 
Stapkrs 

Tape 
Pins 
Glue 
Chalk 
Meals 
Mail 
Hamma 
F a  ananganents 
Pencil abarpeners 
Extension cod8 
Breakout rooms 
CW~cates 
Registration materials 
Photocapying facilities 
Map 
Expense forms 
Evaluation sheet 
Extra bulb8 
First-aid kit 
Extra notepds md pens 
Scissars 
3x5 index cuds 
string 
Lens cloth 
Matches 
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EVALUATION-A MEASUREMENT OF FOUR BASIC AREAS* 

Measllrinn Reaction 

This measures the piuticipant's likes and disliked of the prognm and should be doae 
during and after a program. Tbe purpose is quite obvious, particularly during the courae 
of the program. 'Ikaining will not be vay effective if it does not intemt the trafnees, a 
if they do not accept the material presented. 

Tben are a few important keys to measuring reaction: 

(1) Ibe measmment (at least in the early stages of a program) is best made in 
writing. 'Ibis allows anonymity and eacoumgm candid expressitk of opinion by 
the participants. 

(2) Tbe measurement can be partially quantified by using a scrled system, that is, by 
asking participants to cxpreas their reactions numeridy to specific rspeca. Fz 
example: 

Waa this ~.r:qion worthwhile: YES 1-2-3-4-5 NO 

Rate the quality of the tnMq frcilitics: 

(3) 'Ibe mcrsuranent should focus oa three specific tuget8: 

Puticipmts* feelings about the worth of tbe tniaing 

How well tbey think thc training is rllgaed with their & 

By using scalcd responses to these aspects, reactions can be tabulated quickly. The trainer 
obtaim infomatian to help him or her revise the direction or approach if necessary, and 

+ S o w  of the material in this aection has ban adapted from A Guide to Trainina in Human 
Savicee, Norlbwest Social System, Iac., Seattle, Wash. (undated). 

, 
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improvements can be readily seen. An example of a written form for measuring reaction 
is a 

"Participant Reaction Sheet," a very simple form that encourages 
spontaneous expressions of feelings about the training (especially useful 
afta sessions dealing with controversial issues)--see examples. 

In addition to forms, open-ended written evaluations that do not ask specific questions cm 
be used to measure reaction. Also useN are verbal discussion, observation by the trainer, 
md conferences with observers. 

It is important to distinguish learning (the increase of knowledge or skill) from behavior 
(bow someone does his or her job). 

It is most useful to measure learning as quantitatively and objectively as possible for 
comparison purposes. One way is to measure learning before and after training. This is 
done by a pre-test (administered. before training) and an identical post-test (after) and 
comparing the results. 

A check of learning accomplished in attitudinal sessions can be partially obtained through 
direct olmervation by the 'miner and through reaction sheets and discussions (in which 
participants expnss what they think they leuned). A "General Evaluation of the Trainin# 
Program1' (a discussion) at the coacluaion of a tniniag program asks f a  trainees' 
opinions on .the design and delivery of the training. 

Allbough learning may be measured and found to be positive, (bere is no assurance that 
job performance and behavior will be changed to incorporate the new learning. If the 
benefit is to rake effect, several conditions are necessary: 

Tbe trainas must have an opportunity to put the learning into 
effect and their auperviaors must encourage them to use it. 

' h e  trainees must realize that applying the new learning will 
make their job easier and more effiient. 

Tbe trainees must be motivated to improve their job performance. 
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Thee are several factors to be conaidered when measuring behavioral change due to 
training. 

Enough time must elapse after the training to allow the trainte to 
put tbe new learnings into pactice and for the change in behavior 
to be meamuable. 

The meaawaneul must be made by objective meana. One way to 
enmue objectivity is to have varioua people do the mearmring, 
including the trainee, supervima, fellow workers, those he or she 
contacts (such as farmera), and mbonlhates. 

A comparison of behavior with that of other sta£f in similar jotm 
who did not receive training is also useful. 

%seatially, changes in behavior following training can be mersurcd by timin~ an 
evrluatian of job perfmmce at an approphte interval to determine immvemcnt 
attributable to training. Behavior is best measured several wteks following completiao of 
a Program- 

A training program, whateva its objectives, will usually generate a spectrum of termlm 
trr both individuals and groups. Ita purpose is to imprave job performance in certain 
spacifk ways-not wccswily to produce changes in pmcdwa a organization, d ib 
capacity to improve m organization's efectiveness is Umited. A rersonrbly accurate 
picture of tbe results of W a g  will be posaible only when them is an opportunity to 
campue tbe aperatioa md effectiveoms of an agency Wore and rfter the progmm. 

RermlCs are puhapa the moat important meramanent in the eyes of tboae who pay f a  
training but the most difficult to mersure: 

All nrmlts of tbe training abauld be taken into account but they 
a n  not always easy to identify. 

Only Mults atfributable to training should be considered, but 
training lrever takes place in isolation so other influences are 
mcult to eliminate. 

Tbe kinds of identifiable results to look for might include 

Change in the amount of time needed to do certain b ~ k a  
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~hange iu the number of client complaints 

Change in the number of e m  made 

Change in number of visits to farmeta (a ocher contacts) 

Change in atmosphere at strl[f meetings 
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An ideal evaluation shows quantitatively how well the objectives are met. However, even with 
welldeveloped specific objectives, it is not always possible to evaluate training quantitatively. 
Certain evaluation data will be based on opinions, feelings, observations, and intupretalions of 
tminem and trainees. The best way is to plan the evaluation ahead and include several Werent 
ways to obtain pertinent infomation. 

The following evaluation methods have all been used successfully and their most appoptirte 
applications are indicated Like all the methods and techniques discussed in thh come, these art 
intended primarily as examples. 

An idenlical test (usuatly written) given before lraining and idler. Most appropriate uses: Before- 
and-after testing gives a reasonable quantitative and objective reading of the inf-tion I d .  
It also helps to specify issues and areas of information oeeding reinforcement md review. 

Open-ended questions given immediately following W n g  (or periodically throughout train in^) 
to elicit reactions to the program or the tninas. Most appropriate mwa: to deternine puticlpmts' 
evaluation of overall program design, cninces* attitudes and bclrrvim, and the relevance of 
ltaining to tninea' needa. 

The direct observation throughout delivay of training. Such abeervatiana may be organized la 
several ways: listing probkms eacotmtered and how Lbey wen d d t  wiw noting tniaa'r 
reactions periodically during delivery; summarizing stnngtha and weakneuscs of each wdon a 
whole program. Most llppropriate usea: Observation is useful for dl rrspecu but is put&uhty 
helpful in evaluating such things an program design; trainee reactim; trainee ccmprebcnsion; 
mining techniques: facilities aad logis(ical arrangements; consultant bainers. 

*Some of (he material in this handout has been adapted from A Guide to Tmining in H m n  
Services, Northweat Social Systems, lac., Seattle, Wash. (undated). 
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Trainermraiaee Grou~ Evaluation Session 

The trainer designs a training session to evaluate the program. Part of the time is set adde to 
check specific items, learning, and change. Part of the time is open for trainees to focus on what 
they think wac, most important or what hindered the program. Most appropriate uaea: to determine 
trainees* reactions and learning; attitudinal changea; appropriateness of facilities; effectiveness of 
program deaign and delivery; trainer skills; involvement of trainees. 

Post-Traininn Practice Session 

Seasion in which trainees use skills and techniques presented in traiaiag, e.g., role play practice 
of meeting with a fanner. Most appropriate ases: skills learning (e.g., how to apply a new 
pesticide). . 

Follow-UP Trainee Evaluation Forms 

A check two to three months after training to find out how training helped oa the job (if not, wbat 
would have been mare helpful?). Moat appropriate uses: to meamve reaults arrd behavioral changes 
in relation to trainees* job; poinu out needs for new training. 

A check two to three months aft& training by supervisor(a) of the trainees. Since the supervisars 
did not attend the training, they cannot evaluate the program directly, but they cm judge apparent 
behviaal, attitudinal, and skill changes of the baina on the job. Moat a p , W a t e  uses: lo 
mearmre mulls and behavioral changes in relation to trainees' pcdonnance; skill and attitude 
chmges; and unmet needs. 
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JOURNAL 

Evrluation of Training 

1. What are the key things I have learned about planning and conducting training evaluation? 

2. Ihink about your own or~anization and how decisions about training ue made. Whrt 
auggeationa or actions wo,uld improve 

a. How evaluations are planned and conducted? 

b. How the data from evaluatioas are used? 
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SESSION PREPARATION TASK 

Write the seasion plan in your own words, idenwing the time needed for each step, for 
a to t l  of 45 minutes maximum. 

Be prepared to display and explain the training event from which this session is &awn, 
and whae the session fits in the overall plan. 

Decide who will do each step (one person may do the fmt two steps, the other the third 
and f o w  you can alternate at each step). 

# 

At each step, a p e  on the role and place of the paaon not taking the lead (sitting at tbe 
side, helping with flipcharts, etc.). 

The lead peraox. for each step pnpares the necessary flipcharts and handouts. 

'Ihe lead peraon for each step rehemes on his/ha owu, then with the other presenter. 

You have one haur and 30 minutes for this teak. 



Training Of Trainem 

Observer's Checklist 

Name of Participant: 
Today's Date: 

4 3 2 1 
Effective Do Less Do More Not b n e  

1. CLIMATE SE'ITER 

a. Greets, puts people at ease 

b. Asks questions related to subject 

c. Asks particular question(s) that draws 
on their experience related to subject 

Comments: 

4 3 2 1 
Effective Do Less Do More Not Done 

2. OBJECTIVES 

a. Written and legible 

b. Clearly explained 

c. Action verbs 

d. Measurable, observable 

Comments: 

O Training Resources Group, 1990 
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4 3 2 1 
Effective Do Less Do More Not Done 

3. EXPERIENCE 
(Circle: case study, role play, 
demonstration, small group task, other .... ) 

a. Tecimique(s) selected appropriate 

b. Content presented clearly 

c. Follows appropriate delivery sequence 

d. Paraphrases/summarizes participants 
responses 

Comments: 

4 3 2 1 
Effective Do Less Do More Not Done 

4. PROCESSING 

a. Questions elicit participants reactions 
(thoughts & feelings) about experience. 

b. Asks open-ended questions 

c. Follows appropriate processing sequence 

d. Paraphrases/ summarizes participants 
responses 

Comments: 

8 Training R~SOUK~S Croup, 1990 



4 3 2 1 
Effective Do Less Do More Not Done 

5. GENERALIZING 

a. Asks questions linked to session 
objectives 

b. Asks open ended questions 

c. Writes the participants' answers 

d. Paraphrases/summarizes participants' 
learnings 

Comments: 

4 3 2 1 
Effective Do Less DoMore Not b n e  

6. APPLYING 

a. Asks questions that encourage 
participants to apply learnings in back 
home situation 

b. Asks open ended questions 

c. Solicits examples & encourages back 
home use , 

Comments: 

(B Training Resources Croup, 1990 



4 3 2 1 
Effective Do Less Do More Not Done 

7. CLOSING 

a. Summarizes main points/learnings 

b. Reviews objectives 

c. Concludes, bridges to next session 

Comments: 

Total Time 

Comments on Overall Session: 

Name of Observer: Signature: 

8 Training R~sources Croup, 1990 



JOURNAL 

Practice Training Round Two 

1. What an the most important things I want to remember about preparing and deliverin8 
a training seasion? 

2. What will I do differently whm I prepare md deliver my next mining aeusim brk at 
wak? 
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ACTION PLAN 

In d e r  to help you apply what you have learned aa a result of this worjrshop, we encourage you 
to do the following: 

a. spend some time reviewing your journal entries from thia workshop; 

b. think of your training reaponsibilitics and the training programs that await 
you when you return to work; and 

c. answer the queatioas below. 

1. From our discussicma about the adult leerner, what do you lhink it will be most important 
f a  you to remember? 

2. What are the mast important things you have leuaed that can make your pesenrrlbar 
more &ective? How will you incaponte this laming into your tntnln8? 
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3. What train@ techniques are you most likely to use? How do you plan to use them? 

4. ' Wht group facilitation akills do you need to keep workin# on? 

5. Wht are one or two thlni you plan to do differently when you hip your next training 
wasion? 
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6. Where or from whom can you continue to get help and feedback on your training skills? 

7. What are some changes you might make in your existing training programs (or In future 
ones) as a result of what you have learned in this course? 

8. What are some other ideas you have about ways lo stnagthen the wry trrining is doae 
in your aganiza(ba. fmm a ~ u d a g  training &. to designing mining phu,  lo 
evaluating mining? What am s& specific wUa. hat you might take? 





Handout 21-1 
Page 1 

WORKSHOP EVALUATIOh 

Part I: Goal Attainment 

Pleaae circle the appropriate number to indicate to what degree the workahop bra aucceeded in 
improving your ability to do the following: 

1. Define the basic principle8 of adult education md of expuientid learnin#. 

1 2 
Very Little Somewhat 

3 4 
Well Very Well 

2. Use a design framework for preparing and carrying out training aessiaas. 

1 2 3 4 
Very Little Somewhat Well Very Well 

3. Demollatrate facilitation akills (panphraaing, mrmmuizing, asking qucstioas). 

1 2 3 4 
Very Little Samewhat Well Very Well 

4. aive and receive constrirctive fadback. 

1 2 3 4 
Very Little Soalewhat Well Very Well 

5. D d b e  Ihe cbacteriatics and the learning purpse of training techniques such as case 
ahxllea, role plays, amall group tasks, lecturettes, demonstrations, and field exercises. 

1 2 3 4 
Very Little Somewhat Well Very Well 
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6. Deliver a seesion using one of lheae training techniques. 

1 2 3 
Very Little Somewhat Well 

7. Plan for and manage a training event. 

'1 2 3 
Very Little Somewhat Well 

8. Adapt this training methodology for uat in back-at-work aituatim. 

Very Little Somewhat Well 

4 
Very Well 

4 
Very Well 

Part 11: Succm Aarlys& of the WarLsbop 

Pkure amwa the following qur:atloas a8 fully aa possible. Use the brck of (he evrlurtim form 
if you need more space. 

1. Which worlrshap gods mast closely met your learning needs? 
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2. What was the most helpful aapect of the workshop struceue? 

3. Wut did the (rainas do that was most helpful for you? 

4. Whet problems arose that w m  overcome well in your opinion? How were (bcy 
ove~came? 

5. Which workshop goals did not meet your learn@ needs? Which leuniag aads were not 
met by the workshop? 

6. What put of the worlrahop sbuctuk was least helpful to you? Why? How could it be 
improved? 
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7. What did the trainers do Ulat was least helpful to you? Why? How could it be improved? 

8. What other suggeationa would you care lo make to impove this workshop? 

9. Other cammenls: 


