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DAY ONE

TRAINING OF TRAINERS COURSE

AGENDA

8:00-9:00 Session I: Orientation/Expectations

9:00-10: 15 Session II: Basic Principles

I 10: 15-10:30 Break

I 10:30-12:00 Session III: Experiential Learning Cycle

I
12:00-1:30 Lunch

1:30-2:00 Energizers

I 2:00-3:30 Session IV: Trainer as Facilitator

I
3:30-4:00 Daily Evaluation and Process Discussion

I DAY TWO

I 8:00-9:30 Session V: Training Model

9:30-9:45 Break

I 9:45-12:00 Session VI: Needs Assessment

I 12:00-1:30 Lunch

1:30-2:00 Energizers

I 2:00-4:00 Session VII:

I 4:00-4:30 Daily Evaluation and Process Discussion

I
I
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DAY THREE

8:00-10:30 Session VIII: Activity Design

10:30-10:45 Break

10:45-12:00 Session IX: Developing Communication Skills

12:00-1:30 Lunch

1:30-2:00 Energizers

2:00-4:00 Session X: Practicum Methods

a. Role Play -Group Defines
-Gives Parts
-Lists Steps

b. Case Study -refer to One Problem, Two View
-problem posing
-solution to problem

c. Story Cards -few words & discussion starters
-two group discussion activities

DAY FOUR

8:00-9:00 Two Views/One Problem

9:00-10:15 Session XI

10: 15-10:30 Break

10:30-12:00 Session XI

12:00-1:30 Lunch

1:30-2:00 Energizers

2:00-4:00 Session XI

4:00-4:30 Wrap Up
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DAY FIVE

8:00-8:30 Step I

8:30-10:30 Session XII

10:30-10:45 Break

10:45-12:00 Present

12:00-1:30 Lunch

1:30-2:00 Energizers

2:00-4:00 Evaluation Session XIII

4:00-4:30 Wrap Up

3





SESSION 1. ORIENTATION

LEARNING OBJECTIVE:
Overview

MATERIALS:
• Newsprint
• markers
• tape
• Handout 1, Workshop Goals and Schedule

TIME:

Step 1:

Step 2:

Step 3:

Step 4:

1 hour

ACTIVITY

Welcome participants. Conduct introductory activity.

Instructions. Give each participant a sheet of paper. Ask participants to
draw pictures to illustrate their names. Divide participants into two lines
standing opposite each other. Alternating sides, participants from one line
guesses the participant's name (from the illustration) standing opposite her.

Lead a large group brainstorm activity of participants' expectations.
Discuss and combine similar ideas.

Review Handout 1. Workshop Goals and Schedule. Compare expectations
with goals and schedule. Negotiate modifications if need be.

Review of Agenda.
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Session 1.
Handout 1.

WORKSHOP GOALS

By the end of the workshop, participants will have:

• increased their understanding of learning theory;

• improved their understanding of how to use of needs assessment methods;

• increased their ability to design training experiences;

• demonstrated their ability to use several different training methods; and

• improved their skills in group facilitation.
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SESSION 2. BASIC PRINCIPLES OF LEARNING

LEARNING OBJECTIVES:

By the end of this session, participants will be able to describe the types of
learning they observe in demonstrations. Participants will also generate an
initial list of the basic principles of learning. In addition, participants will
assess their own learning experiences based on the initial list of the basic
principles of learning.

MATERIALS:
• Worksheet 1, Role Plays - What is Learning?
• Role play descriptions and pictures for group role plays
• Handout 1, Principles of Adult Learning

TIME:

Step 1:
10 min.

Step 2:
20 min.

Step 3:
15 min.

1 hour 15 minutes

ACTIVITY

Introduce activity. Ask for two groups of volunteers to do the role plays. Give
each group its own list of instructions.

Preparation time: Have each group meet and decide how it will conduct its
own role play. Trainers meet with remaining participants and explain their role
as observers.

Conduct role play 1.

Conduct role play 2.

Process the role plays:

a. Ask each group to report their observations.
-Role play #1
-Role play #2

b. Discuss each group's observations in the large group. Compare learning
experiences in each role play from the perspective of the "teacher"and
the perspective of the "learner." Use the following questions to help
shape the group's analysis and discussion.
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Step 4:
15 min.

Step 5:
15 min.

Step 6:

Questions:

-What is the role of the teacher?
- What is the role of the learner?
- Who decides what is taught?
- Which approach is more relevant to the daily lives and needs of adults?
-Who is learning what?
-How can you tell?

Have the large group then list basic principles of learning by
completing the following sentence:

Learning occurs when .•.

Ask participants to share examples from their own learning
experiences.

-in their organization/project
-outside of their organization/project

Pass out Handout 1, List of Principles of Adult Learning and review
both this list and the one created by the participants, noting similarities
and differences.

7
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Session 2.
Worksheet 1.

Role Plays - What is Learning?

Role Play 1.

Your role play should illustrate a learning situation similar to the one depicted in the attached
picture. In this situation the teacher or trainer/community worker has engaged the learner
directly in the learning process. This type or variations of this teaching/training approach
includes the following:

participatory learning
discovery approach
leamer-centered

You are to show a strong contrast to the more traditional, formal education approach
frequently seen in schools in which the teacher stands in front of the students and lectures.

Role Play 2.

Your role play should illustrate a learning situation similar to the one depicted in the attached
picture. In this situation the teacher or trainer/community worker is modelling a traditional
classroom style where the teacher stands in front of the learners and tells them what she/he
thinks the learners should know.

8



Session 2.
Handout 1.

This list is a revised version of Fredi Munger's "Key Concepts Derived From Theoretical
Sources. "

Key Principles of Adult Learning

1. Adults learn best from direct experience enriched by: discussions, explanations,
and/or demonstrations.

2. Adults learn best in an environment that is non-threatening, conducive to experiential
and participative learning, and open to group discussion.

3. Adult learning, in particular, occurs more effectively when adults work through
collaborative action on issues which are close to the emotional center of the learner,
i.e., are meaningful.

4. Workshops are more relevant if they respond to learners' needs and competencies and
teach skills that can be used immediately.

5. Training workshops are more successful if they are developed in accordance with
clear goals and objectives.

6. Staff and participants are more motivated if they have actively participated in the
training design and/or implementation and evaluation decision making.

7. Workshops are effective only if they are developed in response to needs that
genuinely are felt training needs.

8. Adults learn best from educators who respect them, treat them like adults, allow them
to be self-directed, who expect to learn as well as teach, who are competent to guide
activities and discussions as well as lecture or instruct.

9. Workshop designs which create conditions or environments for facilitating learning
allow for the most trainee development.

9
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Picture for use with Role Play.

Now consider another example. Here. a health worker gets togemer with a
grouD of motners and discusses their problems Wllh them. She starts by asking
questions like tnese:
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Picture for use with Role Plav.

YOUR C.HILOREN GET SICK BECAUSE QF 'YouFl OWN
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SESSION 3. PHILOSOPHY OF LEARNING

LEARNING OBJECTIVES:

By the end of this session, panicipants will describe five essential steps in the
experiential learning cycle. Panicipants will also identify additional learning
principles and add them to the list they generated in the previous session related to
health education, nonformal education and training styles.

MATERIALS:

TIME:

•
•
•
•
•
•
•

Envelopes containing the five elements of the Experiential Learning Cycle
Handout 1, Experiential Learning Cycle
Handout 2, Characteristics of Nonformal Education
Handout 3, Basic Principles of Health Education
Worksheet 1, Review Exercise - KAP
Worksheet 2, Kelman's Theory of Influence
Resource material: Nonformal Education

1 hour 45 minutes

ACTIVITY

Ahead of time, cut up copies of Handout 1.

Step 1:
15 min.

Step 2:
15 min.

Step 3:
15 min.

Give each panicipant an envelope with the pieces of paper. Ask the
panicipants to do the following:

a. Read each piece of paper.
b. Then, put the pieces of paper in the order in which the thought

processes, or actions are likely to occur.
c. Then, discuss the steps with a partner to see whether you are in

agreement.

Then, in a large group, discuss each of the steps and the sequence. Give
examples. Provide Handout 1.

Hand out Characteristics of Nonformal Education and relate to the two role
plays in the previous session. Use Resource Material: Nonformal Education to
prepare a lecturette on the topic. Remember, no more than five minutes.
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BREAK

Step 4:
60 min.

Step 5:

Step 6:

Reconvene the group and explain that you will be focussing on health
education theories in this part of the session. In doing so, the group will be
looking at KAP and Kelman's Theory of Influence. Briefly explain each,
saying that you will use two worksheets as a way in which to examine each in
greater depth.

Give Worksheet 1, KAP. Ask participants to read the first page of
Worksheet 1 and answer the four questions at the bottom of the page. Once
they've completed the page, read the paragraph (or have a participant read it),
and then ask for the answers to the four questions.

Ask participants if they've used this kind of material before, then explain that
it is called programmed instruction, a method in which learning is checked
immediately before moving on to new information, and more questions on the
new information.

Ask participants to read the three case studies which follow, answering the
questions listed after each, and then checking their answers.

As a last activity on KAP, have the group do questions 18 - 23 as a large
group discussion activity.

Give out Worksheet 2. Prepare a lecturette on the three types of influences
which can change people's behaviors, using Worksheet 2. Then hand out
Worksheet 2, asking participants to read the first page and then answer
questions 1 - 9.

Then read each question, asking participants for their answers. When the
wrong answers are given, ask the group if they agree and if not, seek the right
answers.

Read the section Significance aloud and ask participants to answer the
remaining five questions. Review each question and seek consensus from
group members on the answers to the questions.

Use the section entitled Conclusions as a summary for the activity.

13



Session 3.
For use in the Envelope Exercise

EXPERIENTIAL LEARNING CYCLE

Experience, Action, Problem Solving (Learner participates in real or simulated
experience. )

Reflection, Discussion Analysis (Learner works alone or in groups analyzing the
experience. )

Insight, Discovery (Learner learns concepts involved in experience.)

Generalization conceptualization (Learner generalized concepts, assisted by trainer
through lectures, readings and other cognitive methods.)

Questions, Setting Objectives, Planning (Learner prepares for experiences based on
what she has learned.)

14



Session 3.
Handout 1.

EXPERIENTIAL LEARNING CYCLE

5. Questions, Setting
Objectives, Planning

(Leamer prepares for experiences
based on what she has learned.)

1. Experience, Action,
Problem Solving

(Leamer participants in real
or simulated experience.)

4. Generalization,
Conceptualization

(Leamer generalized concepts,
assisted by trainer through lectures,

readings and other cognitive methods.)

2. Reflection,
Discussion, Analysis

(Learner works alone or in groups
analyzing the experience.)

3. Insight, Discovery
(Leamer learns concepts involved

in experience.)

Experiential Learning

Experiential learning considers the background of experiences of the participants and how people
learn, so that training activities can be designed to allow participation in real or simulated
experiences. Thus, the act of learning involves problem solving, analysis, and conceptualizing and
utilizing information for planning in their own situations. Training methodologies include case studies,
critical incidents, role play, programmed instruction, and discussion and dialogue.
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Session 3.
Handout 2.

CHARACTERISTICS OF NONFORMAL EDUCATION

Formal Education Nonformal Education

A. Purpose

1. Long-term, general l. Short-term, specific
2. Credential-based 2. Non-credential based

B. Timing

1. Long cycle l. Short cycle
2. Preparatory (provides the 2. Recurrent (depends on the

basis for future participation immediate learning needs
in society and economy) arising from the individual's

roles and stage of life)
3. Full-time 3. Part-time

C. Content

1. Subject-centered. l. Problem-centered,
Standardized (limited emphasis Individualized (task or skill
on psycho-motor or affective centered)
considerations)

2. Academic 2. Practical
3. Clientele determined by 3. Entry requirements determined

Entry requirements by clientele

D. Delivery System

l. Institution-based 1. Environment-based
2. Isolated 2. Community-related
3. Rigidly structured 3. Flexibly structured
4. Teacher-centered 4. Leamer-centered
5. Resource-intensive 5. Resource-saving
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1. Externally controlled

2. Hierarchical (internal control
is based on role-defined relations
among teachers and between
teachers and learners)

E. Control

1. Self-governing (autonomy at
program and local levels)

2. Democratic (control vested in
learner and the local
community)

(Adapted from Tim Simkins, Nonformal Education and Development. Manchester
Monographs, 1976, pp. 12-13 by Mullinex, Graybill, et al.)
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Session 3.
Worksheet 1.

(K)nowledge, (A)ttitude, (P)ractice

K.A.P. are 3 very popular letters in the field of health education. They stand for:

Knowledge
Attitude
£ractice

These 3 letters are popular because they are useful to most discussions on how to get people
to change their health practices. Why? Because these 3 concepts roughly reflect the gross
stages that people go through during the change process. for someone to change their
behavior, they first need some Knowledge of the new behavior (desired by the health
worker). They then need a positive Attitude towards this new behavior, and [mally, when
both K and A are accepted, the K.AP theory says that £ractice or the new behavior, will
occur.

1. Fill in the words that K.AP stands for:

K _
A _

P_---------

2. The one component in this theory that should occur before the other two is:

3. The one that theoretically follows the first two is:

4. The one that must be changed if health is to change is:

18



Answers: 1.
2.
3.
4.

Knowledge, Attitude, Practice
Knowledge
Practice
Practice

KAP is useful in giving people a simplified explanation of why people's behavior
doesn't change when these people know the facts. They know the facts (K), but they don't
change their behavior (P) because they did not change their (A) towards the facts.

Aleke has listened to the lecture on the dangers of smoking. He can now tell you the
facts on increased chances of getting lung cancer and heart disease from smoking.

5. Will he definitely stop smoking now that he can quote some statistics on the effects of
smoking?

Of course he will .
Yes, probably .

6. What is probably missing?
.................... 0fKAP

Answers:

5. No, probably not.
6. A

Of course he won't .
No, probably not. .

Kamau started smoking when he was 17. When Kamau was twenty, his uncle, whom
he loved very much, died a slow, painful death from lung cancer. His uncle was a heavy
smoker, and the doctor explained it was almost certainly the smoking that caused the disease.
Kamau felt the death shouldn't have happened.

Kamau doesn't know any of the statistics on the effects of smoking.

7. Is Kamau likely to stop smoking?

Yes, probably ......

8. Does Kamau have more K or more A?

K .

No, probably not .

A .

19



9. Of the 2 men described above. which has the more knowledge?

Aleke . Kamau .

10. Which of the 2 men is more likely to change his behavior?

Aleke . Kamau .

11. Is the level of knowledge the most important motivation for changing behavior?

Definitely yes .
Yes, usually .

DefInitely no .
No, not usually ..

12. Which is often more important in changing behavior?

•

An extension worker is giving a talk to a group of small business owners in the small
business extension center. She is well-organized, and presents how to set up an accounting
system clearly and simply. She talks for 20 minutes, then ends her talk with a very pleasant
story.

Answers:

13. If you were her supervisor, how would you rate this talk overall?

14. What is the extension worker's talk primarily aimed at changing?

20

...... all right

...... needs improvement

P ......A .

...... absolutely great

...... very fIne

K .

7. Yes, probably
8. A
9. Aleke
to. Kamau
11. No, not usually
12. Attitude

I
I
I
I
I
I
I
I
I
I



15. Is the audience likely to adopt the new behavior the extension worker wants them to

adopt?

Definitely yes .
Yes, probably ..

Definitely no .
No, probably not .

16. Did the extension agent involve the small business owners in the topic?

yes...... No .

17. When people are not involved, are they likely to be influenced?

Definitely yes .
Yes, probably .

Answers:

13. Needs improvement
14. K
15. No, probably not
16. No
17. No, probably not

Definitely no .
No, probably not .

18. What does the extension agent need to do to improve her talk?

· .....make it longer
..... .involve the participants more

......use more audio-visual aids
·.....present only 1 part at a time

19. What major educational techniques are used by your government extension staff to
train small business owners?

· individual consultation
· talks in the small business center

· talks at organizations
· on television

20. Which of these requires primarily passive learning?

· individual consultation
· talks in the small business center

· talks at organizations
· on television

21



21. Which of these are primarily giving information (K) rather than changing feelings
(A)?
· individual consultation talks at organizations
· talks in the small business center on television

22. Which is easier for the health staff to do?

...... presenting facts to the people ...... getting people involved

23. Which is likelier to be more effective at changing people's health practices?

·..... presenting facts to the people

Answers:

...... getting people involved

18. Involve the audience more
19. All of these are used
20. All, except the individual consultations which are done well
21. All, except the individual consultations which are done well
22. Present facts to the people
23. Getting people involved

Adapted from: K.A.P. by Louise Wohl, M. Ed., M.P.H.
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Session 3.
Worksheet 2.

KELMAN'S THEORY OF INFLUENCE

INTRODUCTION
Kelman said that there are basically 3 types of influences which can change people's
behavior - compliance, identification, and internalization.

COMPLIANCE
is when a person changes because the consequences of not changing are more unpleasant than
changing. In compliance, there is the element of "or else." For example: a mother has her
child get a small pox vaccination or else the child won't be admitted to school. Or, a small
business owner can't get a loan unless he receives training in how to set up his accounts.

IDENTIFICATION
is when a person changes because of his feelings for the person who's associated with the
new behavior. Example: a boy wears clothes like his father's because he wants to be like
his father. Or, a woman accepts family planning because her best friend has told her of the
benefits. Or, a woman's cooperative business begins to offer a wider variety of woven
purses because their trusted extension agent advised them to do so.

INTERNALIZATION
is when a person changes because he accepts the desirability of the new behavior. He wants
to change because of the advantages of that change. For example: a man uses fertilizer on
his crops because his crops will be bigger. Or, factory workers decide to form a union in
order to increase their influence in changing unsafe working conditions.

APPLICATION
Reread the above explanations and, then, answer the following questions.

1. When a midwife prepares a well-balanced meal containing taboo foods for toddlers so
that the mothers can see that these foods do not harm the child, she is trying to use:

2. When a boss comes and says "I will give you one day to finish this report," the boss
is using:

3. When a movie star's picture is put on a billboard saying "My wife and I practice
family planning," the campaign people are trying to use:
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4. When a credit officer sends a letter of warning to a defaulter, she is using:

5. When a health educator is giving a group talk in the clinic, and she says, "I hope you
wash your toddlers hands before he eats," she is using:

6. When a community development worker conducts a group meeting to learn what the
priorities of the community are, he is using:

7. You are a very popular nurse in the community. You've grown your own vegetable
garden, and today you noticed your neighbors out breaking ground for their garden. You've
never talked to them about the nutritional benefits of fresh vegetables which are very difficult
to get. Most likely, the type of influence here is:

8. When you see parents yell at their children to stop doing something, you know the
shouter is trying to influence through:

9. As a supervisor, you are asked a question. Instead of giving a direct answer, you
gently ask a few questions which lead to the answer. You are trying to use:

SIGNIFICANCE

All 3 types of influence are useful and all at some point in your work will be used.
This does not mean, however, that they are equally desirable. Quite the contrary!

Think about the following questions before you answer them.

10. Which type of influence seems the most likely to stop once the source of influence is
no longer around?

11. Which type seems the most likely to continue once the source of influence is no
longer around?

12. Which type requires authority over the people you are trying to influence?
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13. You are a supervisor and have tried to improve some behavior of your staff. One
week you are away 3 days. You come back unexpectedly and find your ideas for
improvement had not been followed while you were away. Which type of influence did you
succeed in using?

14. Two years ago you were a small business extension agent in Lugari. You had taught
a group of entrepreneurs how to do business planning and marketing. Today you have make
a trip back to Lugari and you have found that the entrepreneurs are still doing what you
taught them 2 years ago. Most likely the type of influence was:

CONCLUSION

Most likely, your job in community development - either in health or microenterprise
development requires you to change people's behaviors. Yet, how you do this is as
important as whether you do it; for desired behaviors need to be a permanent change and not
just a temporary one. How you influence people reflects how long that change will last.

Answers:

1.
4.
7.
10.
13.

internalization
compliance
identification
compliance
compliance

2.
5.
8.
11.
14.

compliance
identification
compliance
internalization
internalization

3.
6.
9.
12.

identification
internalization
internalization
compliance

Adapted from: Louise Wohl, M. Ed., M.P.H., Kelman's Types of Influence.
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SESSION 4. THE ROLE OF THE TRAINER AND THE TRAINEE

LEARNING OBJECTIVES:
By the end of the session, participants will be able to describe training styles of
trainers that are directive, participative and facilitative.

MATERIALS:
• Envelopes with strips of characteristics cut up from Handout #1, The Role

of Trainer and Participant in Directive and Participative Learning
Environments

• Handout #2, Program Designs that Encourage Self-Directed Learning
• Handout #3, Facilitator's Role

TIME:

Step 1:

Step 2:

Step 3:

Step 4:

2 hours

ACTIVITY

Explain that this activity will help participants focus on the roles of trainers
and participants in different learning environments. Explain that in nonformal
education our goal is to have trainers who are participative and facilitative and
that this is often difficult as many of our trainers will have had more
experience in educational activities that are more directive in nature.

Explain the "Envelope Exercise." Each envelope contains fourteen strips of
paper, each of which describes characteristic trainer/trainee roles which may
be traditional or which may be participative/facilitative. The strips cannot be
both, they must be one or the other. Participants should read each strip and
then put it into one category or the other - traditional/directive or
participative/facilitative. Give participants time (20 min.) to complete the
exercise. Once participants have finished, give them a copy of Handout #1 to
check her own work.

In a large group, discuss participants' thoughts about trainers' role in creating
learning environments and how participants' roles change with different
environments. Explain the diagram shown in Handout #2. Tie this discussion
into the role of Trainer as facilitator.

Review behaviors described in Handout #3.
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Session 4.
Handout 1. Nanette Brey Magnani

TRAINER/TRAINEE ROLES IN A PARTICIPATIVE ENVIRONMENT

1.

2.

3.

4.

5.

6.

TRADITIONAL

The trainer teaches and the trainees
are taught.

The trainer knows everything and
trainees know nothing;
consequently, the trainer chooses
and enforces his choice and the
trainees comply.

The trainer thinks and the trainees
are thought about.

The trainer disciplines and the
trainees are disciplined.

The trainer chooses the program
content and the trainees (who were
not consulted) adapt to it.

The trainer is the subject of the
learning process while the trainees
are mere objects.

1.

2.

3.

4.

5.

6.

PARTICIPATIVE/FACILITATIVE

The trainer assists the trainee to
learn and to act according to their
own needs.

The trainer realizes that s/he does
not know everything and uses the
trainees as a valuable learning
resource in defIning their own
learning needs.

The trainer encourages trainees to
participate in identifying
objectives/content for programs and
includes them in problem-solving
activities.

The trainer leads group, serves as
member of group and encourages
active expression from the group.

The trainers and trainees work
together to plan programs based on
the trainees' learning needs.

The trainer is a motivator of the
learning process and, therefore,
designs learning experiences based
on the trainees' needs.

7. The trainer talks and the trainee
listens - meekly.

Exercise developed from Lyra Srinivasan.
Perspectives on Nonformal Adult
Learning. New York: World Education,
1977, p. 5.

7. The trainer feels the trainees
(participants) are peers and includes
them in exploring alternatives to
problems, creates group spirit
among the trainees, establishes a
trusting relationship and maintains a
climate of mutual acceptance.
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Session 4.
Handout 2.

PROGRAl\1 DESIGNS THAT ENCOURAGE SELF-DIRECTED LEARNING

Programs should be designed to encourage a shift in who controls the learning process and
decisions - from greater trainer involvement at the outset to less trainer involvement as the
program moves along, and from less participant involvement at the outset to greater
participant involvement as the program moves along.

DEGREE OF TRAINER AND PARTICIPANT INVOLVEMENT

High (Trainer) High (Participant)

Low (Participant) Low (Trainer)

Ask participants where they are on the field?
Ask participants where the trainers are on the grid?

.Should the situation be different?
How could it be different than it is?

28



Session 4.
Handout 3.

FACILITATOR'S ROLE

A facilitator is different from the typical leader or chairperson. The difference is in how
they use their role. The leader/chairperson decides what and how things will be done, tells
people they are out of order, etc. The facilitator asks, suggests, reminds, keeps track of the
main agenda and then sees if people are ready for a decision. Generally the facilitator is
there to see that all members feel they are having a say and are listened to and accepted.
She attempts to stay very neutral. A facilitator tries to provide just enough structure so that
what's happening between people doesn't interfere with the topic on the agenda.

Following are a number of points a facilitator should keep in mind:

Keep Members on the Topic:

• Let members know when the discussion has drifted. Usually they will quickly return
to the topic at hand.

• Every now and then repeat the topic under discussion. "Isn't this what we were
discussing? "

Summarize What Members Have Said:

• In particular, summarize what less active members have said. "Your feeling is
that. .. "

• Relate what one person says to others' ideas. "It sounds like you're adding to what
Robbie said."

• Accept parts of ideas and ask if the person could develop the idea more.

• Let people know when someone has been cut off and ask them to fInish what they
were saying. "I think we've cut Duane off, did you have more you wanted to say?"

Let People Know That Feelings Are OK:

• Summarize feelings as well as content. "Dave, you seem to be disturbed about
something. "
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State the Problem in a Constructive Way So People Can Work on It:

• State the problem like a problem, not like someone is at fault.

• Give problems and questions to the group, not answers.

• Clear up what decision the group needs to make so people don't waste their time on
other things.

Suggest Ways To Solve the Problems:

• Let members know when it may be time to move on to the next problem or agenda
item.

• Try to break up giant problems into workable pieces and deal with each separately.

Every Now and Then Summarize What Has Happened/Been Decided:

• Be sure to restate a decision after it has been made by the group.

Things Facilitators Should Avoid

In no way will the facilitator be effective if she does not remain neutral. She should not
become a key panicipant in what's happening, nor try to manipulate the group by using the
facilitator's role to get her personal agenda on the table.

The Facilitator should specifically avoid:

• criticizing the ideas or values of others;

• forcing your own ideas on the group by using your facilitator role (When you must
add your own ideas, let people know you are doing so as a member and not as
facilitator. It may at times be better to ask someone else to be the facilitator so you
can get into the battle.);

• making decisions for the other members without asking them for agreement;

• saying a lot or getting too involved when you are the facilitator (this could distract
you and might get the whole group off track).
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SESSION 5. OVERVIEW OF TRAINING PROGRAM DEVELOPMENT MODEL

LEARNING OBJECTIVE:
By the end of this session. participants will have an increased understanding of
the overall steps in a training program development model.

Step 3: Explain that one of the roles of participants in this training is to conduct the
warm-ups or ice breakers at the beginning of training in the morning and after
lunch. Ask for volunteers to sign up as co-trainers. Put the following matrix on
flipchart paper and post it on the wall so that participants can sign up to
cofacilitate at specific times.

1 hour 15 minutes

ACTIVITY

TIME:

31

I T~s. I Wed. I Thurs., Fri. IAM

PM

Lead the itemized-response feedback activity.

Summary/Feedback. Review day's activities and ask participants to add
additional principles of learning to their earlier list based on today's experience.

MATERIALS:
• Handout 1, Worid Education's Training Model
• Handout 2, Notes on Steps in the Planning Process
• Handout 3, 4, 5, (Needs Assessment Approaches)
• Handout 6, Itemized Response Technique Format

Step 2: Pass out Handouts 3, 4 and 5 for participants to review overnight.

Step 1: Lecturette. Distribute copies of Handouts 1 and 2. Review each step. Ask
participants to relate their personal experiences with each step of the training
model. The Trainer should record these experiences as part of your own needs
assessment information.

Step 4:

I
I
I
I
I
I
I
I
I
I
I
I
I



Session 5.
Handout 1.

WORLD EDUCATION PLANNING MODEL* FOR TRAINING

Needs /

Assessment
.......

Setting Goals
/and "'

Objectives

Activity Design /,-

Training of Trainers /'
"0;;

Implement Evaluation
Program and

Feedback

* with appreciation to Linda Abrams, et al.
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Session 5.
Handout 2.

NOTES ON STEPS IN THE PLANNING PROCESS

Plan and Carry Out:

1. Needs Assessment:

• determine target population
• determine problems of target population
• prioritize problems to be attacked
• assess available resources
• review what's available
• involve the target group, if possible, in problem definition

2. Specify Objectives:

• state in terms of what is to be accomplished
• state who is to accomplish it
• state time the task is to be completed by
• state the conditions under which the objective is to be met
• involve the target group, if possible, in setting the objectives

3. Design Activities:

• design activities that will ensure each objective is met
• sequence the activities from simple to complex
• involve the audience as much as possible during activities
• develop activities appropriate for the experience level of your group

4. Evaluation:

• assess the effectiveness of your project at the three levels addressed above: accuracy
of needs assessment information, realistic objectives, appropriateness of
activities/materials

• involve audience in evaluating your project in terms of meeting their needs,
usefulness, learning, etc.
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Session 5.
Handout 3. L.N. Davis. Planning Conducting, Evaluating Workshops. Austin, Texas: Learning Concepts, 1974, pp. 52-66.

THE COMPETENCY MODEL METHOD

Developing a competency model (also known as a behavioral
model) is the first step in this method. Subsequent steps lead to a
specification of what needs to be learned to meet the standard of
the model. The needs are then ranked in order of priority.

This method is not primarily concerned with what is wrong,
but with what is possible. As such it lends itself to the pursuit of
new opportunities. Of the two methods it is perhaps the easier to
work with. It has both individual and organizational uses.

Process steps

1. Developing a Competency Model
2. Discovering Present Levels of Performance
3. Specifying Needs
4. Separating Learning from Nonlearning Needs
5. Assigning Priorities
6. Testing Commitment

Process Description

1. Developing a Competency Model

Your first task is to develop a model for desirable or required
competencies. As used here, competency means sufficient
knowledge and ability to meet and succeed in the necessities of
living. (Competencies are also called behaviors.) Such
models range from the simple (one or two competencies
required to perform a single task) to the complex (all the
competencies required to fill a particular role or position).

In order to develop a model, you must clearly establish what
behaviors are required. There are several ways to find out:

• consulting competent practitioners
• watching competent practitioners
• consulting relevant research
• conducting relevant research
• consulting supervisors
• reviewing job descriptions and performance standards
• conducting a task analysis
• asking prospective participants.

Opportunities occasionally call for models never seen before. In
that event, you are forced to make an informed guess about the
competencies required and try them out. But since there is seldom
anything entirely new under the sun, you would be wise to exhaust
the above resources first.

In stating competencies there is a tendency to be overly general, to
state slogans instead. For example:

Competency Model for Supervisors

1. Leadership
Overly
general 2. Dedication
slogans

3. Communication

Often these are simply incomplete descriptions. For the above
examples we might seek answers to questions such as the
following:
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I~eadership

• what "style(s)" of leadership?
• as demonstrated by what?

Dedication
• to what?
• to whom?
• as demonstrated by what?

Communication
• with whom?
• in what language?
• does this mean:

a. giving clear instructions?
b. giving effective instructions?
c. listening?
d. listening and hearing?
e. ability to give and receive criticism?
f. ability to reach agreement?

There is also a tendency to state vague qualities, rather than
competencies:

Competency Model for Supervisors (cant.)

4. Good character

5. Patience
Vague
Qualities 6. Motivation

7. Good appearance

This leads to several difficulties such as:

Who sets the standards?
How do you know they are being met?
How does one learn how to be that way?
Etc.

It also runs the danger of concealing biases about things such as
short or long hair, short or long skirts, purple or green skin, etc.

Say What You Mean. It is a good practice to be as specific as
possible instating competencies. Specifying the real-life
application seems to be helpful. Also the use of sentences
complete with nouns, verbs, and modifiers is recommended. Let's
try to say a portion of what might have been meant by
"leadership. "

1. A good line supervisor knows the three
basic leadership "styles": authoritarian,
democratic, and laissez faire.

Specific 2. A good line supervisor is competent in
competency using all three styles.
statements

3. A good line supervisor knows which style is
appropriate to the specific employee and the
specific situation.

These are only samples; they are not prescriptions. Different
models call for different formats. They are based on my
experience and are written in my style. You will develop your
own. You should strive, however, to say what you mean, to say
things that have meaning to others, and to say them as completely
as possible.
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2. Discovering Present Levels of Performance

In this step we are trying to discover just how prospective
participants are doing in relation to the model. There are several
ways to go about it. Let's look at a few of them.

Reviewing personnel evaluations may provide some
indication, but often they are too vague and too general to
be of much use.

Reviewing reports may yield data on behaviors in real life
situations but tend to gloss over the problems.

Asking supervisors can provide valuable information if the
supervisor is objective, observant, and willing to level.

Testing participants is problematic since most canned tests
measure aptitude rather than behavior. Written tests tend
to measure reading, writing, and parroting abilities. Tests
may be perceived as threatening or insulting.

Having participants try it is interesting. This usually takes
the form of having participants tryout the behavior in a
situation that simulates real life conditions. Examples
include case studies, mini-cases, role plays, dry runs,
social simulations, etc.

(see Methods Primer, Chapter 4). This is, to be sure, a
form of testing, but since it is closer to life there is usually
less resistance. It is also a much better measure of present
performance.

Observing participant behavior in real life situations is
obviously the best measure. The difficulty lies in isolating
a particular behavior for observation and in deciding
whether inadequate behavior is due to a lack of
competency or to other variables such as poor supervision.
Most real life situations are too complex for this direct
approach.

Asking participants may yield mixed results. Asking is not
necessarily receiving; you may get a silly answer or none.
Much depends on the level of trust established by the
educator and by the environment. There are also
difficulties in objectivity and precision. Still this method
often yields the most valuable and accurate data when there
is an adequate format for the answer (see p. 66 for
example format).

There are pitfalls in all these methods. Sometimes it is helpful to
use more than one. Choose your method(s) to fit the situation, but
whichever you choose, don't get hung up in a quest for precision.
Present methodology is incapable of it. Besides, the focus here is
on reaching the desired behavior, not on documenting deviation
from it. Leave that to the academicians.
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B. Like most of us, the supervisor wanted to be
liked. Consequently his authoritarian style was
limited to thin, hollow demands which, when
ignored, led to outbursts of ineffectual anger.

In this case the open door problem is not a learning need
for the supervisor. His weak authoritarian style is a
learning need and suggests a learning experience in
assertive behavior most likely employing role play. (The
new behavior, however, is not likely to last if the boss
doesn't close his door.)

Other situations might reveal the need for supportive
management systems or for new and better tools, both
nonlearning needs. Let me stress, however, that in using
the competency model method you are not primarily
concerned with the causes of inadequate behavior but with
the specific learning required to reach the desirable
behavior. Most often you can simply specify the difference
and get on with the learning.

3. Specifying Needs

Once the present level of performance has been determined,
your task is to describe what is needed for participants to
reach the desired level of the model. This is made
considerable easier if you have been specific in developing
the model. Using the previous example of supervisory
leadership competencies, assume that you discovered that a
particular supervisor 1) knew the three basic leadership
styles and 2) knew their appropriate uses. By the simple
method of asking him, you also discovered that he felt
uncomfortable in using the authoritarian style even when
appropriate and was to that degree ineffective as a
supervisor. His need is to be able to use the authoritarian
style effectively.

4. Separating Learning from Nonlearning Needs

This step is not as essential as in the problem analysis
method of needs assessment, but it occasionally serves a
purpose. Continuing with the previous example, assume
that upon further discussion with this particular supervisor
you found that his discomfort came from two sources.

A. His boss maintained an open-door policy. When
the supervisor employed the authoritarian style,
his boss undercut it by listening to and
sympathizing with the complaints of certain
employees.

NOTE: If you failed to get rid of those vague
qualities (good appearance,etc.) earlier,
now is the time to toss them out, or you
wi11 find yourself in the untenable position
of designing learning activities to try to
reach them. (An exception might be made
for stewardess training, but in that case
good appearance would become specific
things like acceptable hair styles, make
up, etc.)
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5. Assigning Priorities

The competency model method has the advantage of
suggesting a logical learning sequence leading from simple
to more complex behaviors. Obviously such a sequence has
implications for priority setting.

Also involved in assigning priorities are such factors as
organizational needs, timing, relative cost, etc... These
factors often rule out behavior changes that are extremely
difficult to achieve.

6. Testing Commitment

Following the previous example, you must find out if the
supervisor will attempt the learning and if his boss will
support it. If they are only mildly interested in the change,
then a fruitless workshop is likely to occur and it is better
to abort the mission.

Suggestions for Application

The competency model method is well suited for assessing
individual learning needs. It may also be adapted for
organizations or parts of them when desirable competencies are
common to all involved.

There is an interesting spin-off application for the
competency model itself. In organizational settings, it can be
used verbatim as the basis for a performance evaluation, system.
This coupling of staff development and staff evaluation
strengthens both.

Advantages to Competency Model Method
• Leads to an organized sequence of learnings

• Provides a complete set of learnings necessary for a
particular job or role

• Provides a standard of behavior for any particular job or
role

• Provides a convenient basis for designing orientation or
basic training (new employees have not yet encountered
problems)

• Is more adaptable (than problem analysis) to individual
needs and individual pacing

Disadvantages to Competency Model Method

• Requires the relative continuity of both participants and
educator

• Does not lead to immediate problem solution
• Requires a great deal of background information about

behaviors required in meeting the model

Competency Model Worksheet

The following worksheet is provided for your use in
conducting a competency model needs assessment. It is
designed to be completed by participants if a democratic
approach to needs assessment is used. When participants have
individually completed the worksheet, you may use a separate
worksheet to record the group averages and construct a group
profile. The worksheet containing group data then becomes the
first sheet in the Workshop Staff Packet. The Group item is for
describing the participant group.

In order to make clearer the use of this worksheet, I will
describe the options for use in each step of the competency
model needs assessment.
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1. Developing a Competency Model (refer to Step One in text)

Once the competencies required for the particular role (or
task) have been specified, they are entered in the column
designated Desired Competencies. This may be done by
you or by participants working from a master list. The
space designated Competency Model for is used to describe
the role or task for which the model is constructed.

2. Discovering Present Levels of Performance (refer to Step
Two in text)
When you are assessing participant competencies without
consulting participants, you may complete the worksheet for
individuals or the group as a whole based on whatever data
you are using. When participants are asked to self-assess,
they are provided with individual copies of the worksheet.
A space is provided at the top left for their names. If the
democratic approach is used, first have each participant
complete the worksheet independently. You may then share
with him other relevant data, such as supervisory
assessments. Participants are then allowed the opportunity
to revise their self-assessments if they desire. The notes at
the bottom of the worksheet are provided as directions for
participants in self-assessing.

The assessment scale presented here differs from those
commonly used in rating performance. Despite the negative
implication, I believe this (-, +) rating scale to be more
honest and adult than a sequence of positive numbers. It
also aids in discrimination by forcing a choice between
adequate and inadequate performance levels. In the
directions, participants are asked to construct a profile by
connecting the circled numbers with solid lines. At the
completion of learning activities, they may self-assess

again, connecting the new circled numbers with dotted
lines. Comparison between the solid profile and the dotted
one graphically reflects progress. In cases where continued
growth is both desirable and possible, you may want to
extend the scale to (-5, +5) or even (-9, +9).

3. Specifying Needs

The prospective adult learner is usually far better than
anyone else at pinpointing exactly what he needs to learn in
order to raise his performance to expected levels.
Whatever approach you choose, the Needs Learning column
is provided for recording this data.

4. Separating Learning from Nonlearning Needs

Again, the emphasis here is not on problem analysis.
However, it may be clear that once a particular learning
need has been met, other kinds of change or support will be
required if the new behavior is to be used in real life. The
Nonlearning need column is provided to record such data.

5. Assigning Priorities

The column indicated by "U" is reserved for the priority
ranking. In arriving at group rankings, a simple average of
individual rankings may produce unsatisfactory results if the
average cancels out extreme needs. You might choose
instead to arrive at a group ranking by giving a "1" to the
competency receiving the largest number of individual "1"
rankings, a "2" to the competency receiving the second
largest number of "1" rankings, and so on. Another
alternative is to have participants use their individual
rankings as a basis for making decisions by consensus.
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Only learning needs receive a priority ranking; related
nonlearning needs take the same ranking.

6. Testing Commitment

The worksheet containing group averages and the group
profile is used in checking with both management and
participants for commitment.

In addition to the worksheet itself, I have provided a sample
of a partially completed worksheet based on the example
found in the text.
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NEEDS ASSESSMENT: COMPETENCY MODEL

Name: I_G_'O_u_

P

: _

Compatency Model lor:

Desired (requiredl Competencies Performance Needs

Assessment Scale

Inadequate Adequl'l lurning N Nonle-roing

1. H 1+1

3 2 1 1 2 3

2.

3 2 1 1 2 3

3.

3 2 1 1 2 3

4.

3 2 1 1 2 3

5.

3 2 1 1 2 3

8.

3 2 1 1 2 3

7.

3 2 1 1 2 3

8.

3 2 1 1 2 3

9.

3 2 1 1 2 3

10.

3 2 1 1 2 3
I-I 1+1

DIr'ctlons: For Itch campI'lncy NI'ld. ~lrcl. the numb" th.t mo.t Kcur"llv f.,I.ctl yOUf pl...n.llv,1 01 perform.net.
This I, not In .vlluetlon. but. tool to "",t you In IptIClfylng your I..rnlng n,dl. 10 pl.... b, II honea. I' poslibe•.

Connect thl cln;l,d numb,,. with loUd lint'. Tn. PI""" of thl" WiltS htlp. you ... your Itrong end .lIk "".. For
IIch ntgltive number circlld. dlscribe in your own words whit you think you MId to 111m to 'llch In ad.qua'i I,vel of
parlormnce In thl' comp"lncy. If adaqul'l pirformillci. in your opinion. liquir•• IOf1lllthing In addition to what you
will b. IlIIrning. indica" this in the Nonl••rning n••ds column. The column d.signated by 1111. for rlnking your need. in
priority order. Pile, I .. ,,, by the need thlt I. mOil Importlnt to you. I "2" by thl next mo.t important••tc.

NEEDS ASSESSMENT: COMPETENCY MODEL

Nam.; IGroup:
Tim Meek Lme SupervIsors, Operations

competency Model lor:

Line Supervision (Leadership)

Desired (required) Competencies Performance Needs

Assessment Scale

Inldequlte Adeqult' Learning • Nonleaming

1. A good line supervisor knows H I + I

the three basic leadership 3
3 2 1 1 2 3

styles; authoritarian,
democratic, and laisse2 faire.

2. Need to use the
A good line supervisor is 3 2 1 1 2 3 authoritarian style 1 Boss needs to
competent in using all three effectively. (as- close door.
styles. sertive behavior)

3. A good line supervisor knows
which style is appropriate to the

2
3 2 1 1 2 3

specific employee and the
specific situation.

4.

3 2 1 1 2 3

5.

3 2 1 1 2 3

8.

3 2 1 1 2 3

7.

3 2 1 1 2 3

8.

3 2 1 1 2 3

9.

3 2 1 1 2 3

10.

3 2 1 1 2 3

OIrl'llonl: for IKh ,amp.t,ney Illt,d. 'hel, the number th.t mOlt Icc:urll,ly r,f1ull your p....nt Ilvll of p.,forminci
Thl, I, not In I,,"ultlon. but I tool to "",t yOU In spldfylng your I..rnlng ntllda. '0 pili" b, ,. han..t I' pOllibl,
Connl,t thl dr,~ numb.r. with aoiid lint,. The pln,m of thelllilna. helps you ... your .trong and Wllk .r.... For
each Mlilliv. number circled. describe in your own WOrds wh.t you think you neld to 111m to reach an adequate level of
performance in that ,ompetlney. If adeqult. parformlncl. In your opinion. rtquirts .omething in Iddition to whet you
wlU b. III,nlng. Indic,t. this in the Nonl••rnlng neld. column. Th. column d."gn.ted by 1'1 is for ranking you' needs in
priority ord.r. Pllcl I "1" by the n••d that Is most Important to you.• "2·' by the next most important. etc
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Session 5.
Handout 4. Davis. Planning, Conducting, Evaluating Workshops. pp. 40-47.

THE PROBLEM ANALYSIS METHOD

With this method a problem statement is the starting point,
followed by a systematic process of moving from the problem
statement to a series of learning needs that are then ranked in
order of priority. It has both individual and organizational
uses.

Process Steps

1. Stating the problem(s)
2. Refining the problem statement
3. Supporting the problem statement
4. Finding the needs
5. Separating learning from nonlearning needs
6. Assigning priorities
7. T~sting commitment

Process Description

1. Stating the Problem(s)

A problem (or perhaps more than one) is stated. We then
probe to see if it is really the statement of a problem.
There is a common human tendency to state a solution
when a problem is called for.

Example: Question: "What is the problem?"
Solution: "They need motivation training."
Probe: "Why? What's happening? Describe it."
Problem: "They're always late for work."
(See The Case of the Pokey Elevators, p. 49.)

2. Refining the Problem Statement
In the step above, there is a correctly stated problem, but is
it the problem you should attack? Often there is a more
fundamental problem than the one initially stated.
Continuing our previous example:

Problem: "They're always late for work."
Clarifying probe: "You mean they don't get their work

done on time?"
Denial: "Oh no. We always meet our deadlines!"
Clarifying probe: "You mean they do sloppy work,

then?"
Denial: "Good lord, no! We turn out the best work in

the whole place!"
Shift question: "Well then, what is the problem with

their being late to work?"
New problem: "My boss came through the shop at 8:00

sharp the other morning, and only 2 people were
here."

Larger problems must often be broken into their component
parts in order to work with them. The kind of probing
demonstrated above my also be used for this purpose.

3. Supporting the Problem Statement
So far you have only a statement that someone has called a
problem; you should make certain it isn't a crank call.
There must be evidence to support the allegation. There
are numerous ways to get this evidence. Here are a few of
them.

a. Ask how often the problem occurs.
b. Ask for specific examples or incidents.
c. Have the situation role-played.
d. Ask some other people.
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e. Check organizational records and reports.
f. Ask how many people are affected.
g. Go see for yourself.

4. Finding the Needs

There is now a correctly stated problem apparently
important enough to be solved. It is time to determine what
needs to happen to solve it. Solutions often require several
changes, and there are normally several possible change
combinations. Exactly who needs to learn exactly what?
Are new tools needed, new decisions required, structural
modifications necessary? The process of arriving at a
solution can range from selecting the best of several
common sense proposals to constructing models of possible
cause/effect chains and computer testing for feasibility.

5. Separating Learning from Nonlearning Needs

The above needs are related and interdependent. Often the
nonlearning needs should be met before or concurrently
with the learning needs. New behaviors are not likely to
last if the environment does not support them.

6. Assigning Priorities

You now have before you your potential tasks, but since
there is seldom enough time and money to go around, they
should be ranked in priority order. The pattern of changes
contained in the solution may suggest the priorities.

7. Testing Commitment

Finally, you must know whether anybody is committed to
the solution. This amounts to finding our if anyone will
attend and if the top people in the organization will support
the solution.

The needs list must be divided into those needs that can be
taken care of by someone learning something and those that
have to be solved in some other way. The need for
adequate equipment is not a learning need; the proper use
of equipment is. Here are some more examples:

Learning Needs

decision making skills
use of forms
following directions
organizing work
communication skills
safety habits
achieving objectives
greater productivity
etc.

Nonlearning Needs

need for a decision
need for new forms
too many bosses
too little time
bottlenecks
unsafe conditions
lack of objectives
inadequate salary
etc.

Suggestions for Application

When working with groups in the Problem Analysis
Method, brainstorming (a rapid-fire listing of problems without
critique, see p. 134) is an effective technique for Step One. In
the unlikely event that no one states a problem, you might
begin with mini-cases (p. 137) or mini-role play (p. 142).
These usually uncover some problems; if not, you have nothing
more to do.

When working with organizations as a whole, starting with
a simulation (p. 143) can be fun and lead to an active problem
stating session. A representative vertical cross section of the
organization is required if it is impractical to involve the entire
organization.
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Advantages to Problem Analysis Method

• Groups may be either ad hoc or ongoing

• The educator may turn the data over to others to actually
conduct the learning activities

• Requires little background in the indicated areas of
learning need

• Leads to high learning motivation since learning
activities are designed to solve immediate problems

• Leads to immediate satisfaction when problem is solved

Disadvantages to Problem Analysis Method

• Can lead to crisis planning

• Does not lead naturally to sequenced learning

• Does not reveal new opportunities for learning

• Does not provide a great deal of latitude for individual
preferences of pacing

• Participants are often reluctant to admit that problems
exist

Problem Analysis Worksheet

The following worksheet is provided for your use in
recording the results of a problem analysis needs assessment.
The title indicates that it becomes the first page of the
Workshop Staff Packet when the workshop is based on the
Problem Analysis Method of needs assessment. (If the
Competency Model Method is used instead, then the alternate
Worksheet One found later in this chapter becomes the first
page of the packet.)

The space designated by the word Group is for describing
the group (or groups) from which the data came. Each
problem statement emerging from Step Three of the procedure
should be entered in one of the spaces provided. Separate
columns are provided for the leaning and nonlearning needs that
fall under each problem statement. If related, they may be
listed across from each other. Smaller vertical columns are
provided for the priority numbers. The number sequence may
include all the needs on the worksheet, or the needs under each
problem may be sequenced separately.
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1__ Goal·settlng metnods
;__ rlow to Influence legislation
J__ Group process and interpersonal relations
1__ DiSCUSSion methods for groups to explore
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)__ Planning and implementing special pro·

jects
1-- How to hold officials or agencies accoun

table
)__ Decision making and conflict resolution
)__ Knowledge of global issues (resource

shortages. environmental crises, food.
etc.) and posslOle local responses

I 1__ \1anagement of volunteers
\ )__ Technical content of the group's field

l__ \Nays to promote local deciSion makinq
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I __ Holding effective meetings
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1.__ Problem solving methods
)__ How to develop alternative or commu

nity·based programs
)__ N1ethods for gathering factual informa

tion and survey data
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sioning "alternative futures"

\ l_ Knowledge about the role or mandate of
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1_Understanding the economics and polio
tics of social services

) _ How to set UP an appropriate organiza·
tional structure with a clear designation
of roles and responsibilities

I ) __ How to run public relations or mass

media campaigns
1__ How to aCQUire more power: how to in·

crease the grouD s Influence over impor·
tant decisions

) _Monitoring and evaluatmg program per·
formance

}__Providing citizens/volunteers with impor
tant and responsible tasks. plus the infor
mation and training needed to accomplish
these tasks
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DAY 2

SESSION 6. APPROACHES TO NEEDS ASSESSMENT

LEARNING OBJECTIVES:
By the end of this session, participants will have increased understanding of
several approaches to needs assessment. Participants will have applied those
basic approaches in the development of one needs assessment tool.

MATERIALS:
• Worksheet 1, Role Play Scenarios - Assessing Learners' Needs
• Worksheet 2, Participants as Experts Exercise

•
•

-
•

I
I
I
I
I
I

TIME:

PART A:

Step 1:

Step 2:

3 hours

ACTIVITIES

1 hour 30 minutes

Introduction to step one of the Training Model - Needs Assessment. Use a
lecturette/large group discussion format to review participant response to each
of the following questions related to the planning of training. After collecting
participant's response, clarify and/or and new or additional information.

• What is a need?
• What is assessment?
• What is the purpose?
• Who wants to know what for what purpose?

Review major points of each approach - Task Analysis, Problem Identification,
Topic Selection. Discuss participants' questions, from previous night's reading
of handouts.

Introduction to activity. In a large group discuss participants' ideas about the
following:

• Do you think villagers are aware of their problems?
• If they are not aware of some problems, then are these problems real?
• What does it mean to say someone has a problem but isn't aware of it?
• Who determines when a problem is a real problem?
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Step 3:

Step 4:

Step 5:

Step 6:

PART B:

Step 1:

Role play preparation. Set up a role play situation between two small groups,
one representing villagers, the other representing urban health development
workers. The job of the development workers is to explain to the villagers
what they (the health team) think the villagers' main problems are and how
they might be solved. The villagers should respond to these ideas and
suggestions, offering their own analysis of their problems. Give each group a
description of their roles. Then, each group prepares for the role play on its
own.

Ask members who are not in the role play to be observers. Divide these
observers into two groups, one to record the views of the villagers and one to
record the views of the health workers.

Implement role play. After allowing sufficient time, stop the role play and
discuss what transpired.

Process.
a. Ask each observer-group to read its list of ideas, those expressed by the

"villagers," and those expressed by the "health development workers."
Ask them to discuss what they have learned about real villagers from this
activity. What would they have to do to really understand villagers'
attitudes? (reflection/discussion/analysis)

b. Ask participants what they learned about villagers' needs regarding:
(insight/discovery)

• problems
• potential training topics
• potential "activity" or "task" analysis and villagers' strengths

c. Summarize by asking the group what they learned through this activity.
(insight/discovery)

d. Ask the group to list new questions this activity generated?
(questions/setting objectives/planning)

1 hour 30 minutes

Introduce activity. Ask each person to make a list in answer to the following
questions:
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Step 2:

Step 3:

Step' 4:

• What would you need to know from or about learners in order to design a
training program for them?

• What would you need to know from or about learners in order to create
problem solving materials or activities?

Divide participants into small groups. Select a volunteer facilitator for each
group. Then, discuss and combine the participants' lists into one master list.

Examples: • current practices
• needs
• level of knowledge

• interests
• traditions and customs
• working vocabulary
• problems of daily life

• religious and cultural norms
• work tasks

Distribute Worksheet 2, Participants as Experts. Ask participants to write
down the master list in Column 1 and, then, follow these instructions:

Please fill in the other columns now.

In Column 2: how much do you know about each of the items listed in Column
1? a lot, a little, almost nothing (in terms of the community they work in)

In Column 3: give examples for how you came to know what you know:
reading and study, observation, investigation (surveys and interviews),
personal experience

In Column 4: put a check mark next to items that you wold like to know more
about.

In Column 5: next to checked items, please specify how you could begin to
investigate the topic you want to know more about.

Use a large group discussion to summarize these two activities. Use this list as
a basis for planning your community needs assessment activities later.
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Session 6.
Worksheet 1.

ROLE PLAYS - NEEDS ASSESSMENT
Role for Villagers

You are happy with your life in Mamituto, where you and your ancestors have lived in
relative peace and quiet, and with little interference from the government for most of your
lives. You realize that the village has its problems, but you don't think that you are any
worse off than any of the other villages in the region. You have enough to eat and God has
provided you with ample children to work the rich land, which rewards you for your work.

You are particularly pleased with some recent improvements in the village, especially water
which has just been piped in from a site some five kilometers away. Your village has just
hired a female teacher, which means that more girls are now attending school.

When informed of the pending visit by the MOPH, you held a village council meeting and
decided that you would meet with the staff from the MOPH health program although you are
not interested in building a clinic in your village. You have heard that the nearest village
with a clinic has had all kinds of maintenance problems with its clinic and you don't want to
be bothered. However, you have identified some health problems such as diarrhea in young
children and dizziness and vomiting among the farmers.

Roles for Health Development Workers

You are either college educated health professionals or have attended a technical training
school. You were recently appointed to work with the Ministry of Public Health's Village
Health Promotion Programme. Your job includes initial visits to villages to make people
more aware of their health problems and to try to interest them in working with the MOPH
in a clinic construction project. For each village you visit, the MOPH supplies you with the
results of a baseline survey which was conducted three years ago.

The baseline survey conducted of Mamituto showed the following information:

• infant mortality rate is high, particularly for diseases which are preventable;

• immunization rate is low, especially for measles;

• there is no potable water in the village; women must walk four kID for fresh water;

• the birth rate for the village is high, over 3% in the past five years;

• less than 20% of the girls in the village are in school;

• usage of the nearest clinic is very low for Mamituto residents.
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Session 6.
Worksheet 2.

PARTICIPANTS AS EXPERTS EXERCISE

Consensus list I know.... How I know... I would like to know more about How I can
learn more
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SESSION 7. SETTING GOALS AND OBJECTIVES

MATERIALS:
• Handout 1, Setting Goals and Objectives
• Worksheet 1, Writing Behavioral Objectives
• Worksheet 2, Envelope Exercise

LEARNING OBJECTIVES:
By the end of the session, participants will be able to arrange goals and objectives
by level and specificity. Participants will assess a list of objectives according to
criteria for writing behavioral objectives. Participants will apply basic criteria for
writing goals and objectives given hypothetical needs assessment information for
an activity design.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

TIME:

Step 1:

Step 2:

Step 3:

Step 4:

3 hours

ACTIVITIES

Give a lecturette (using Handout 1 as your background information). Allow
for questions and provide answers. The major points which you should include
are:

• purpose for setting goals and objectives
• criteria for learning objectives versus goals
• examples of learning objectives
• evaluation of learning through objectives

Pass out Handout 1 for participants to review.

Conduct the envelope exercise. Give each participant an envelope with the
goals and objectives which have been cut in strips inside (be sure to cut the
numbers off each of the strips). Ask participants to order goals and objectives
by level/specificity and in sequence. When completed, give each participant a
copy of Worksheet 2 to check her own work. Allow time for questions.
Then, critique with participants some examples of behavioral objectives from
Worksheet 2.

Explain rules to behavioral objectives, taken from Worksheet 1, Writing
Behavioral Objectives, and provide examples as necessary.

As a large group brainstorm a list of action verbs. Review list. In small
groups, ask participants to complete two tasks:
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Step 5:

a. Categorize action verbs according to the following:
• Knowledge
• Skills/Practice
• Attitudes

b. Within each of those categories, review the verbs and sequence them
according to levels of difficulty. Participants should try to find examples
for the different levels. Trainers can select a few categories from the
list below.

• Knowledge: Knowledge (cognitive), Comprehension, Application,
Analysis, Synthesis, Evaluation

• Attitudes: Receiving, Responding, Valuing, Organization,
Characterization

• Practice: Perception, Guided Response, Mechanism, Complex
Overt Response, Adaptation, Origination

Review the following points:

• Trainers can write objectives that measure performance from
different levels.

• Reminder: It is important to sequence participants' learning from
basic to more complex. Use your needs assessment information to
help you determine at what level to set the objectives.

Review Needs Assessment and Goal Setting. Point back to the model and
explain that in tomorrow's sessions the group will begin activity design.

As our end of day evaluation exercise, ask participants to go around in a circle
and complete the following sentence:

I am feeling .,. because ...

Once that is completed, go around the circle again and ask participants to
complete the following sentence:

The most important thing I learned today was ...

Then, go around the circle one last time and ask participants to complete this
sentence:

I am confused about ...
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Session 7.
Handout 1.

SETTING GOALS AND OBJECTIVES

Goals and objectives are based on information collected during the assessment of needs,
resources, and constraints. While the primary focus should be objectives for trainees
accomplishment, the organizational and training context must also be considered. For
example, trainees may express a need to learn the use of media equipment - projectors, slide
tape, etc ... but the organization may have determined that funds will not be available to
provide this equipment. If possible, preliminary goals and objectives should be established
after an initial needs assessment and then checked with a sample of trainees and
representatives of the sponsoring organization before proceeding with a more detailed design.

Setting goals and objectives for training is a critical step in design because they:

1. Set general directions for training and the effective use of resources.

2. Can be shared with trainees, other trainers, and representatives of the sponsoring
organization to clarify the purpose of training and gain general support.

3. Will suggest learning strategies and activities for use in training, thus simplifying
later steps of the design process.

4. Will suggest evaluation strategies.

5. Will assist in sequencing training activities - moving step-by-step from simple to
complex objectives.

Since training is usually short-term and focused on skills, attitudes, and knowledge
related to trainees' tasks and jobs, training objectives should be as job-related and realistic as
possible. A good training program will provide learning that can be used immediately by the
trainees. This is in contrast to a four-year college degree program where there may be a
long delay in applying what has been learned.

The level of specificity and complexity of objectives should be determined by deciding
what will be most useful to trainees, their organization, and trainers. For most training
purposes, goals and objectives are divided into the following three levels:

Level I - Goals

Goals are general statements of purpose (what is wanted). They should capture the spirit
of the program. Everyone involved in the training should be able to agree with and support
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the goals. For example, an overall goal of a training program for midwives might be to
increase the midwives ability to motivate new acceptors into the family planning program.
The goal gives the program an overall direction and, thus, guides the trainers in setting the
general and learning objectives.

Level II - General Objectives

The major difference between general objectives at this level and learning objectives at
Level III below is one of degree. General objectives are more specific than the goal
statements, but not as specific as the learning objectives. Usually a goal is broken down into
several general objectives and a general objective is broken down into several learning
objectives. Thus, a general objective represents a topic area and a greater amount of training
time than a learning objective. Verbs chosen for this level of objective would then suggest a
more encompassing and complex set of actions than learning objectives below. (See
examples used in Envelope Exercise in this session.)

Level III - Learning Objectives

Learning objectives are specific statements of the performance expected of trainees. In
comparison to general objectives above, they are more specific and require less time to
complete. However, in order to complete one general objective, several learning objectives
have to be met first.

A good learning (behavioral) objective should include the following components:

1. What the learner should be able to do - emphasizing action verbs and observable
behaviors.

2. How well the learner (trainee) should be able to do the action (performance
criteria or the evaluative component).

I 3. Under what conditions the learner will perform.

At times, it may not be practical or necessary to include information that describes
numbers two and three above. If you choose not to, then, you should know why. The main
purpose of the objectives is to describe what the trainee will be able to do once she achieves
the objectives. For examples, refer to Envelope Exercise in this session.

Linda Abrams and Nanette Brey Magnani
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Session 7.
Worksheet 1.

WRITING
BEHAVIORAL OBJECTIVES

by: Nanette Brey Magnani, Ed.D.

World Education, Inc., 1992
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Introduction

This exercise is an introduction to identifying and writing behavioral objectives. Your
ability to write behavioral objectives will assist you in designing educational activities for
community members.

Rules of Behavioral Objective

Writing objectives is easy when taken step by step. The first rule is simply that the
participants are the subject of the sentence. The second rule states that the sentence contains
an action verb which describes observable, measurable action, so that the objective is clear as
possible. Examples of action verbs include demonstrate, write, interpret, describe, invent
and identify. Examples of nonaction verbs include know, understand and have.

Utilizing the above information, read the sentence below. Circle YES if the statement
follows rules 1 and 2, and NO if the statement violates rules 1 or 2.

The participants will know the steps in doing a
feasibility study.

YES NO

If your answer is YES, tum to page 62.

If your answer is NO, tum to page 64.
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Your sentence should be worded similarly to the following
sentences:

1. The participants will be able to identify the steps in doing a
feasibility study.

2. The participants will describe the steps in doing a feasibility
study.

Both these sentences follow rules 1 and 2. The participants are the subject of the sentence
and an action verb has been used; therefore, it has the potential to be measurable. For
example, one can observe or measure participants identifying these steps in various types of
activities, such as, checklists, listings or discussion.

Please continue reading on page 59.
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The third rule for writing behavioral objectives is as follows: The sentence describes
what the panicipant should be able to do under certain conditions. For example, a given
time period such as one week, three months, two years, or following a visit or in a specific
context such as a role play.

This example includes two types of conditions - time and context. By the end of three
sessions, the mothers will demonstrate new steps in ORT preparation by mixing the
ingredients. That sentence is a behavioral objective because it satisfies three rules:

1. The participants (in this case, the mothers) are the subject of the sentence.

2. The sentence contains an action verb that is observable or measurable.

3. The sentence designates under what conditions.

Read the following statements and circle YES if the statement is a behavioral objective, and
NO if the statement violates rules 1, 2 or 3.

By the completion of training, the informal leaders will state the basic
principles of the Juhudi Credit Scheme during a practice presentation.

-

YES

If YES, tum to page 63.

If NO, tum to page 66.

NO
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No, the statement is not a behavioral objective because it violates the second rule. The verb
"will know" is not an action verb, therefore, not measurable. If the sentence read,

By completing simple calculations, entrepreneurs will demonstrate their ability
to add and subtract.

then the statement would be a behavioral objective.

Please proceed ahead to page 62.
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If you answered YES, you are partially correct. The statement does follow the first rule
because the participants are the subject of the statement; however, it violates the second rule.
The verb "will know" is not an action verb, and cannot be clearly measured. Proceed to
page 64.
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If you answered NO, you are absolutely correct. The sentence is not a behavioral
objective, because it violated rule 2. "Will know" is not an action verb, and therefore, is not
measurable. The verb (to) demonstrate or apply would have been a better choice.

Read the sentences below and once again write YES if the statement is a behavioral
objective, and NO if the statement is not a behavioral objective. However, this time if the
statement is not a behavioral objective, circle the number(s) of the rule(s) it violates. Check
your answers on page 65.

Briefly, the rules are as follows:

1. The participants are the subject.

2, An action verb is used,

3. Conditions are specified.

4. There is an indication of how well the learner should be able to do the action.

1. After several exercises on nutrition, the mothers will successfully differentiate between
all healthy and unhealthy foods for infants and toddlers on the list.

YES ----- NO _

2. To inventory food, drinks, and other for their businesses by the end of training.

YES ----- NO -----

3. Trainer Matam will know the proper way to change motorcycle tires.

yES _ NO _

4. Following a site visit, the credit officers will understand what his/her job is.

yES _ NO _

5. After inservice training, participants will identify his/her responsibilities by correctly
listing 7 out of 8.

yES _ NO -----
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If you answered YES, you are correct. The statement is a behavioral objective, because it
follows three rules. Read the next statement and circle YES or NO if the statement is a
behavioral objective.

Upon completion of simple calculations, entrepreneurs will know how to use a check book.

YES NO

If YES, tum back to page 60.
If NO, tum back to page 62.
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If you answered NO, you are correct. The statement is not stated in behavioral terms. The
statement follows the first rule because the participants are the subject: however, the second
rule has been violated. The verb "will know" is not an action verb, and therefore, cannot be
clearly measured. Rewrite the sentence utilizing an action verb. (The participants will
understand steps in doing a feasibility study.)

Tum back to page 58 to check your sentences with the examples.
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ANSWERS

1. Yes, the sentence is a behavioral objective because it satisfies all four rules.

2. No, the sentence is not a behavioral objective because it violates rules 1 and 2. The
business owners are not the subject of the sentence. There is no indication of
performance standard. Rewrite the sentence in the space provided below, so that is
reads correctly.

3. No, the sentence violates all the rules. The participants are not the subject; the verb
is not measurable, conditions have not been specified, and "a proper way" is too
vague as a performance standards. Rewrite the sentence using an action verb in the
space provided below.

4. No, the sentence is not a behavioral objective because it violates rules 2 and 4. An
action verb has not been used and, therefore, is not observable or measurable. No
performance standard had been indicated. Rewrite the sentence using an action verb
in the space provided below.

5. Yes, the sentence is a behavioral objective because it satisfies all 4 rules.
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Sorry, the statement is a behavioral objective because it
follows the three rules thus far described. Turn back to
page 59, reread the second paragraph and answer again.
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Session 7.
Worksheet 2.

ENVELOPE EXERCISE

Goal:

To increase the midwives ability to motivate new acceptors to join the family planning
program.

General Objective 1:

The participants will be able to apply basic strategies, approaches and techniques when
recruiting new people to accept family planning practices.

Learning Objectives:

1. Given a variety of scenarios, participants will list reasons why different families choose
or do not choose to accept family planning methods.

2. With the same scenarios, the participants will be able to assess the role of the midwife by
defining the steps she took to motivate the families to accept family planning.

3. In a series of role plays, the participants will demonstrate behaviors that reflect an
informal approach versus a formal approach to contacting and convincing the target
audience to accept family planning.

4. Following a lecture on additional strategies, approaches and techniques such as methods
of identifying informal leaders and the uses of satisfied acceptor approach, participants
will know how to apply such approaches in their communities. Each participant will be
expected to list those strategies, approaches, and techniques that would be most
appropriate to try in her community and give an explanation why.

General Objective 2:

The participants will demonstrate a basic understanding of several types of family planning
methods and the effects of each on the acceptor(s).
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Learning Objectives:

1. Participants will be able to understand in detail at least five family planning methods,
three of which are the most popular methods chosen by acceptors.

2. In a role play, participants will be able to state correctly the effects that each of the five
different methods described above have on the person who takes or uses the method.

General Objective 3:

Participants will develop relationships with community members that reflect mutual respect.

Learning Objectives:

1. Participants will have the opportunity to explore how they feel toward acceptors and non
acceptors and why.

2. Given their above feelings, the participants will list those feelings that help them to be
respected in the community and, therefore to do their job better, and those that do not.

3. Using their lists of negative feelings, participants will define what they will try to do to
overcome their negative feelings.

General Objective 4:

The participants will be able to develop a plan of action to follow when recruiting new
acceptors.

Learning Objectives:

1. Given basic statistical information on participants' respective communities and an
assessment of past experience, participants will be able to set realistic targets for
recruiting new members.

2. Given an explanation and an example of a simple time line model, the participants will be
able to complete a plan of action by listing their major tasks related to recruitment
efforts, by determining how long each task will take and who will do it, and by deciding
when each task should be done. Each participant will be expected to incorporate at least
two new approaches and/or techniques she learned during the training program.
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DAY 3.

SESSION 8. ACTIVITY DESIGN AND IMPLEMENTATION

LEARNING OBJECTIVES:
By the end of the session, participants will generate a list of training methods
based on training thus far and from their own personal experience. Participants
will also be able to describe at least two different learning activities for each of
five learning objectives provided to them. In addition, participants will be able to
list at least five variables to consider when selecting training methods for
designing learning activities.

MATERIALS:
• Handout 1, Groups of Methods
• Handout 2, What to Consider When Selecting Teaching Methods - Checklist of

Variables

I
I
I
I
I
I
I
I
I
I
I
I

TIME:

Step 1:

About 2 hours

ACTIVITY

Introduce the next step in the Training Design Model - Activity Design. In a
large group discuss the importance of activity design. To start discussion,
begin by posing the following question:

/'
What does it mean to create an environment which promotes learning?

Gather participant response, making notes on either a flipchart or on the
blackboard. Then, review the following definitions with the participants:

• Learning activity: a specified from of action in which learning is
occurring toward a desired end. Some of the learning can be observed;
some of it cannot be.

• Role of the trainer: to design learning activities in which the
participants will engage in to meet the learning objectives and, then, to
facilitate or lead the activity.

• Passive learning activities: those activities in which the learner cannot
be observed to be actively engaged in learning, but is "acted upon."
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Pass out and review Handout 2.

70

Review Session. As a summary or evaluation activity,

• have participants explain distinction between process/content;
• have participants name 5 methods.

(topic)
contentprocess

(technique/method)

Explain the concepts of "process" (how) and "content" (what). Then, ask the
large group to brainstorm a list of the techniques used thus far in training.
Use the following diagram to record their responses.

• Active learning activities: those activities that engage the learner in
processing information, solving problems, practicing skills.

Then, next to each technique ask participants to state what content or
information they learned as a result of the process which was used.

Handout 1, Groups of Methods. Read the handout with the participants.
Then, poll the number and names of people who feel comfortable with each of
the identified techniques listed. Write persons names next to them.

Brainstorm a list of methods in addition to the above list that participants are
familiar with. Pose the question: What ways have (Kenyans,
Chinese, etc.) used traditionally to pass on their traditions, history, or other
learnings from one generation to the next? Add these responses to the list.

Ask participants to describe the audiences they will be designing educational
activities for. List characteristics on flip chart paper. Then ask what other
variables does a trainer need to consider when designing learning activities?
Add these suggestions to the list.

Step 2:

Step 3:

Step 4:

Step 5:

Step 6:
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Session 8.
Handout 1.

GROUPS OF METHODS

Group 1: Information presentation methods:
longer readings, panel discussion, debates, audiovisual materials, etc.

Group 2: Skill practice methods:
problem sets, in-basket exercises, apprenticeships, drill, coaching.

Group 3: Process-knowledge methods:
step-by-step instructions, checklists, worksheets, planning guides, demonstrations,
etc.

Group 4: Simulation techniques:
role plays, problem scenarios, simulation games.

Group 5: Process observation methods:
stop-action, fishbowl, etc.

Group 6: Discussion methods:
guided discussion, option lists, case studies, quick discussion techniques.

Group 7: Problem-solving and creative thinking methods:
brainstorm, consultation, etc.

D. Dale with D. Magnani and R. Miller. Beyond Experts - A Guide for Citizen Group
Training. Amherst, MA: University of Massachusetts. 1979, p. 53.
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CHECKLIST OF VARIABLES

WHAT TO CONSIDER WHEN SELECTING TEACHING METHODS

72

Nanette Brey Magnani

size
age
previous experience with methods
background experiences - work, formal and nonformal education
homogeneity

Audience:

Adult educator: personal skills
training styIe
comfort with audience
comfort with content

The type of teaching/learning method that you choose depends, to a greater or lesser extent,
on the following variables:

Overall program: how training fits into broader educational context
type of learning objectives
time available - length of program and session
nature of content - degree of depth
nature of process - degree of skill
pacing and sequence
degree of variety
logistics and resources
variety
setting

Session 8.
Handout 2.

I
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SESSION 9: DEVELOPING COMMUNICATION SKILLS

MATERIALS:
• Worksheet 1, Role Plays - Creating Dialogue
• Handout 2, Basic Principles of Giving and Receiving Feedback

LEARNING OBJECTIVE:
By the end of the session, participants will have improved their skills in giving
and receiving feedback through practicing active listening and feedback skills.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

TIl\1E:

Step 1:
(30 min.)

Step 2:

Step 3:

Step 4:

Step 5:
(30 min.)

1 hour 15 minutes

ACTIVITIES

Before the session starts, select four participants to conduct two short role
plays (see Worksheet 1 for the role play scenarios).

Prepare the large group for the two role plays. Tell them that in each role
playa health educator is meeting with a community member. They should
watch what each person does and says carefully, as the group will want to
discuss the results later.

Conduct each of the role plays.

As a follow-up discussion, ask group members who were not in the role play
the following:

• Describe what you saw in the first role play.
• Describe what you saw in the second role play.
• What was different about the two role plays?
• Which role play described one-way communication; which one

described two-way communication?
• Which type of communication is best for establishing dialogue?

Skill development: active listening, paraphrasing, and giving and receiving
feedback. Review Handout 1 and review it with them. Explain the four roles:
speaker, listener, observer, feedback giver. Ask the participants which role
they are more comfortable in, and why? Then ask participants which role they
may be the least comfortable in, and why?
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Session 9.
Handout 1.

BASIC PRINCIPLES OF FEEDBACK

Giving Feedback

• Describe behavior, make observations.

• Be specific.

• Share ideas and alternatives.

• Be timely (as soon after the act as possible).

• Be careful of amount of information given so that the person can hear what you are
saying.

• Focus on what is said, not motives for saying and doing it.

Receiving Feedback

• Appreciate someone taking the time to talk with you.

• Clarify your understanding of what is being said.

• Remember: once you receive the feedback, then you can decide on an appropriate
response.

• Don't be defensive.
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Session 9.
Handout 1.

ROLE PLAY SCENARIOS

Scenario 1.

You are a health educator meeting with a mother who has several children with very bad
diarrhea. You believe the mother hasn't been following the ORT (oral rehydration therapy)
instructions so you begin to explain the steps again. While you are doing this, the mother
tries to interrupt you, but you ignore her and continue. The mother tries again to say
something but you just continue you with your "speech." The mother gives up and pretends
to listen.

Scenario 2.

You are a health educator meeting with a mother who has several children with very bad
diarrhea. You know the mother attended a health education lesson at the clinic. You ask her
if she has tried giving her children ORT (oral rehydration therapy). After she speaks you
want to find out if she remembers the specific ORS instruction. So, you ask her to show you
how she has mixed the ORS.
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SESSION 10. PRACTICUM I - METHODS

MATERIALS:
• Handout I, Brainstonn
• Handout 2, List of Brainstonn Situations
• Worksheet 1, Observation/Feedback Fonn

LEARNING OBJECTIVES:
By the end of the session, participants will demonstrate their ability to us one
training method in a small group setting developed on the basis of existing
training methods and materials.

2 hours 30 minutes
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NamesObserverTrainer/
1st
2nd
3rd
4th
5th

ACTIVITY

2. Each situation poses questions that would elicit a "brainstormed" response
from a group of workshop participants.

Tasks:
1. Provide participants with descriptions of situations related to their own

experiences that would be suitable for using the brainstorm technique.

Divide large group into small groups with approximately 5 participants in each
group for Practicum I. Participants will be expected to practice the brainstorm
technique for implementation later in the afternoon. Review the rules for the
use of the brainstorm technique. Pass out Handout 1, Brainstorm.

3. Review the rules and procedures for a brainstorm.

Participants will be expected to practice the brainstorming technique in their
small group. Provide participants with flip chan paper with the chard below
already written out on it. For purposes of practicing in the smaller groups, ask
participants to sign up once as a trainer and once as an observer.

Sign-Up Sheet Group #

Time Slot

TIME:

Step 1:

Step 2:

I
I
I
I
I
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Step 3:

Step 4:

Step 5:

Position each group in a comer of the room or in separate breakout areas if
possible. Plan 10 minutes for practice with the technique and 5 minutes for
feedback from each observer. Give each participant a copy of the
Observation/Feedback Form and review.

Each group then does as many brainstorms practices as there are group
members and feedback activities. Once this is completed, bring all of the
groups back together.

In a large group, discuss participants' reactions to their experience, (a) in using
the brainstorm and (b) in providing and receiving feedback. Ask questions
such as:

• How did it go?
• How did you feel?
• What were the similarities? What were the differences?
• Did your questions get the kind of response you were hoping for?

Why? or why not? Ask for examples of questions.
• In what ways do you think you will be able to use brainstorming?

The trainers should then give comments regarding what they observed and
heard in the small group sessions.
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Session 10.
Handout 1.

BRAINSTORMING

Purpose: To elicit a wide range of ideas and information from participants. To tap the
experience and expertise of the participants.

Description: This is a technique to encourage active and imaginative input fonn participants.
The facilitator's role is to encourage all participants to say the first thing that
comes to their minds about a specific topic and to keep ideas flowing quickly.
Brainstorming is used to help focus or clarify activities or a content area. This
technique also promotes creativity and finding solutions to problems.
Brainstorming is particularly effective in opening sessions to establish goals,
objectives, expectations and norms (rules) for the training program.

Process:

1. Trainer tells the group that the purpose of the exercise is to elicit as many ideas as
possible about a specific topic.

2. Participants are invited to offer as many ideas as they can about the topic being
investigated. They are asked to draw upon personal experience and opinion and to be
creative and imaginative. (At this point, no ideas are rejected or analyzed 
everything which is offered is accepted and encouraged.)

3. Trainer writes all ideas down on newsprint or a chalkboard so that all participants can
see.

4. After participants' ideas are gathered, the group discusses and analyzes the
information which was collected. At this time, the trainer can ask each person to
clarify points they have made that are unclear to the group.

5. Trainer then helps participants group and prioritize the ideas on the flip chart. This
can be done by consensus, vote, or compromise.

6. Through this process of prioritization, the trainer helps the group identify key ideas
for the group to pursue or further investigate.

Note: The trainer should make sure that ideas generated during the brainstorm are used. If
ideas have not been used, it may leave the participants feeling as if they have wasted
their time.
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- Session 10.
Worksheet 1.

OBSERVATION/FEEDBACK FORM

BRAINSTORM

Trainer

• Overall presentation

• Comfort with:

T participants

T technique

T content

• Style

• Clarity

T explaining directions

T following procedure

• Time

T able to complete activity

Evaluation

• Objective met

• Participant involvement

Strengths
Comments

Needs Improvement
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Taken ir

One Problem, Two Vie\vs
TIME: :'2 hr,

"Tbe 'l,;,'orksbop 'l,;,'as unaer'u:IIY and 'u:e felt that the group had a good
t,:071cepruai grasp of the problems tbat nlTal people face. We 'l,;,'amed to
take the participants to the next levd. that is. to be able to empatbize
:::ith Others. Jnd to respect their difficulties and fmstTlItions."

SETTING

Any quiet. large enough meeting place

MATERIALS

;"':one

CONDUCTING THE ACTIVITY

STEP i-Explain that the purpose of this activiry is to gain a fuller un
derstanding of some of the problems that rura~ women face
everyday, and to experience how they might feel when they
cannot nnd help with these problems.

STEP Z-Ask the trainees to dose their eyes and imagine that they have
a son who has burned his hand so badly that he needs medical
attention. Describe this event vividly, asking participants to
create a mental image of the situation. How would they feel if
such an event occurred? \Vhat would they do? Encourage an
exchange of responses.

STEP 3-Ask group members to close their eyes again and imagine being
a mother living in a village far away from the city. Again, the
woman's son has burned his hand badly. But this time, there is
no clinie, hospital. nurse, or docror nearby.

STEP 3-Encourage the trainees to keep their eyes closed and describe
how they feel. Then ask, "How would you handle this problem
if you were this woman?"

WHAT HAPPENED

Trainees saw that a problem that in their experience could be dealt with
relatively easily, might be ba.ffiing and even terrifying to a rural woman.
This recognition highlighted a discussion of the difficulty and the impor
tance of crying to understand the problems and frustrations of every
day life from the villagers' own points of view.

From the Field. WorId Education, 1977.

Field-tested by Patchanee Nat"riJcha and Noreen Clark in Thai/and. 80





Step 1: Explain that you are going to hand out a packet of learning materials from other
nonfonnal education programs conducted by World Education and other NGOs.
Explain that these materials are relatively simple and easy to use. Each kind of
material stresses learner participation, the use of group discussion techniques,
value for the knowledge which adults bring to the learning activity l and active,
rather than passive, learning. The packet includes story cards, case studies and
role plays. Participants will be asked to review these and then adapt a portion of
one of the materials to create a new learning activity. Provide, through
discussions, an example of how these techniques are used.

SESSION 11. PRACTICUM II

LEARNING OBJECTIVE:

By the end of the session, participants will demonstrate their ability to use two
different training methods in small group setting developed on the basis of
existing methods and materials.
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Use of role play or case story and picture cards:

• open-ended discussion
• close-ended discussion
• problem-posing
• stimulate interest
• develops creativity
• in conjunction with other techniques (puppets, skits, plays,

stories)

ACTIVITIES

1 hour 15 minutes (Day 3)
3 hours 30 minutes (Day 4 for implementation)

Example:

MATERIALS:
• Handout 1 Packet, Descriptions of Learning Activities
• Worksheet 1, Training Plan Fonnat
• Worksheet 2, Observation/Feedback Fonn

TIME:

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Use of techniques for identifying with others (role play,
imagination, simulations, plays):

• develop a greater empathy for other people's problems, situations
• stimulate interest
• develops creativity
• problem-posing

Step 2: Then fonn new work groups. In these groups, participants will develop a learning
activity based on materials which they find in the packet. Give out Handout 1
Packet of materials. Explain that each group will have 30 minutes for delivery
and 10 minutes for feedback. Thus, for some activities participants may have to
select parts of an activity to do.

Step 3: Provide groups with a sign-up sheet (the same fonnat as for Practicum I) to select
time slots.

Step 4: Ask each group to review the Packet of Materials and decide which segment of
the activity they will choose to do. Then, each group should complete Activity
Sheet 2, Training Plan Fonnat, in preparation for the implementation in the next
session.

Evening: Small group preparation for training practicums.

DAY 4

Step 5: Explain the implementation of the training practicums. Explain that each group
will have up to 30 minutes for its presentation and 10 minutes for observer
feedback. Explain that all groups will present.

Trainer then provides summary of main points coming out of
observation/feedback.
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Picture Cards
,\ \\'arcness.Builc..iin~Lt:ssons on Kt:\' Cll nccpts in He:J1th J.na :\ utntiun

Dcn:iollcc..i Llllocr ;: ..:r:tnt Irom
':lC l',~, .\_Cl1n' :'lr Intc'rn:ulUn:li l)c\'ciupmcnr

I
Sa\'e the Children

·HS \\'ilton Ruac..i
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Cnitcci SL,W'; ell .\mcnca

B.... :
Russ Dilts
Productinn:
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Lesson 2.

F,A,IDIKAl -------

PROFIT and LOSS

The goal of a business is to make a profit. However, in rural households. economic de
cisions are sometimes influenced by social obligations. The same thing can be true for
group businesses - where members distribute some goods and services without payment
in order to meet obligations to family and community. In addition, group members may be
tempted by the short-term gains they can make for their own families from the business.
Both cases will reduce the profits of the group business. The next two lessons will intro
duce the concepts of profit and loss. and illustrate the good and bad practices which may
lead to one or the other.
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2 hours

:\;ewsprint. pens. tape, a set of profit and loss exercises for each
participant

Open the session by asking participants the following questions:

Why does anyone operate a business?

• What is profit?

• Can you give an example of making a profit?

How do you make a profit?

Using the same business example, ask particip:r'1ts:

What is the source of income for this business?

• Is this income the same as profit?

• What is the difference between incoIT:_ and profit?

• How can we know our profit?

Choose a sample business that is familiar to participants (Le. poultry
raising, a vegetable kiosk, or one of the businesses mentioned during
the imagination exercise from Lesson 1). Brainstorm with participants
the expenses for that business. List their responses.

Ask participants to decide whether the following statement is true or
false:

"A business person has to spend money to make money"

Ask a volunteer to explain why she chose her answer.

MATERIAL:

STEP 2:

STEP 1:

TIME:

STEP 3:

STEP 4:
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--------FAIDIKA!--------

STEP 5: Present the following formuia and ask participants to expiain it:

Income - Expenses :c profit

STEP 6: Divide participants into small grouDs of 2 or 3. Give each group the
profit and loss exercises to soive. lZeVlew answers with tb.e whole
group.

(Note to trainer: l/pan%ctpants are mostLy non-Literate. present these exerczses verbally. They may
need to be slmpitjted or you may want to provtde each group u/%th ''Pretend'' money to heLp them
figure the answers.)

STEP '7: Explain that sometimes business owners act in ways that can reduce or
increase their profit without realiZing it. Ask participants to consider
each of the following situations and decide whether the person is
increasing profit or loss.

SIITATION 1

A kiosk owner seils vegetables. but she also gives them free to her
relatives. neighbors, and friends. \X'henever her mother visits the
kiosk she gives her a few shillings from her sales money.

SITC'ATIO='l" 2
Ask participants to think about a privately-owned bus service and ask
them to tell you whether or not the follOWing actions will bring a
profit or loss to the business:

.. The driver lets his family ride for free.

.... The bus is rented to carry a corpse to the mortuary.

.. Police are paid a bribe by the driver.

.. The local councillor pays for himself but not for the goods he carries.

.... Tourists hire the bus to go on a safari.

.... The driver siphons petrol from the tank and takes it home with him.

.. The conductor buys a newspaper every morning with fare money.

.... The bus breaks down and is mended for free by the owner's
brother-in-law.

88

17

..--- SITUATIO~ 3
While baking bread for their group, some
members deliberately drop the loaves on the
ground so that they can buy the soiled loaves
cheaply. Other members pretend that they

have baked fewer loaves than they
acrually nave, so that they can take

some home with :hem. The group
regularly gives me chief loaves of
bread for free.

e /990 TOlolO Heme ~tle.s ana World Education. Inc.
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CONCLI:SION:

SIITATION 4
Group members were gIven money to buy some goars. \"'hen they
return. they report that they bougnt the goats at a high pnce and that
the goats were iost on the way back. They acruaily hid them.

Conclude with the following questions:

Do you know any business owners or groups who do similar
things?

How do you increase your business profits?

How will you know if your business is making a profit or a loss?

What have you learned from this exercise?

Does It apply to your work?
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STEP 7: Explain that sometimes business owners act in ways that can reduce or
increase their profit without realizing it. Ask participants to consider
each of the following situations and decide whether the person is
increasing profit or loss.

SITUATIO~ 1

A kiosk owner seils vegetables, but she also gives them free to her
relatives. neighbors. and friends. Whenever her mother visits the
kiosk she gives her a few shillings from her sales money.

SITUATIO':': 2

Ask participants to think about a privately-owned bus service and ask
them to tell you whether or not the following actions will bring a
profit or loss to the business:

... The driver lets his family ride for free.

... The bus is rented to carry a corpse to the mortuary.

... Police are paid a bribe by the driver.

... The local councillor pays for himself but not for the goods he carries. 

... Tourists hire the bus to go on a safari.

... The driver siphons petrol from the tank and takes it home with him.

... The conductor buys a newspaper every morning with fare money.

... The bus breaks down and is mended for free by the owner's
brother-in-law.

SITUATION 3

While baking bread for their group, some
members deliberately drop the loaves on the
ground so that they can buy the soiled loaves
cheaply. Other members pretend that they

have baked fewer loaves than they
actUally have, so that they can take

some home with them. The group
regularly gives the chief loaves of
bread for free.
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CONCL"CSION:

5111:.-\110:--; 4
Group members were given money (Q buy some goats. \V'hen they
rerum. they report that they bought the goats at a high pnce and that
the goats were lost on the way bacK. They actually hid them.

Conciude With the following questions;

Do you know any business owners or groups who do similar
things?

How do you increase your business profits?

How will you know if your business is making a profit or a loss?

What have you learned from this exercise?

Does it apply to your work?
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--------FAIDIKA!--------

l l.es5i»n S.

CASH CONTROL

The careful control of business money is important for several reasons. It helps check
unauthorised (or unwise) withdrawals of money from the business. It saves groups from the
accusations and cont1ict which inevitably follow from poor business performance or suspi
cion of incorrect use of money. Cash control also guarantees a record of business perform
ance which will help the group members make good busmess decisions. As such, cash
control is an essential tool in increasing business profits and guarding against unnecessary
tosses.

0l"ewsprim, pens. tape, 2 case stories. handout of cash control tips for
participants

2 hours

Begin by brainstorming using the folloWing questions:

• How is the cash managed in your group?

• At home do you manage money in the same way?

• Who should control group money?

• What problems might arise over money?

Ust all the main points raised.

Ask for 10 volunteers to act out a case story. Take them aside and help
them deCide how to present the first play. Present the role play.

Lead a shan discussion focusing on the following questions:

• What did you see in this role play?

• Is this the right way to control money?

• Will it lead to profit or loss?

• Can you suggest any changes?

STEP 4:

STEP 5:

Repeat steps 2 and 3 using the second case story.

Go through the handout of cash control tips with participants. Check
which of these tips participants' groups already follow.
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------- F,A,IDIKAl

Case Story 1

A group of women began a pouitry prolect so that they couid sell eggs. Every dav 2
women were in charge of collecting and seiling me eggs. They gave credit to their frienas
lnd relatives wIthOut making any record. Sometimes they used sales money to buy soda for
~'amily visitors. The chairwoman. treasurer. and secretary took eggs without paying or mak
Ing a record. The treasurer also collected the sales money without recording the amount.
Sometimes she sent her sister to collect it for her. Sometimes no one came and the sales
women took the money home with them. Sometimes it was lost or stolen before being
handed over to the tre~surer. One daY the treasurer's husband borrowed the money she
was keeping and none was left to buy feed for the layers the next day. .

At their weekly meeting group members asked how much money the business was
making. :'\either the treasurer nor the secretary knew. Some members were very cross and
left the meeting.

Case Story 2

A group of women decided to start a charcoal selling bUSiness. Before oeginning they
met to decide how to organize their business. They agreed to work in rums. 2 women
selling charcoal every day. They also laid down a set of rules for controlling the money they
made.

Whenever the women on duty sold charcoal to customers they kept a record of the
sale. They only gave credit to other group members and kept a record when they did so. At
the end of every day the treasurer came to collect money from the saleswomen. She
checked the amount against their receipts and when the money was handed over they all
signed a book to prove that the money had changed hands. On her way home the treasurer
called on the group's secretary who checked the monev and recorded the amount in the
group's cash book: Twice a ~eek they collected money from the treasurer's safe box and
took it to the bank. At every group meeting they reported on the current cash in hand and
at the end of every month they read a statement to the rest of the group summarising the
income, expenses, profit, and bank depOSIts which they had made.

93

Does your group resembie the group In the first story or the second
story?

Why is controlling cash important?

Who will benefit from this kind of cash controi?

How will controlling cash affect the business?

Has this lesson suggested any changes you can introduce In your
business?

CONCLLSION:

I
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The b3.nk account and the booKkeepmg record should be reconclied monthly.

The secretary keeps a record of daily receipts and. expenses in the cash book.

The treasurer comes in to check daily receipts. If the amount recorded agrees with the
cash in hand. she collects the c3.sh and signs for it.

The treasurer must always know how much cash she has.

:S. :\loney is banked frequently. If possible, any cash in hand should be locked up by the
treasurer.

,-

'"'
').

~

•
8.

9.

ij

:I

i1

i'

Credit shouid not be allowed or keot to a minimum. .\nv sales on credit should be
recorded and an mvolce issued. Alt'members shOUld unaerstand and agree on the
credit poiicy.

Long st3.nding debts should not be allowed.

Group money should not be withdrawn without group approval.

At the end of the month, the secretary and treasurer prepare a financial statement to be
read to members. At every meeting they give the current cash position.

•
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Le!5S0n 3.

-------- FAIDIKA!--------

,r' 6 ('H rON~1ReI"-/ .. ~ '--.-\ L

The careful control of business money is important for several reasons, It helps check
unauthorised (or unwise) withdrawals of money from me business. It saves groups from the
accusations and corulict which inevitably follow from poor business performance or suspi
cion of incorrect use of money. Cash control also guarantees a record of business perform
ance which will heip the group members make good business decisions. As such, cash
control is an essential tool in increasing business profits and guarding against unnecessary
losses.

19

Begin by brainstorming using the follOWing questions:

• How is the cash managed in your group?

• At home do you manage money in the same way?

• Who should control group money?

• What problems might arise over money?

~ewsprint. pens. tape, 2 case stories. handout of cash control tips for
panicipants

95

2 hours

List all the main points raised.

Lead a short discussion focusing on the follOWing questions:

• What did you see in this role play?

• Is this the right way to control money?

• Will it lead to profit or loss?

• Can you suggest any changes?

Ask for 10 volunteers to act out a case story. Take them aside and help
them decide how to present the first play. Present the role piay.

Repeat steps 2 and 3 using the second case story.

Go through the handout of cash control tips with participants. Check
which of these tips participants' groups already follow.

MATERIAL:

STEP 3:

STEP 4:

TIME:

STEP 5:

STEP 2:

STEP 1:

e /900 TotolO Han" 1nr:/us;If!S ana World EducaIlOrt. Inc,
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Case Story 1

.1.. groua of "",,:omen began a poultrv proiect so th:lt me\' could sell eggs. Every Qav 2
\\'omen ":ere in charge of collectmg and sClling mc eggs. They gave credit :0 thclr frienas
lnd relatlves Without making any record. Sometlmes they used sales money to buy soda for
:arruly \·isitors. The chaif'.voman. treasurer. and secretaf'.' took eggs without paymg or mak
:ng a record. The t:-easurer :lisa collected the sales money Without recordir:g the amount.
Sometimes she sent her sister to collect it for her. Someumes no one came and the sales
women took the money home with them. Sometimes it was lost or stolen before being
handed over to the treasurer. One day the treasurer's husband borrowed the money she
was keepmg and none was left to buy feed for the layers the next day.

At their weeKly meeung group members asked how much money the business was
making. :'\either :''1e treasurcr ::or the secretary knew. Some members were very cross and
left the meeting.

Case Story 2

A group of women deCided to start a charcoal selling Dusmess. Defore begmr:ing they
met to deCide how to organize their busmess. They agreed to work in turns. 2 ,,'omen
selling charcoal every day. They also laid down a set of rules for controlling the money they
made.

Whenever the women on duty said charcoal to customers they kept a record of the
sale. They only gave credit ro other group members and kept a record when they did so. At
the end of everY daY the treasurer came to collect money from the saleswomen. She
checked the amount against their receipts and when the' money was handed over they all
signed a book to prove that the money hac :::hanged hands. On her way home the treasurer
called on the group's secretary who checked the money and recorded the amount in the
group's cash book. Twice a week they collected monev from the treasurers safe box and
took it to the bank. At every group meeting they reponed on the current Gl.sh in hand and
at the end of every month they read a statement to the rest of the group summarising the
income, expenses. profit, and bank deposits which they had made.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

CONCLL'SION:

FAiDIKA!-------

Does your group resemble the graua :n the first stOry or the second
story?

Why is controlling cash important?

Who wiil benefit from this kind of cash control?

How wlil controiling cash affect me business?

Has this lesson suggested any changes you can introduce m your
business?
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------- FAIOIKA!

1. The bank accoum and the bookkeepmg record should be reconcIled monthly.

The secret2.ry keeps a record of daily receIpts and expenses in the cash book.

3. The treasurer comes in to check daily receipts. If the amount recorded agrees with the
cash in hand. she coUecrs the cash and signs ror it.

-L The treasurer must always know how much cash she has.

). .\toney is banked frequently. If possible, any cash in hand should be locked up by the
treasurer.

6. Credit shouid nor be ailowed or kept to a mmimum. .\ny sales on credit should be
recorded and an :nVOlCe issued. All members should understand and a~ree on the
credit poiicy.

9. At the end of the month, the secretary and treasurer prepare a financial statement to be
read to members. At every meeting they give the current cash position.

Long standing debrs should nor be allowed.

97
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8. Group money should not be withdrawn without group approvaL
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Session ll.
Worksheet 1.

TRAINING PLAN FORMAT

Title:

Learning Objective(s):

I
I Materials Needed:

I Time:

I Activities

I Step 1:
(time)

I Step 2:
(time)

I
Step 3:

I (time)

I
Evaluation:

I (What happened'?)

I
I
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LEARNING OBJECTIVE:
By the end of this session, participants will demonstrate their ability to design
and implement a learning activity with a co-trainer.

MATERIALS:
• Handout 1, Descriptions of Training Techniques (from NFE Manual)
• Worksheet 1, Observation/Feedback Form
• Worksheet 2, Training Plan Format

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

TIME:

Step 1:

SESSION 12: PRACTICUM III

3 hours

ACTIVITY

Provide participants with an overview of Practicum III. Explain that the
purpose of this practicum is to give participants the time and the experience in
working with a co-trainer and in developing his/her own learning activity. In
this practicum, participants are encouraged to try one of three techniques:
critical incidents, group discussion, role play. Provide each participant with a
description of those techniques.

Reviews each of these techniques and describes how they can be used in
combination or alone. For example, both critical incidents and role plays are
used to stimulate group discussion. However, group discussion can be started
by posing stimulating questions or using pictures. Stress the major differences
between trainer lead discussions and participant lead discussions and how these
differences impact on leamer/participant motivation.

If participants are to lead their own small group discussions, then they also
have to be aware of the role of discussion leaders. Ask participants: What is
the role of the discussion leader? Collect participants responses on flip chart
paper or chalk board. Possible responses are:

• guides the discussion
• keeps it going by knowing the subject well
• gives quiet encouragement
• does not force opinion on the group
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Step 2:

Step 3:

Step 4:

• helps the group look at problem posed and discuss its causes and
possible solutions and consider ways of selecting and bringing about the
best solution

• others from facilitator behavior list?

If these responses don't come up the discussion, add them to the list as
suggestions. Make sure that participants understand each response and accept
its inclusion in the list. Ask clarification or need for additional discussion
before going on to Step 2.

Divide into groups of two and explain that the task over the next hour and a
half is to have participants work in groups of two persons each to prepare a
learning activity of their choice, but one which uses a critical incident, role
play or small group discussion, or a combination of any of these. Explain that
each group of two should use the training plan format that was used in the
previous session as a way to organize their learning activity. Small groups
then move into individual work spaces to prepare their learning activity.

After 30-45 minutes, trainer should bring participants back together. Ask for
volunteers to present their learning activities. Take two or three examples and
discuss each one after it is completed.

Trainer leads an overall summation of this activity before breaking. The
summary should highlight process with content discussions playing a secondary
role.
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Buzz SeSSlons

page 65

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Purpose: ~~ ai/ow oeooie to 01SCUSS issues 1n smail 3rOUOS.

Descnotl0n: ·:f:.en ::Junng a tralning lt 1S useful to worK 1n smail grouos.
sa tnat eacn oarson has a cnance to 'talk tnrougn' a tOP1C. Buzz seSS10ns
allow Oart1c1pantS to become more act1vely involvea In cescrlclng tnelr
001nl0ns in small groups cefore crlnglng those 1aeas to tne larger group.

Process:
1, The act1v1ty 1S lntroaucea 1n the large group.
2. Part1clpants are alvided lnto grouos of 3 or 4.
3. Eacn oart1c1pant snares nlS or her Vlew 1n tne small group lana It 1S

recoraea) .
~, Partlclcants' v1ews are consol1aatea Wltnln small grouos ana sharea wlth

the large grouo.

Case Studies

PurpOse: To allow particlpants to analyze ana discuss real or hypothetlcal
sltuatl0ns they mlght encounter.

Description: A detailed description of an event, a case study encourages
partlc1pants to 1dentlfy alternatlve behavl0rs and Solutl0ns to s1tuatl0ns
ana oroclems tney mlgnt experlence 1n the communlty. TOP1CS sucn as health
n1storles or storles of people wlth slmllar problems ln other vll1ages maKe
10eai suoJects for case stuay analysls. The tralner should deslgn tne case
stuay act1vlty so that 1t 1S relevant to particlpants. presentea wlth
1nterlm reflect10n perloas and discussed in small, logical segments.

Process:

1- Tralner wrltes or obtains appropriate case study focusing on the tOP1e
WhlCn is to be addressed.

2. Partlcipants either break UP into groups or work together In a semlnar
type discussion.

3. Analysis ana solutions to prOblems In case study presentea by partlCl-
pants.

4. Tralner fac1litates Questl0ning and approacnes to alternatlve solutl0ns.
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Critlcal InCldents

Purpose: Same as Case Studles aoove.

~FE ~anuai. :hapter 4

Descr~Dtl0n: Slmliar t: tne Case StUdY, :ne crltlcai lnClaen~ aescrloes a
partlcuiar sltuatlon ana 1S usea to stlmuiate alSCUSS10n. It a,ifers irom
tne case stucy 1n tnat ~t lS a snort paragrapn wnlcn enos wlth a sltuat10n
or QUestlon that reQUlres an lmmea1ate response. Partlcipants are en
couragea to respona to the lnCldent, take a stance they would defenc. and
alSCUSS the range of actl0n optl0ns wlth other Dartlclpan~s.

Process: Same as Case Stud,es aoove.

Demonstrations

Purpose: ~o allow particlpants to wltness a proceaure or an act. The
proceaure can tnen De practlcea oy partlclpan~s ana superv1sea by tne
tralner.

DescrlPtion: A demonstratl0n or'ngs to life some lnformatlon that nas oeen
presented In a lecture, discusslon, or explanatlon. For example, a discus
Slon of a partlcular traln,ng technlQue may not be nearly as effectlve as a
direct demonstrat10n of that techniQue which partic,pants can Doth exper
lence and apply themseives.

Process:

1. Tralner explains the purpose of the demonstratlon.
2. Tra,ner demonstrates proceaure or new behavlor.
3. Partlclpants ask questl0ns, engage In alscuss10n.
4. Partlclpants pract,ce wlth tralner/peer superVlslon.

F1eld Trips

Purpose: To allow particlpsnts to exper1ence firsthana the toplC of stUdy.

Description: Field trips generally bring to life ideas that have oeen d1s
cussea and analYZed durlng the tralning. They allow partlc1pants to see
real life applications of what 1S be,ng studled. Field tr,ps shouid be
well olanned and help stimulate the lnterest of the part1cipants. The
tralner should be aware of financlal and tlme factors and coorainate field
trlps accoraingly.

Process:

1. Part1clpants are orlefed on field tr1p - locatl0n, tlme and puroose of 102
tr,p. Objectlves for the trlp are outlinea.



ralner {.. an t~e neio af :an:,c~oantSJ ~av Tormuiate a llSt of aues
:"ons. coservatlons. ;, cc~s1ceratlcns tr.at :~e oartlcl0ants can use ln
tnelr ,nVeStlgatlon.

~. Fieid tr10 lS ccnauctea - :~1S ~ay lnclude escorts Dy communlty leaoers
ana/or exelanatl0ns oy iocatl0n speclallsts. ~artlcl0ants are encour
ageo to aSK QUestl0ns .

.1. ~fter fieid tr10, ~art1Cjoants are aeerlereo. ~he fielo trlp 15
alscussea ana crltlQUeo. :bJectlves are alscusseo ana a QUestl0n ana
answer cerloa allows for ~art1clpant ~nteractl0n ana snarlng of 1oeas.

I
I
I
I
I
I
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Fishbowl

Purpose: ~o orOVlae oart1cleants wlth an aCtlve ocservat,on ana analysis
exerClse tnat allows tnem to wltneSs ana critiqUe a stagea s1tuatlon.

Descr1Pt,on: ~ fishoowi sltuates a small grouo ln the center of a larger
graue, allowlng tne outer group to oeserve ana analyze the 1nteract,ons of
the 1nner groue. Partlclpants may ooserve a role olay or an actual
sltuatl0n such as a discuSS10n or a plannlng meeting. A fishbowi differs
from a role play, "hicn focuses on the feelings and reactions of the role
playlng partlclpants, 1n that tne focus lS on ·the observation and feedback
that 15 done oy the outer grouo to the information supplied by the lnner
group. Situations mlght 1nclude lnteraction between adminlstrators and
communlty memeers, active listening or problem solving. The primary
purpose 15 to practice observation skills and have the opportunlty to g1ve
and recelve feedcaCK on content and interactions.

Process:

1. Tralner dlvldes oart1clpants 1nto lnner and outer groue.
2. Inner grouc openly alscusses or acts out sltuat,on {deveiopea by tralner

or partlcipants).
3. Persons 1n the lnner group are active While the outer group l1stens ana

observes behav1or. Speclfic observation roles may oe asslgned to outer
groue memcers.

4. Outer group gives feeabacK to lnner group about what they saw.
5. Tralner facilitates analYSls of behavlor wltnessed ln lnner groue.

Games, S1mulations, and Structured Experiences

Purpose: To allow part1clpants to partic1pate 1n a structurea educatl0nal
experlence tnat approxlmates a real life problem or sltuatl0n.

Descrlption: Games, s1mulat,ons and structured experlences take a great
deal of plannlng and reQU1re a high degree of famlliar1ty wlth the subJect
matter. A gooa structured exeer1ence nas ciearly statea learnlng ooJec- 103
tlves and a deslgn that ensures that deSlred learn1ng outcomes are aChlev
ea. Generally, games or slmulat,ons ease anxletles or fatigue ana are
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~art'=~larly effect~~e wnen usea at the ena of ~ 5eSSlon or at tne ena of
:ne cay.

Mak1ng a 3ame or ceslgnlng a slmulat1cn or structureo exoerlence 1S a
como lex act1~1ty wnlcn reOU1res mucn tnougnt. At the very least. fOU must
1aent1f! Tour :aS1C ==mponents: a context lSltuat10n. game ooara ... "
players tho~ many, ~nat type), rules tconaltlons ana 11mltatlonSJ, ana an
obJective tSKll1, time. Nnat snould be acnlevea,. ~'th tnese 1n elace 'you
can refine tne structured experlence. pretest it ~ltn a smail graue, moalfy
it, ana use 1: wlth a group of partlClpants as follows.

Process:

Tralner expla1ns proceoures 1nvolvea 1n actlvlty and hanas out ~rltten

rules 1f avallable (Wnere aoproprlate. tralner aemonstrates proceaures).
2. Part~Cloants are encouragea to be spontaneous ana nave fun.
3. Game/slmulatl0n/structurea exoerlence 1S carrled out.
J, ActlVlty 15 analyzeo ana dlscussed.

Small Groups (Dyads. Triads. and More)

Purpose: To nelp share ldeas and bring indivlduals together for alSCUSSlon
or proclem solvlng.

Descr1ption: GrouPlng 1S an essential part of tralnlng and can be usee by
the tralner to e1ther orlng people togetner randomly, to nave partlclpants
from tne same commun1ty or regl0n solve problems together, or to a,scuss
oPPoslng V1ews or metnoas wlth colleagues. Optlmum grouc Slze ranges from
approx1mately two to seven, decendlng on the act,v,ty. The smaller the
group. the greater the cnance of indlv1dual part,clpatlon.
The tralner may form groups by asking partlclpants to choose partners or
aSS1gn lnalv1auals to groups uSlng a particular cr,terla (as suggested
above). The tralner can use this tecnnlQUe for 1n-traln1ng partlc1pat1on
or to establisn worklng groups for outside tralnlng asslgnments.

Process:

1. One tasK 1S asslgned to all groups or a different task 15 ass1gnea to
each lndividual group.

2. The purpose of the tasks 1S clearly stated and a time limit imposee.
3. How the group's work is to be presented lS clearly definea and sharea

resoons1bility for presentation is g1ven to all memcers of the group.
4. The task is carr,ed out.
5. Presentat10ns of results are made.
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Puroose: TO helo cart~Cl0ants feel at ease wlth eacn otner ana c:miortacle
ln tne new iearnlng envlronment: :0 encourage mutual trust.

Note: Since lce breaKers can often lncorpora~e games. unorthOdox act1vlt1es
or close ohyslcal con~act between oart1c1pants. lt 1S 1mportant to keeo In
mlna wnat act1vlty 15 most approprlate for tne culture and context In WhlCh
you are tralnlng.

Other lceDreaKers incluoe navlng partlcipants: draw a plcture wnlcn
descrlbes somethlng aoout tnemseives ana then descrlbe it to the grouo:
snare a "nicKname' :hey nave been gwen sometlme ln the past: solve a
puzzle together; or taKe a "blind walk" in Wn1ch one person (whose eyes
are closea) lS led by a partner's veroal instruct1ons.

Descrlotl0n: ~s ltS name lmelies, the lee breaKer warms the learnlng
enVlronment to the OOlnt that the' 1ce' keeelng partlclCantS from lnteract
lng wlth eacn other '5 brOKen UO. ~n lce breaKer generally lnvaives all
partlclcants ,n an aetlve role. Ice oreaKers snould be fun ana attemot to
create an lnltlal bcna between tralner ana partlcleants that can be
strengthenea durlng troe rest :f the tralnlng program. An examcle mlght oe:

cage 69

nls cartner to the rest of the groue.

and find out as much aeout eacn other

Ice 6rellKer

~FE ~anual. :haeter ~

1. Ranaomly palr off partlclpants.
Have oartlcloants worK In oalrs
'n five mlnutes as oosslole.

~. Eacn Dart~clcant :r.en lntrocuces

..,

I
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Lecture~tas

PurpOse: To crovlde car~icican~s wlth sceclfic lnforma~lon ana/or se~ ~ne

stage for an excerlen~lal actlvlty.

DescrlPtlon: ~ecture~tes are shor~ forms of a Jec~ure wnlcn are usea to
hlgnl1gn~ Key OOlnts of con~en~. They alffer from traaltlonal lec~ures 1n
tha~ they often lncorcora~e oar~1Clpan~ ,n~eraC~lon ana. at tlmes. 31ve tne
lmoreSS1on of a dlSCUSSlon. Useful as 1ntrocUC~10ns to tOP1CS ana "eao
1ns' to excerlentlal actlvit,es. lecturettes seldom last longer than 15
m1nutes.

Process:

1. Tralner prepares outline of lecturette and supportlng 1nstructlonai
materlals.

2. Key lnfonmat,on is presented to particlPants.
3. Tralner solicltS infonmation and/or questlons from par~lclpants.

4. Tralner allows discussion of unclear COlnts.
5. Tralner summarlzes, concludes and proceeos to next part of the seSSlon.
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Process:

Process:

Peer Tra;ning

'iFE !-'anua i. =:~acte r .i

Paneis

J use cutSlae ~xcer~s; ~~ cresent =r aemonstrate new mater~ais

JbJect; ':e5 of hav' ng guest soeaKers are set.
Panei memoers are seiectea oy tra,ner and/or part,c,pants.

3. Panel ~s ,nv'tea to traln,ng sess,on (gu,delines ana ,nformat,on ,5
prov,oea to panel memcers ceforenanaJ ana panel presentat,on taKes
place.

~. Part,c,pants are encouraged to ask quest,ons or Jo,n ,n d,scuss,on.
5. Analys,s and evaluatlon of panel presentatlon by part,c,pants ,5 faCl1i

tated Oy tralner.

1. Tra,ner solicits participant assistance 1n tralning 1n a partlcuiar
field of study. asks for areas of expert,se from part,c,pants. or
ass1gns participants top,cs to be researcned, preparea ana presenteo.

2. Part,c,cants who wish to (or are ass,gned to) work w1th tne tra,ner to
des,gn a tra,n,ng session and help conduct it.

3. Other part,c,pants are encouragea to ask questions and part,c,pate 1n
discuss,ons concern,ng the Chosen tOPlC area.

Purcose: ~o allow part,c,pants w,th excertlse ,n a certa,n fiela to nelp
~n tne tra,n,ng process ana for part,c,pants to tra,n eacn otner.

:age

Descr,pt,on: Peer traln1ng can nelp part,cipants to networK for future
coocerat,on. collaboratlon and support in thelr commun,ty worK. It taKes
tone role of the 'expert" away from the tralner and 9wes tne authorny and
control of learn,ng to the partlclpants. Thougn rewaralng, the preparat10n
for peer tra,n,ng act1v,ties can be time-consum,ng.

::'Jrcose:
:r 1ceas.

Jescr,pt,cn: ::anel ~,scuss,ons cften ,nvoive a fac,j,tatea oeoate ana
~resentat'on on a given too,c. f~llowec oy a Quest,on ana answer cer,ca .
•arlat,ons c~ tn,s pattern tnat allow more ocen ,nteract,on cetween canel
~emoers ana :ar~,c,pants are Doss,cle ana snouid be experlmenteO w1tn.
::aneis of exoer~s can ennance tne learning exper,ence of tne part,c,cants.
9,ve tnem access to act,'/e memcers of the commun,ty. ana helo cart,c,cants
~a estaOllsn an ,nrormatlon support networK outslae of the tra,nlng
:rogram.

I
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Popuiar Thee~re ana Puoce~ry

;:lage 7:;

Purpose: ~ communlcate lnTormatiOn In an en~ertaining way tnat hoias
;:leopie's attentiOn ana encourages tnem ta thinK acout lssues. =ntertain
ment 1n the form of theatre ana pupcetry presentat10ns offer peocle an
opcortunity to get together: ~nciud,ng many wno 00 not normaily go to
meetings or otner tralnlng seSSions. It can also deveiop ieaaersnip SKills
:mong the actors ana others wno clan the orama.

DescriPt10n: Popuiar theatre \also callea tneater far aevelocment) 1S

~heatre Dyana for the oeopie. 3y uSlng costumes. the stage, ~asKS ana
even DuOpetS. peopie fino ways :: explore tOPiCS tnat tney wouia otnerWise
be teo afralc or emoarrassea t: d1SCUSS. They may taKe time to lOOK at an
Jnauest10nea :raaltionai practice ln a new 11gnt iT oresentea 1n an
"nteresting, story form. Jften tnrougn humor ana fictitiOUS s1tuations.
sens1tive t001CS can begin to De considerea ana Oiscussea. Usually tnls
puolle play lS plannea an oracticea 1n advance. Some oarts may De memoriZ
eO, out otners may be open-eneee. allowlng actors to speaK ln tnelr own
wordS. In many cultures puppets are even more effective than live actors
Slnce tneir traaltional characters can crlt1clze wnat real oeoole, even
actors cannot. VaCCinatlons. the neea to ralse money for a community
center, a new dlstance raa10 orogram, or famlly plannlng nave all been
toples of popular tneater presentat10ns.

Process:

~. A group cecices to create a theatre produC~ion ana generates some 1aeas
on wnat it shoulo be aoou~.

~. They 1centify a tOP1C, declce wno the maln characters ~,11 De ana wnat
tney want the audlence to learn from tne proaUC~ion.

3. Next. the group draws upon personal experience to invent a convinClng
story that addresses local oroclems and they sKetch the piay out
together ltrYing to lnvolve numor. songs, dance and mUSiC wnen pas
sib le J.

4. The grouc decides who Will play which part and begins oracticing.
5. A place lS found to giVe the arama and a simple "stage area' 1S con-

struc~ed and props and costumes (or puppets) are oreoarea.
6. The uocomlng event is publiCized.
7. The productl0n is presentee. soliciting participation from the audience.
8. Time lS set aside lmmeolately afterwards to discuss the crama wlth the

spectators. Community "action plans' can De deveioped at thiS time.
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Role Play

Purcose: ~ ailow oart1:,:ants t~ oract1ce ;earnee penaVl0r ~n new s,tua-
:10n5. lct :~t reaj-: 'fe s~tuat,ons. ana exoer,ence new oersDeCt1~es.

Descr,pt,on: ~oles may oe set UP oy tne tra,ner cr part'c,pants may maKe
uo t~e'r own roles. ~art1c1DantS can thus exoiore solut'ons to 51tuat'Ons
or proolems ~naer C'SCUSSicn. Slnce tn,s 15 a role piay, J1SCUSSion can
center ~rouna the role and cnaracterizat10n presentee oy the partlc,pant
ana thUS avoia critiC1sm of the par~iClpants tnemseives. Role piays can De
usea 1~ the large grouo or 1~ smaller groups 1f appropriate.

Process:

1. Oescr,pt,on of role play glven orally or as a handout (developeo oy
tra,ner or oart,c1pantSJ.

2. ;art,c1pants of role play are g,ven a t1me i1mlt to prepare.
3. Part,c1pants act out role playas the cnaracter that they are portray

ing.
4. Tralner fac1l1tates a1scuss1on/analY51s of benavlor portrayeo or felt by

part1cipants.
5. Part1c1pants offer suggestions for changing thelr own oehavlor/attl

tuoes.
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Instruct~=nai Support ~aterlals

"'voe

:halkboares I
I

Most all jemonstra
tlcns ana alagrams.
Erasaole.

SUODi'~s Naeaea .,."" P"-:>CUC2

Ply~ooe ana cr.alkboare calnt.
i Chaik can also De proeucea from
I 1oca I resou rces

~osters.

=1 i p
:hans.
Jiagrams.
etc.

Permanent or mOOl 1e !
d1Soiay sucn as stees I
in oroeuC1ng oral i
renvaratlcn Soiut10n.

Proaucea from paper. _"1te
caracoare or cloth. ~oros can
be lmor1ntea uS1ng felt t1P
marKers. nomemaae lnK stalns. or
palnt. Use alfferent coiors for
vlsuai effect ana Coares to rule
stra1ght lines.

':~ea I
objects

Identlficatlon of
plants ana cests.
macmnery, etc.

Plant soec1mens. usea auto
parts. objects from the env1ron
mente

Flanne i
boares

DisPlays reaulring
moveable ltems
showlng act10n or
change.

I Flannel cloth or wool. P1eces
maae from same mater,al or
similar rough cloth that wll1
"stick" (burlap and flannel is a
good comb1nat10n). Cloth 1S
attacnea to a base like st1ff
caraboard or plywooa.

I

'3ames ana : Act 1ve ~ fun} repre-
Simuiat10ns I sentation of real

life act1vlt1es

, A range of ma~er1als. founo ana
proauced. deoendant on type of
act1v1t1es (from game coaras of
wood and caraboara ~1th marKers.
to costumes and vercal/wrltten
instruct ions).

Radlo
programs or
Tapes (for
audio
present
ation)

Updated practices and
current events.
Language dialogue
review and oral
history.

Simple radio and/or aud10cas
sette player and recorder.
Batterles or power outlet (if
current 15 available). Tapes
for recoraing.

Presentation or
production of
recorded programs

TeleVls10n.
Film, VCRs

Video Cassette Recoreer \VCR)
ana/or camera un1t, mon1tor.
current; Film proJector;
Televlsion and broaacast program

'- ~f_r_om__Tv_s_t_u_a_l_0_. ...~
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=~anne! eoarc C:ns~r~ct~:n

=iannei Saare

Fasten the clotn to the Doard uS1ng tape. staples, taCKS, or glue wnlle
runn1ng your nana across tne cloth to create a smooth surface.

~ large sneet _, :iywooa or
-eavv caracoara. ~ iarger Clece
of f~annei or rougn ciotn.

~ater1als:

iake a large a plece of wooe or neavv carccoara (partlcl0antS wlll have
alfficuity seelng a small alsplay from a dlstanccJ and cover entlre
boara w1th flannei. blanKet. or other rougn clotn (note: tne rougner the
cloth usea tne Detter tne boara W11l worK; smooth cloth may also De used
If the surface 1S rougneneo w1th sanacaper).

Proceaure:

:escr~:~1on ana Use: ~e T '~nne! ::ara ::~S1S~S of a rougn surfacea mate-
~'ai ~:tac~ea :: ~ ocara :nat serves as a oacKgrouna c:otn fer ~rawlngs,

:~c:~res. 3ymcois. ana caotlcns. -he alsoiav mater1ais, oaCKea wltn
~~otr.er reugn surfacea materlal. aahere to tne oacKgrouna wltn silgnt
cressure ana can eaSl iy De removea or rearrangea on tne flannei ooara. 3y
seauentlaily aaclng oreoarea materlals you can use tne fiannei boara to
:eveicc conceots or ,llustrate processes. -he flannei boara lS easy to
::anSDor~ ~na store. 'ou can eas,iv 1nvoive oartl:1pants 1n oreoarlng
:1solayS or reconStructlng a process you nave aemonstratea.

SU9gest10ns: If 00ss101e use claCK. ;reen. or grey coior cloth ltneSe are
:~e most JpprODrlate oacKgrouna coiors ana wl11 ofrer gooa ccntrastl. If a
ooara 1S not avallaole. tne cioth may De clippea to or drapec over a
portaoie cnalkboara or piaceo on a s1mple trlpoc.

I
I
I
I
I
I
I
I
I
I
I
I
I
I

Alternatlve Constructlons

Elastlc-backed cloth: Fasten elast1c strlps to the cloth so tnat ~t flts
tlghtly arounc the coard. This allows the cloth to be easlly removea for
storage.

Cloth bag flannel boarD: A two-sldeo cloth boara can be mace cy sew1ng two
pleces of cloth together In the form of a oag. Two different colors of
clotn can be usee to maKe a cn01ce of bacKgrounc colors. To use. 1nSert
plywooa. a Chalkboard or heavy cardboara into the oag and P1n the ODen ena
1n place. Store alsplay materlals 1n the oag between uses.

Constructlon of Oisplay Mater1als

I
I

:hoose ana cut out wnatever materlals you want to clsclay: plctures.
grapns. cnarts. etc. Cut-outs Should be large so that learners can see 111
~nem cleariy. Simpie crlgntly colorea dlsplays are more vlsuaily effectlve
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':.nan c::moi,ca:tea. :=~allea c~::ures. _ctter',g sr:ou'la oe Doia. =,gures,n
~ story. :or examc:e. snouia :8 ,- orocor:':n :: eacn otner. 'arger 'n tne
:oregrouna. smai ler 'n tne oacKgrouna. :ut-cuts ana alsoiays must ce flat
:na r·~'a. ::ue t:-"n Dlc:ures :r ~rawlngs :n:o :~raooara ana aociv tne
:acK,ng materlal G'~ectl'1 to t:"1e caraboara. Jse sanacaoer "n narrc'ol
;tr'OSJ ~r rcugn c':th (over entlre areal ~s oacK1ng mater,ais. -he
J,sciav materlals snould aanere t: eas,lv to ens r1annei ceara wnen tney
!re oressea r~rmiy agalns~ It. ~!terlals '01111 stay ,n place oe~ter ,f tne
coara 1S tlocea s1,gntly bacKwarc agalnst a wail. :nalkboarc or easei.

\,lakln:] Sanacacer

:f sanaoaoer 's not ava,lable. nome-maae sanaoacer :an oe eaSl iy oroaucea.
3creaa a tnln layer ~f glue on caraOoara. tnen scrlnKle on a ilgnt cover,ng
:r sana. ~llow t:: :rv ana snaKe off excess sana.

Communlty Bullet,n Boara ana Newsnee~s

Descr,otlon ana Use: ; commun,ty oulletln ooara. placea ln a strateglc
loCatlcn, can ce an effectlve way tc encourage reaalng ana keeo oeooie uc
to oate on program ana communlty news. Anytnlng tnat can nold papers and
be easily rearrangea can serve as a bulletin coara. Items can be hana
wr1tten ana cnangea every day. Use the beara to cnallenge lnteractlon:
lnv,te people to wr,te short letters and respona to each other or pos~ a
local newscacer ana encourage contr1butions. Use your communlty bullet1n
boara ln anyone of the four traditional purooses: to inform, to motlvate,
to lnstruct. or slmcly to decorate. In general, bulletin boaras are used
because they are ,nexpenSlve and can be homemaae from local mater,als ana
can be easlly changea. In a classroom settlng they provlae v1suai stlmula
tlon to the learnlng enVlronment and a focai COlnt for learner oartlclpa
tl0n ana dlSCUSSlon. If you maKe tnsm large ana moolle, you can even use a
bulletln boara to a,viae your learn,ng space for small group worK ana
vanety.

A moaest m,meogracned newsneet can keep people costea on upcom1ng events
(see sectlon on hana press auplicators for proauctlon ldeas). A newsheet
neea be no more tnan a couple of pages and come out once a mon~n or so.
Invlte people ln tne communlty (lncluding children) to contrlbute art,cles
and announcements. EnCouraglng partlcipants to run a newsoacer can oUlld
crlde and a sense of communlty. Moreover. in areas where tnere are few
books. a newsneet 3'ves peoole a chance to oractlce, and thus retaln, thelr
literacy skills.

Bulletln Boara Constructlon

112

Materlals: A large Clece of wood. caraboara. matt,ng, etc.: palnt or
cloth (to accent or cover): fasteners (pins, thumotacKS. wlre
clips. etc. J.



Falnt ~~e ooara a cr1gnt ceiar or cover ~: ~1tn a or1gnt soila caiar
mater1ai.

Fasten t~e cui let1n ooara to a wail or stana 1: on an easel \somewnere
wnere It C3n oe seen out nat easlly knoCKea over!.
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~rocecure:
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3. Organ1ze tne dlSciay mater13is ana attacn them In a ciear ana lntereSt
lng fasnlon .

Suggestl0ns: ~any everyday mater,als can oe turnea lnto oullet,n coaras at
l1ttle or no cost. A plece of cardcoara ~ox lcartOn!, wooa cartons (wooeen
ooxes), ~eavy cioth mater,al, ~eavy wrapPlng paper, ~oven mats or otner iow
cost materlais maKe excellent Jlsplay areas. 'ou can also cover ~art of
:ne cnalkboara w1tn flannel or use tne oaCK of a aoor. A W1re. strong
:ora. :r even a slim camooa ooie stretcnea over cart of a communltY room or
tnrougn tree crancnes maKes a funct10nai builet1n ooara wnen materlals are
cllPcee to 1t.

Chalkboara

Descrlptl0n and Use: The chalkboard is a useful tool for any eaucational
act1vlty. It 1S easlly used ana reused and can be made large for racl1i
tators or small for practlce ana use by ,ndiviaual learners tthlS 1S
especlally 1mportant where paper 1S less acunaant). To use a chalkboara
effect1veiy:

• Print or wr1te large .
• Face tne grouc as mucn as ooss,ble. dO nat talk to tne coard.
• De not fill the coara w1th lrrelevant mater1al.
• Use the coara te empnas,ze the lmportant D01nts oy: arawlng clctures,

maps. ~1agrams or wr1t1ng clfficuit woras. lists. summar,es, a,scus
S10n auest,ons etc. (be1ng eSDeclally sens1tlve to the llteraCy level
of your audience).

• Use tne board to Jot down ldeas from a communlty discusslon.
• Make sure participants understana what you have put on the coare ana

why.
• Clean the board often (unless there lS somethlng you want savee for

future reference).

Facilitators should be tralned to use a chalkboard in an NFE environ
ment. Without soec1fic tralnlng, there lS a tenaency to revert to the
faml1iar yet paSSlve formal school uses. Encourage everyone to make use of
the oeard. Learners or facll1tators can outline recorts to be comcaree.
summarlze researCh or group discuSSlons. or draw pictures to 1llustrate a
pOlnt. A more literate partlclpant can be used as a secretary to wrlte
down the lmcortant pOlnts of a group discuss10n. or a story as ,t '5
createa. The fac11itator can then 51t back and observe, actlvely partl
Cloate or hele learners cneCK for m1stakes (tactfully avolclng creatlng 113
feel,ngs of fal1ure ln front of the group) .
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~ater1als: :1ece of 01ocKooara. :iywooa. :r Oieces c~ pianKs j:lnea
:~getner: ciacK caln: or cnalkooara calnt [see oeiowJ:
sanacacer: :naiK ana ::otn or eraser (duster).

Proceaure:

1. Sana maln coara mater1ai carefuljy to an even rougnness.

) Apply t.o separate coats of clacK palnt to rougnenea surface. 3e sure
~he f1rs~ :=at of palnt ~s dry oefore applying secona coat.

~. Before USing the cnalkboara. r~c a cnalk-austy eraser or clotn over 1t
\thlS ~s necessary to create an erasacle surface).

Suggest10n: ~ttacnlng a gooa wooaen frame to the ooara wll1 help preven~

~arOlng ana ~aKe the cnalKboara last longer.

Alternatlve C=nstruction-Clotn ChalkbOara

This 1S a portable chalkboard that is light, easy to
carry and can De used wlth small groups of learners.

Mater,als: canvas (55 x 74 cm); ;~und wooden pole or stlck; blaCK palnt.

Procedure:

1. Apoiy two coats of chalkboara oalnt or blaCK palnt. ailowlng first :oa~

to cry tnorougnly oefore applYlng secona coa~.

2. When paint 1S dry, fix a rouna. smooth WOOden rod or pole to tne long
ena of tne oalntea cloth.

3. Connect oo~h enos of the rod wlth a Plece of cord or String so that you
can hang lt on a nail.

4. When rolling up the chalkboarc. roll the painted S1de In keePing the un
finlshed surface on the outslae.

Suggestl0ns: If canvas is not aval1able. use a smooth. thick plece of
cotton cloth or old blanket. Give the cloth a very tnln coat of (carcen
ters) glue on one slde. When glue lS dry, apply two coats of palnt as
above. Make a sturdier verS10n of this chalkboard by attacnlng poles to
botn endS of the canvas and maKlng two vertlca1 support poles that, when
placeo between the toe and bottom pole. stretch the canvas and create a
fir111 wrlt1ng surface.

114
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lo4ater1ais:

Proceaure:

part. soot. :, :cwaerea cilarccai: oart :arn1sn:
1/2 :art.s cf Kerosene or caraff~n.

H1X varn'Sh ana oaraff1n tnorougnly.

2 Blena m1xture t~orougnly wlth soot or powaerea cnarcoaJ.

3. AOcly t~o coats of palnt t~ preparea surface as aescr,oea acove.

I
':ha lk

"'star,als: 1 oart :ilalKv so, i or 11me cowaer: ~ parts ~ater.

I
I
I
I
I
I
I
I
I
I
I

Proceaure:

1. Place cnalky sOll in a large oaSln or bUCKet.

2. Add water and stlr vlgorously. Crumole large pleces ana clssoive so11
as mucn as posslole. Ignore hara rocks or peebles.

3. Allow 5011 to settle overn'gnt.

4, Pour water off the top ana sKlm off top layer of sllt (thlS 15 usually
several 1ncnes tnlcK). The top layer you have Just SKlmmea oif 1S cnalk
1n a liqUla state.

5. Put:nalk' 1n a oag of musl1n or slmllar coarse, porous cloth ana let
1t drlO overn1gnt. To speea process, the water may oe saueezea out.

6. Roll chalk (Wh1Ch should now look like clay or breaa dougn; 1ntO long,
snaKe-;lke pleces. Cut to aeslred lengtns and let cry. Or spilt a reea
stalk ana use 1t as a chalk mold.

Suggestions: Thicker chalk w111 not break as easlly. To maKe colorea
chalk, add dye (see thlS sectlon) in step 2 above.

Layout

Layout refers to the arrangement ana placement of mater,als w1thin a
definea area. It is one of the most 1moortant factors 1n a successful
bulletln boara, paster, newsneet, or any graphic mealum. In general, you
should balance the presentatlon of text and lllustratlon so that the ena
result 1S easy to reaa and pleaslng to looK at. The final deC1Slon as to
how to layout a glven oage, poster or boara w111 generally aecena on wna\15
1S most 0leas1ng to tne 1nalvloual's eyes. The followlng lllustratlOns
dePlct the same 1tems laid aut ,n three a,fferent ways.
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~, ~~ur eff 'iQU1C. 3crace s:~re~ f~~ tr.e c~~t~m of tr.e eOnta1ner ana set
't ~n t~e sun :: cry .

. ~ maKe caste. ~~x some s:~rc~ wltn e~ia water ~ntll cUlte tn1CK. Next
~aa 001 i~ng water. 3tlrr1ng constantly, ~nt1 i you reaen tne aeS1rea
:onS15tency f~r paste.

~~oer ~~cne

Mater,als:

Proceaures:

~ewsoaper :r old tn,n oaDer stOCK ana a oaste mlxture from
above.

116

Sheet methoa: ~oaK a sneet cf newspaeer 1n a tnln mlxture of oaste. ~hen

1t 15 soit ana c118ble. ;ay 1~ over the form to oe coverea. ~et cry.
Place at least S1X layers arouna a calloon or rouna oeJect to maKe a oall.
(Best methoa for maKlng large oOJeets.)

Pule methoo: Tear newscaper ,nto small pleces ana soaK these 1n water
untll they form a puley mass. Dra,n off the water and m,x the oaper
thorougnly wlth tnln paste. Apply by hanofuls to the form to oe covereo.
(Gooa for mocels. maps. etc.)

Str,p methOd: Tear off th,n strlPS of newspacer and soak them ,n tn,n
paste untll they are soft and pliable. Apply in crlss-cross layers. (Best
metnoa for mak,ng puppets and anlmals.)

Models: Dioramas. Sand Tables and Salt Maps

DescrlPt10n and Use: ~odels are three-dimenslonal representatlons of a
real th,ng. A mooel may be larger. smaller. or tne same Slze as the oPJect
1t represents. It may be complete 1n aetal i or s1mplified for 1nstructlon
al purposes. Use a moael as an ald when alscusslng a sltuatlonal analys,s.
try,ng to maD out a village and potent,al locatlons of latrlnes. or
practlclng construct,on of mud stoves on a small scale. Also. learners can
be actlvely involved in maK,ng moaels. whetner lt be creatlng a three
a1mens,onal map the1r communlty or making a model of a bUl1d1ng they hope
to construct.

If you are uSlng a mooel for lnstructl0nal purposes. fam,liar,ze yourself
wlth It before you oe91n. Pract1ce your presentatlon. If your mooel 1S a
wor~1ng one. be sure you know how lt worKS. 8e sure your audlence aoes not
get the wrong ,mpreSSlon of the Slze. shape. or color of the real oOJect 1f
the moael alffers from ,t 1n these respects. ~henever feaslole encourage
learners to hanoie and man,pulate the moael.
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Jloramas:
~cuses arc
"n the OOX
~~gn i 1 gnts

~ dl0rama 13 an ooen-Slaea OOX ~ltn fiat cacKgrouna ana trees.
3rouna c=nstr~ctea of pacer or carccoarc. palntea ana DOSltlonea
to oresent a tnree-almenslonai dlsoiay. :t lS a moaei tnat
features of a oiace. a oartlcuiar scene. :r vlllage.

Pen Construction

Pens and Paintbrushes

Sana Table: :he sana taole lS
exactly wnat tne name lmolles: a
table. or a floor 1n a corner oi a
room, ~lth bUllt up Slaes tnat
contalns sand or slmllar materlals
that can oe molded to aeClet a oar
tlcular scene. Small moaels can De
createa ana easl1y movea from one
spot to anotner on tne sana table.
The sana taDle nas an aavantage 1n
that t~e sand can De smootnea out ana
usea over ana over agaln.

Thin, hollow camboo 1S recommenaed for pen constructlon l large
bamcoo staffs wl11 not work).

1. Bamboo Marker: Choose a 10 cm stlck of bamcoo (wlth an lnSlae diameter
approx1mately the same Slze as the desirea line wldth), a wad of co~ton

(or any hlgnly absorcent ma~erlal), and small plece of loose-weave
muslin. Compress cotton tlghtly and cover wlth muslin. Stuff lntO ena
of bamcoo. Dip the cotton pen tlP lnto an lnk or dye and allow a
reasonaole amount to be aosorced. Wipe off excess and use lt as you
would a felt pen or maglc marKer. As the wrltten 1mage oeglns to 117
l1gnten. dlP the marKer Derl0dical1y 1n the lnk or dye.

Matenals:

Salt Map: Slmllar to tne sana table, out more permanent, 1S the salt map.
ihe sait mlxture can De moldea lnto a rl9la surface wnlcn can be oalnteo.
~aoelea ana oreservea over a long perl0d of tlme. The 1ngrealents of the
salt map are: one cup flour, one cup salt ano one-naif cup water. When
these lngrealents are thorOUgnlY mlxea togetner they form a substance that
can De molded. and when left to dry wlll haraen. The salt 'map' has an
unusual advantage In that It can be hung up when dry, provlding three
aimenslonal plctures.

Descrlotl0n and Use: Pens, palntbrushes ana marKers can be maae from a
lar1ety of inalgenous materlals. Sturay, effectlve. ana easlly maae.
'ocally proaucea pens and orusnes dippea ln homemaae ayes ana lnKS can take
tne place of store-oougnt eQulvalents. Maklng your own wrltlng lmclements
can orove part1cularly 1mpcrtant in areas where even the prlce of a pencl1
1$ a oarrler to part1clpatlon.

Pen Types and Procedures:

-

I
I
I
I
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I
I



~FEY3.nua i. :~acter .1 page 61

EJ
ITITLE 81

-"ex,. --- I i
I 'M.~" I
I I

EJ
~

JAAPHtCt:::!ilei
r~~~:·1 .. I-_.. r - I

• I - ,

Posters

Descrlptl0n and Use: ~ good poster should catch ana hold an lnd1vlduai's
attentl0n iong enough to communlcate a brlef massage. To be effectlve,
posters must De coiorful and dynamlc. If your message 1S clear and catchy,
a poster can De an lnexpenSlve and easlly producea method of dlssem1natl0n.

A poster ~as first usea as a means of advertlslng over one nundrea years
3g0 ~: cromote theatrlcal oroductlons. Since that tlme, five Key aspects
JT Doster oroauct~on nave emergea. An effectlve poster 1S s1mcle, nas a
s1ngie theme or tOP1C, contalns a conclse, ~ell-pnrasea message, and uses
large oold letters and eye-catch1ng colors. Good oosters do not Just
happen, they are carefully plannea. Posters rely on a symool that expres
ses a part~cular set of ideas and is approprlate to the cultural ana soc1al
context. 7he actual size of the poster, the letterlng, and the color1ng
wlll all be lnfluencea by ~here the poster 1S to be d1splayea.

Understanding how to use colors 1n posters is extremely lmportant.
Purpie 1S the least vislble color (by ltself) ~h1le yellow has twelve tlmes
the V1S1bi11ty of purple. Orange, green, red, and blue are all roughly
three times more vls1ble than purple. Ultimately, complementary colors and
contrasting shades create contrast and provide the most str1klng visual
results. If, for example, you wlsh to create a poster to be vlewed from a
great dlstance. then you would use dark blue (or even dark purple) on a
whlte oackgrouna S1nce thlS ~ould result in the most vlslble letterlng.
SlaCK on yellow, green on white, blue on white, green or rea on yellow and
red an whlte are also appracrlate color comOlnatlons for dlstance vlewlng.
lFor general Layout lnformatl0n, see the sectlan above.)
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Puppe~s
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Descr1Pt10n ana Use: The use of pucpets 1S a weil trlea ana vaiuacle non
:~rmai eaucat10n tecnn1Que. ~ucpets can take varlOUS forms from nand
=uccets. ~o stlCK. to marl0nettes. A PUCpe~ can oe maae to represent a
cnaracter. ~ value. or a type of ina1v1aual. Puppets serve as a sate ana
aften culturally approcrlate wall between learnerJs commentary on thelr
~orld and POSSlble repercuss10ns (l.e. Duppe~s may pOKe fun where peopie
rear :: treaa).

=uopet ~:nstr~ct,cn

Cloth and Envelope Hand Puppets- ~aterlals: old socks. shirt sleeves. usea
envelooes. yarn. corns1lk. buttons. palnt,
glue. etc.

Proceaure:

1. Draw, palnt. glue or sew a face on one slde of the cloth or envelope.
Make the eyes a promlnent fea~ure. (Shape the envelope arouna the tOP
edges of the face oy foldlng and glulng the corners.)

2. Attacn grass. cornsllk, strands of wool, yarn or rolled paper to serve
as halr arouna the face. 1n baCK, and for a moustache or beara lf
deslred. .

3. Put the Ducpet head on one hand. You can use a rubber cand or plece of
strlng to secura lt around the wrlst.

4, To use the puppets have learners hide thelr bodies behlna a cupcoard, a
OesK. a large box or a fence and let the cnaracters of thelr puppets
taKe over.

Paper ~aChe Pupcets- ~aterials: paper strlpS, paste, palnt. etc.

Procedure:

1. Wrap a piece of dry paper arouna your index finger to make cone ana
paste lt toge~her.

2. Crumple a ball of dry paper ana place lt on the top of the cone.

3. Attacn the ball to the cone uSlng paper mache strips (see reClpe for
paper mache below), contlnulng until you have formed a secure, smootn
surface.

4. 8uild UP thlS surface wlth more strips to form features - ears, liPS,
nose, eyeDrows.

5. When It dr,es, Paint it.
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6. C~t a aress cr snlr: from an oia scrao of ::ctn ana sew It anto tne
"sao.

Srlng tne cuccet t: j,fe oy ,nsert~~g your ''ioex ringer 1n ene noilow
:one ano ~slng tnumc ano PlnKY as 'hanas 1na use a ceSK. taole or iarge
oox for :~e stage.

Suggestlons: :n many cultures, puppets nave f~une a olace In the festl
vltles ana lelsure llfe of the communlty. Exclore local tecnnlaues oT
puppet constr~c~lon or lnvlte a ouppeteer to leaa a constrUctl0n seSS10n
wltn partlclcants.

Pastes and Paper Macne

Descrlctlon ana Use: ~he Tol1ow1ng mlxtures are locally prOducea aoheslves
tnat :an De usee to T1X paper ana cloth ltems togetner. form maDS or
mocels. or otnerwlse nele to create lnstructlonal support materlals.

Flour Paste: from commerclal wheat or cassava flour and water

1. Remove all lumos from the flour by sifting it through a Wlre Sleve.

2. Add water as needed to the flour to form a smooth oaste.

Suggestion: :nsectlcldes may be added in areas where lnsects are a
oroolem. (If insectlcldes are used. store well out of reacn of chl1dren and
aVOlC lngest~on cy anyone uSlng pasta.)

Rica Paste: f-om hanofu1 of rlce and water

1. Cook rice 1n water (as usual) until rlce is mOlst and stlcky, do not
allow rlce to Oecome dry.

2. Allow to cool and draln off any excess water.

3. Use the st1cky rice as a oaste, press,ng out lumps wlth your finger as
you aoo 1y , t.

Cassava Paste: from 4 medium cassavas and cold water

1. Peel, wash and grate cassavas.

2. Add cold water, soak, and strain into anotner contalner. SQueeze out
all 1, QU, a .

3. Let stano for one hour. Starcn will settle to the bottom of the con-
ta,ner. 120
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•. Flat St,cK Pen: =or maKlng ietters JOU can wrap a smail Plece of felt
over tne ena of a flat stlC~ sucn as a tongue aeoressor ana secure
tlgntly wlth an eiastlc cana. Jip lnto 1nK ana ceg,n letterlng. -hlS
1S gooe for arawlng large ana W1ae lines.

•

3. Bamooo Letter,ng Pen: Select a 12 em st,CK of bamooo cane ana use a
~nlfe or razor claae to carve an excellent letter,ng pen (as snown ln
tne arawlng). 8e sure that tne ena lS flat ana even 1n tn,cKness as
thlS Wl 11 affect the letter,ng you proeuce. Dip tne pen In tne 1nK
oerloclcal1y as you wrlte.

Palnt Brusn CanStr~ctlan

Stlck Brusnes:

• Use chew-stlcks lusea as a aental hyglene tool in many places) as
cheap c,sposacle orusnes.

...----:J

t Select:r cut a SlX 1nch lengtn of rattan or a arlea reea-11ke piant.
MarK 1t acout one-naif lncn from one ena ana pouna th,s sectl0n to
form bnstles.

Loose-F;ber Brusnes:

• Select bamaoo sect,ons, soak and chew the endS to make brushes for
wrlt,ng and pa,nt,ng.

•

•

I
I

Mater1als:

Proceaure:

Several large ch1cken or bird feathers tied together ana
tr1mmea to an appropr1ate length, or ha1r, strlng, flne grass.
s,sal fibers. etc.; gum or latex; bamooo or groovea st1cK;
strlng or plaltlng cotton.

I
I
I
I

1. Clean mater,als and gather them into small bundles accordlng to now
thick you want to make your brushes. Tie the mater1als firmly and cut
level at the Cottom.

2. Dip the level end in a waterproof gum or latex from a plant (suCh as a
eUPhorbia hedge) or other source.

3. Stick the gummed end into a split bamooo. cut ana groovea 5tlCK or onto
a groovea bevelled st1ck. (It 15 better to fit the brush "in" sometn,ng
rather than "on" it. Bamboo 15 ideal for this purpose.)

4. The orusn should be t1ghtly bound onto or into the hanale. Halr
plalt,ng cotton or other small flexlble fibers are 1deal for th1S stage.
A small amount of gum or latex over the b1nd1ng w1l1 help to keep lt
from com1ng undone.
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Inks. Jyes ana Palnts

cage 87

Descrlpt10n ana Usa: ne reots. ~eaves. :arKS. seeas ana trUlt of many
ciants ana :,ees nave Deen usea fer Centur1es to maKe colorants for crafts
~roaucea ai lover tne ~orid. -hese nave Deen aaaea to flXat1ves octalnea
·rom t~e gums of trees or maae ~ltn starcny vegetaoles like malze or
~assava flour. 3y followlng t~ese age aid tecnn1Ques. you can ldentlfy
~DPrccrlate ana reaal1y aval iacle mater1als for maklng your own ayes,
oalnts ana lnKS.

2. Pouna lt well.

1. Select a colorful plant leaf, ~ark, flower or seed.

Matena1s:

Proceaure:

Proceaure:

22 cc alCOhol (or methylated sP1ntl; 14 cc water; 2 grams
dry or powaerea aye lOT any color).

Add all lngrea1ents ana stlr weil.

3. If color seems weaK or plant proauces little jUlce. add a bit of water,
ball ana let S1t overn1gnt.

4. Crusn and press througn cloth to straln.

Suggestion: Add a small amount oT vlnegar to help 'fix' the aye wnen used.

Paints (Example: Cassava Finger Paint)

Mater1als:
1 cup of cassava starcn
5 cups of water
1/2 to 1 cup of soap flakes (optlonal)
color - made from leaves. oark, berrles. fOOdS. or crusned stone

Procedure:

1. Stir a little hot water into starch to remove lumps.

2. Add 5 CUps of water to the smooth starcn mlxture and heat untll clear
ana thiCk. Add soap flakes. If deslrea. and stlr.

3. Stir In color. If more tnan one color 1S desirea. separate mlxture lntc
several Jars ana add a dlfferent color to eacn Jar. 122
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I
Modeling Clay

3. M1X cassava paste and sawdust. Add a l,ttle water ,- too cry.

Hand Press Duplicators

7. Powaer mua from an ant hlll and mlX with water.

2. Shrea newscapers or paper t:weis. ~ix wlth staren anc any paste and
Kneaa t~orougnly.

Pleces of newscacer ln bUcKet of water cvernlgnt. Remove
ana rue wet oacer cetween oalms of hanos untl1 ,t 1S ground

M1X 1 mi of glue In 250 mi of water and aad 500 ml of this
litre of the wet oaper pulp. Kneaa to a ooughy conSlstency.

a flat pan, cookle sheet or wooden bOX (slightly larger than
the paper to be used); lngrealents from one of the four
formulas listea (choose oasea on avallabl1ity). 123

:. SoaK sma i i
from water
to a cuip.
caste to 1

1 :uc f~:;ur.. cuc saito and 1,'2 C;JC water. ~1X untl1/Qu get a
mOdei,ng cons1stency.

4. O,ssoive 250 ml of starcn caste ,n water to tnln silgntlv. Add 375 mi
of plaster. 500 ml of sawaust. ana knead to eonslstencv of taugn dougn.

8. CheCK to see 1f elay 1S aval1able ln your locality. You may only need
to 01g a Plt.

6. M1X 250 ml of dry clay powder and s1fted througn a screen wlth 5 ml of
glue a1ssolvea 1n 250 ml of water: add wet paper pulp ana kneaa to a
dougny ccnslstency (add water as necessary).

Materlals:

Descrlction and Use: Hana press duplicators are simple. non-mecnanlzed
oeVlees usea to reproduce wrltten ana grapnlc lmages. The s1mpiest lS the
hectogracn wnich uses a gelatin Dad to store an lnk lmage and ean transfer
tnls 1mage to paper up to 30 tlmes. The mlmeograpn boara produces a larger
numoer of copies using store-bougnt stenclls and lnk, cut reQulres no
machlnery or electrlcity to operate. The most versatlle of these tecn-
nloues 1S tnesllk screen press. Also referrea to as a nylon aupli-
cator or a limograpn, this prln~1ng technloue allows worKbooKs. newsneets.
large pos~ers, game boards, flags, snir~s and o~ner 1~ems to be procucea In
large quan~'t'es on d,fferen~ types of materlals.

Hectoorapn

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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-:'armu! 3. '

Jne sex of geiatln
Jne Oint of

3 i ycer1n

;;ormuia 2
. pari: 7'1sn Qr

an1mai giue
(brOKen ana
soaKee fer 2
nours)

2 parts water
4 parts glycer1n

Fonnuia 3
giue '.' 2 grams}
geiat1n 12 grams}
'.water ,7 1/2 grams}
sugar' 2 grams}

i=onnu i a 4

3eiat1n 110 grams}
sugar 140 grams}
3 iycer1n \120
grams'

bar1um sulfate \8
grams)

Proceaure:

1. Choose a fcrmula from above. :f a glue oasee formuia lS usea. ;et the
glue S1t crOKen 1n the water for 2 hours ana then neat the m1xture t 1n a
can or POt) over or 1n a pot of bOlling water untll the giue lS d1S
solved.

2. Add other 1ngrea1ents and heat for 15 mlnutes (7 m1nutes for formula 1,
plus sk1m any scum off the surface), stirr,ng occaslonally.

3. Pour this m1xture 1nto a flat shallow pan (stralning 1t througn a
loosely woven cloth w111 e11mtnate any dirt part1cles) ana allow 1t to
Slt for a few hours (24 for formula 1).

4. Once the transfer pad 1S ready, write your message, newsheet or drawlng
w1th 1nK (see formula above) onto a sheet of good quality pacer (If the
caoer ana pad are worK1ng right, you can sometlmes use a oal1 pOlnt pen
for tht s part).

5. Use a slightly damp sponge or rag to dameen the enttre surface of the
transfer pad.

6. Place the paper, ink side oown, on the transfer pad. Smooth 1t down and
leave for 4 to 6 mtnutes.

7. Carefully remove the paper master and the 1nk will have transferrea to
the pad. smooth a clean sneet of paper over the 1mage ana allow 5 to 10
seconds for the transfer (allow more time for transfer as additlonal
COPles are made.

8. When finished, wipe the surface wlth a damp cloth/sponge ana cover wlth
paper. The remaln1ng 1nk w111 transfer or be absoroed cy the gelat1n
and the pad can be reused the next day.

Note: The gelatln compound can be recooked ana recast to aestrcy old images
or blemtsnes on the pad. 124
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'. Cut clanK ooara. slde of box or sect,on of crate to tne size of a iarge
stene, 1 (,4 x 18 ,ncnes I.

'.4 HTleOOr3cn Boara
I
l

\

I
I

page 9G

lo1ater,als:

Proceaure:

NFE Hanuai. :haoter ~

olywooo or s,oe of ~oooen cox: :ott:~ :1oth: strong taoe or
thume t3CKS: m,meograon ~~K ano stene, is: pacer: ~ smootn
oott;e or roiling p,n.

~nk the ooara With m,meograpn InK.

5. Cover wlth pla,n paper ana roll once wlth bottle or rolling p,n.

1. Make a wooden frame slightly larger than a duelicat,ng stenc,' or
onnt,ng area.

~
~

A WOOden frame (slightly larger than the area to be orlnteal
hinged to a flat or framed r,gid surface: Fine mesh mater,al
(silk, nylon): Stenc,l (purChased or hand-cut): Tace (maSKlng
or cacer); Saueegee (block of WOOd w,th rubber attachea to
edge): Paint or th1CK ,nk.

4. Place stenc,l (preoarea. woras ana ,mages cut ~lth oail po,nt pen or
type~rlter) ups,de do~n an board.

2. Fasten J or 4 layers of cotton cloth to tne face of the ooara. lo1aKe
sure the cloth ,s smootn ana t,gntly fastenea.

Matenals:

Silk Screen P~ess

2. Cut a boara slightly larger than the frame and attach the frame to tn,s
base wlth h,nges.

6. L,ft paper and receat stec 5 for as many cop,es as reQu,rea (re-lnk as
necessary) .

Procedure:

3. Cover the frame wlth s,lk or a nylon cloth t,ghtly stretchea and attacn
it securely.

4. Lay duci,cat1ng pacer on the case and attaCh stenc,l to nylon on fram~25
Use tace to maSK eages

I
I

I

I
I
I
I
I
I
I
I
I
I
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•. SDreaa ,nK or oalnt ~n screen wltn a saueegee - ~aoe from a narrow CiOCK
Jr waoo sl1gn~jv snorter :~an :re wlotn of tne frame. wIth ciaStlc or
~uccer attacnea to tne eoge. _3Y screen ir~me on oucilcatlng paoer ano
r~n saueegee oaCK ana fortn several :1mes.

5. Llft frame ana remove pacer.

Repeat as often as deSlreo.

Suggestlons: Jther methoCS of s11kscreen prlntlng lnclude :uscne ana
giue ana cnotograon1c metnOdS. These methOdS croduce alfferent and often
clearer ,mages and are mere sUltaole for use wlth graen1c ,mages.

IN CLOSING

ThlS chaoter has crovlded you wlth technldues that should hele you to
facliltate learn1ng ln an NFE program. If you can m1X these suggestl0ns
wlth some 1mag1natl0n. fOu will be able to create an enVlronment that will
be lnvltlng, engag1ng, enterta1nlng and ultimately educational.
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SESSION 13. TRAINING EVALUATION

LEARNING OBJECTIVE:
By the end of this session, participants will increase their understanding of
training program evaluation by evaluating their own training.

MATERIALS:
• Handout 1, Evaluation Terminology
• Handout 2, Evaluation Background Readings

TIl\1E: 3 hours

After the lecturette explain that the following question is often used as a planning
tool for evaluation:

Prepare a lecturette based on Handout 1. The main points to be included in your
talk are:

Explain that by using this question as a planning tool, we create a grid or chart
that has the following elements: write the basic question across the top of the grid
(as shown below).

ACTIVITY

How?

HOW?

For what purpose?Wants to know what?Who?

a. Introduction: definition, role of evaluation in model
b. Entry and Terminal Assessments
c. Goal-based evaluation
d. Process evaluation
e. Formative/Summative/Impact evaluation
f. Quantitative/Qualitative

WHO want to know WHAT for WHAT PURPOSE? and

Step 1:
I
I
I
I
I
I
I
I
I
I
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Then, start the discussion of "Who?" by asking who might want to know the
results of an evaluation of a program or activity (funders, trainers, learners,
government). Explain that these are all called stakeholders for each of them
having a stake or an investment in the activity.

Then, for each stakeholder, ask "wants to know what?" and add that infonnation
to the grid. After this is completed, move on to the "For what purpose?"
column of the grid. Once that column is complete, ask the question of "How?lI
could you fInd out this infonnation?

Step 2: Divide participants into small groups and ask them to complete the grid from their
perspective and about the present training program. What do they as participants
want to know about their own training? Why? How? Ask group to put their
responses on chart paper. Allow 30 minutes, and then have the groups
reassemble.

Step 3: Ask each group to report out to the larger group.

Step 4: Based on above suggestions, trainers should facilitate an open discussion on any
issues or questions the participants and trainers might have.

Step 5: In a large circle ask participants to take a few minutes to reflect on what his/her
next steps will be when they return to their organizations. Share those next steps
in a large group.

Step 6: Closing Activity. (A large group story telling about the week.)

In a large group, ask participants to reflect on three themes as a way to evaluate
and discuss the training. Ask them to think of:

• the funniest thing which happened
• the most interesting thing learned
• how the week's activities have influenced their way of thinking about

training.

Then, take each theme and ask for volunteer responses. After the last theme has
been discussed, the trainer should summarize the last two pints on flip chart paper
as a way to arrive at closure.
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Session 13.
Handout 1. Magnani and Kahler.

EVALUATION TERMINOLOGY

A. Entry and Terminal Trainee Assessments: (Pre- and Post- Test)

Entry Trainee/Participant Assessment

1. Purpose: The purpose of the preliminary assessment is to fmd out what knowledge,
skills, attitudes, etc., the trainees/participants (as individuals and as a group) have
prior to the start of the program. This information is then used to make the following
decisions:

• changes or modifications in overall direction of program,
• changes or modifications in objectives,
• grouping of trainees, and
• selecting, prioritizing, sequencing of topics, materials, activities.

2. When does entry assessment occur? Depends on several factors:

• available time for program planning,
• available resources,
• selection of participants,
• distance between planners, trainers, and participants, and
• relationship between these three groups.

Evaluation can be implemented during Step 1: Needs Assessment or during
implementation. If during implementation then the assessment is the first or second
activity carried out. Naturally, the degree of modifications that can be made in the
program is significantly less than if the results were obtained during Step 1. If there
is much lag time between administering the entry assessment during Step 1 and
program implementation, then, the entry assessment should automatically be given
again during implementation.

3. When selecting techniques consider the following factors:

• the overall needs assessment approach (Le. problem solving, competency, or
topic),

• degree of flexibility for programming,
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• time,
• access to panicipants, and
• panicipants' previous experience with assessments/forms, etc.
• participants' educational level!experience.

4. Samples of Assessment Technigues:

• rating scales,
• written tests,
• questionnaires - open-ended, close-ended,
• observation (at work site, at home, etc.),
• interviews,
• focus group discussions,
• checklists, and
• demonstrations/role plays.

Terminal Trainee/Participant Assessment

1. Purpose: The purpose of the terminal assessment is to fmd out what knowledge,
skills, and attitudes the trainee is leaving the program with. This information is then
used for the following:

• feedback to the trainee in terms of how well they have done in the program;
• feedback to program planners for decisions regarding future training programs

for the same group of trainees or similar groups of trainees;
• feedback to the trainers regarding their role in the implementation phase and

the recommendations they would make; and
• degree of effectiveness of meeting program's objectives.

2. When is the terminal trainee assessment carried out? At the end of the training
program. This does not necessarily mean the final training activity. Trainers should
be able to review the pre- and post-test results with the trainees as an additional
learning activity.

3. Techniques or data collection tools can be selected among those listed for entry
assessment.

B. Goal-based or Objective-based

The purpose of this type of evaluation is to determine whether or not the goals and
objectives of the program were achieved and to what degree. It can be done via the
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entry and terminal assessment process or at the end of each learning activity. The
learning objectives would guide the evaluator in terms of what to look for. Techniques
can be selected from the list previously described.

C. Process Evaluation

1. Purpose: The purpose of process evaluation is to evaluate the degree of effectiveness
and efficiency of program implementation in order to make future decisions regarding:
time allotted for individual sessions, effective use of time, the degree to which the
content and techniques were appropriate to the level of the trainees, etc.

2. When should process evaluation be carried out? Information for process evaluation
should be gathered throughout the program. The frequency depends on several
factors: available time, number of trainers and other resources, length of program,
whether there will be future programs, the overall evaluation plan.

3. Techniques can be selected from the samples given under Entry Trainee Assessment.

D. Formative/Summative/Impact Evaluation

These terms describe when the evaluation is to be carried out.

Formative: during the program development steps and during the implementation phase.
It implies that the results can help "form" or shape the program via significant changes
and/or modifications.

Summative: as the end of the program; final overall program evaluation.

Impact: occurs after the program is completed. Its purpose is to determine the longer
term effect of the program on the trainees (as individuals) or on groups or the
community.
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13 ASSISS'NG
PROGRESS

In this cnaoter ':.e take a oractlcat aoproach to the
matter of evaluating your training orogram. There s
.:;n emonasls on answering me basic auestlons:
• ll\fhv co an evaluatIOn?
• Where to lOOK :or resUlts. for cnanges?
• HOW to Know wnether vou've succeeaed?
• What to ask?
• When to 00 It I

• What :0 00 Wlm :he Information vou gather?

The cnapter contains samoie questionnaires and other
[0015 wnlch can oe usea In evaluating the results of
citizen group tralntng, but we start with the first of
the Questions lust listed.

WHY DO AN EVALUATION?

::verv :-Jlnln~ actlvltv neeas some form of evalua·
:on. ';J,::cI>Jants ceserve an opoortunlty to reflect on
.vnat t::ev ve learnea, how far they've come. and
wnat oenerits nave resulted from their new learnings.
T:"e tr31ner Will take a speCial interest in evaluation.
because sr:e '1vlli want to decide wnether me training
f')ian IS on target or whether some of the plannmg
deCISions wlli neea to be revlsea in the future.

.vajuarion is a matter
0; comparing expected resuifs
with acrua; outcomes- for
'lie individual memberr
'lie group, and the community.
Dunng 0~' SChOOl davs. evaluation meant examlna·
tlOns. ana the TOCUS was on whether we learnea our
lessons. But exams were alSO a test of how well the
teacner tauant-wnether sne was able to get her mes
sage across e;TeCtlveIV. \':e aon t :~, I nk exams or
graaes maKe sense for citizen group training, but we
do tnlnK the trainer neeas information uoon wnlch to

oase Planning aecisions such as these:

• Are me TCCUS ana the OOlectlves or the tralnlno aporo·
Jrlate? Are tnev oasea on an accurate assessment at neeas?
.... re me real oroolems oelng aaaressea? Also. 00 oanlCI'
cams unaerstana ana agree With the oOJectlves?

• Are me metnoas and activities sultabJe? Are they achieving
,he ODIeCtiVes? Are they being carned out effectively?

• Is there an ",Tfectlve climate for learning?
• Are informational presentatlons aDprOpriate ana effective?
• Are there aaeauate resources (content speCialists. printed

matter. aualo-vlsual aids. etc.l?
• Is enougn time being allottea for training? Is the pacing

of training activities appropriate?
• Are skills ana information being conveyed In such a way

that partlCloantS can carry them back to real world sltua·
tlons ana use tnem successfullv?

."HERE 70 LOOK POR CHANGE

::valuation :s a matter of looking for changes (we

.;ope Improvements!). comoarlng those changes with
:ne results '{au hopea to achieve. ana then deciding
whether to revise your methods In the future. So.
in planning an evaluation of your citizen training
activities. ::1e first question IS "Where snould I

look for cnanges?"

in puolic scnool education. ~ne cnanges we would
look at are '.... ithin me student-i,ls ability to oerform
certain tasks \ long division. map reading, cursive
~andwriting}, state certain facts (boiling point of
water. Spanlsn words for COlors, plot of <l novell. or
2xolain certain events lCJUSeS of INorid War i, :he rea
son why some Cities nave smog). In other woras.
-2Valuatlon \'louie focus on me learner.

13:



~ you wrote iearnlnO ooiectlves as suggestea In Chao
:er 7, the Inaividual cnanges YOU re after will prOD'
"bly be me learning OOjectlves. II f you don't have any
earning Objectives In mind. now IS the time to pin
them down.1 But unless voure content to have indivi·
dual group members learn something new (any·
thing!). you'll want to iaentlfy tne grouD changes and
community changes that you haDe wiil result from
training. T:-,e following exercise orovides an oppor
tunity to do that; the mird step In the process antici
pates our next topic: how to know whether you've

succeeded.

Communltv
Change Igroup
OUtput: goals
achlevea, SOCial
conoltlons 1m·
proveo. com·
'TlunlTv neeos
met. etc.'

Group Change
(better meetings.
clearer goals.
more innovative
proarams. etc.!

InOlvloual
Chanae Inew
SkIlIS,lntorma·
tlon, selt<onT,.
Jence. etC.l

n 'an·me-lOo training," ,,:1 evaluator WOUIO lOOK at
:ne learner s '<nowledge or SKills (aoility to perfor:;;
"i'v'e OuSIC coerations witn a Ortll press) but also at
output \ learner IS able to produce 20% more widgetS
;Jer nourl. \ In a oublic scnool setting, the "outout"
the aOPllcatlon of what has been learned-is often
lears awav, 3:l0 is therefore inconvenient to mea
sure.l

So wnere snould we jook for cnange as a result of
citizen group training? It's possible to think of the
training activity as a stone oropped in a quiet POOl of
water, producing at least three distinct ripples:

I
I

We would hope to create changes on all three levels as
a result of a citizen group training activity. The first
level. individual change, is the most direct-it will
show up fastest and will perhaps be the most drama
tic. After a workshop on writing press releases, mem
bers should be able to write an effective release, will
understand what they need to do in order to have the
best chance of getting their story into the news
media. and will feel confident about their ability to
succeed at these activities. Based on these individual
changes, group productivity should change: more
press releases would be written each year, perhaps of
a higher quality than before. and there would be can·
sistent personal follow up with editors or news direc·
tors to get the stories used by the media. Community
change would depend on the content of the press re
leases. but might include: increased community
awareness of the citizen group's activities and con
cerns. increased time and money devoted to those
concerns. legislation passed or social conditions
changed.

Workshop : Abilitv 10 wrote
on wfllina ,them: unCler-
press releases I stanolng ot pro-

! cess for securing

I
story: selt<onlJ
dence

I

7

2

INDIVIDUAl

CHAN6£

GROUP
CHAN6£

Communltv
Change

Awareness 01 ac·
tlvltles ana con· I
cerns: time ana
money allocateo:
legIslation oass
ed: conClltlons
changeo

More ana better
releases: cetter
follow-op

Group
Change

. IndiVidual
Change

Trainmg
i Actlvltv



Sxercise:
IDENTIFYING .XPECTED RESULTS

"umber at oeODI~' one to many
cn,n'mum time: 20 minutes
cnatetlals: copy of the form eelow

Process:

Identl rv a ,ralnlnq activity (Ideallv, one wnlcn YOU Dian to carry outl; write ItS name m the aoproPriate oox on the

'orm, I t's best to name a very specific activity ramer man a oroao tOOIC.

.::. Identltv ana list the results (changes, Imoacts) wnich you exoect to occur oecause of the traming activity. Use
:r1e three categories-individual change, grouo change, and community change-plus "other" if neeoeo.

3. For eacn change expected. identify targets or criteria that will let you know that you've acnleveo the exoected
cesults. ExamOle (baseo on press release workshop, aoovet:

'3roup cnanc,e-20 different Dress releases per vear lcomoarea to present rate of four per yea"
-'eleases oel,verea to 100% of tne apprOPriate meala OutletS
-al least 75% of lne releases sent croauce coveraqe

.=: JmmUnllV cnanc,e-20% of tne community Knows aOout our group ana 'IS Concerns
-25 new VOlunteers are W'lllng to contrlOule lime to our cause
-local officials sense cubllc concern and give more support .

..;.V Don't be concerneo at thiS POint about the fact that some of these targets will be difficult to measure.

5. I f you have other training activities in mind, use a separate copy of the form for each of them. repeating steps one to
three aoove.

Trainong Actlvltv I Individual Changes Group Changes I Communitv Changes

I
• • •
• • •

I • • • I

! Targeu: Targeu: Targeu:

I • • •
• • •
• • •

Discussion Questions:

• Are the changes plausible, considering the nature
of the training activity being planned?

• Are the targets specific enough so that there will
be no question about whether they have been
reached?

• Is there such a thing as partial success-when some
thing less than the target has been achievea?

• How soon after training do you expect the desired
results to appear?

One last point about where to look for changes: there
are usually some results which you never foresaw.
People may learn things from an activity which you
didn't plan for; coffee-break conversations may lead
spontaneously to important decisions about how the
group should proceed. These serendipitous results
may be good or bad; they are likely to be important,
and should be included in any examination of results.



-INDICATORS OF SUCCESS
--You'll never Know wnether vou're getting wnere you
~vant to go unless YOU nave soeclfic targets or Indica·

Jrs. Exactly wilat tr,ey are aeoenas on we sorts ot
~nange you exoect.

i I nalVlaual cnJnae- :r." taroets '."JIll oe oenaVlOral oOlectlves
_ r perTOrmance Criteria. as aescrlOea In Chapter 7 '.'Jhen It
somes time to carry out tne evaluation. tnese targets can oe

'coroorateo IrHO an exammatlon. or oartlclOantS can be
,Ked for a suojectlve self·assessment-wnether mey think
~ev can oerfarm accoroino to the cnterlon.

PartlclOantS con ;,e aSKea rer soeclTic oOlnions
doom oartlcular ~ans ot the tralnlna activitY, aoout
~he trainer, ,,:Jour ,ne materialS usea, about the ac·
:ivities selectea.-ev can become oartners with the
trainer in assesSlna progress ana maKing revisions In

me training plan: ,:ley can oe aSKea for suggestIons
about which oans ot the training plan to modify ana
how.

There S 2:1otn2r :"CICator ot success wnlcn snoulan't
Je ..,aerrc::::c-·:.::rtIClDam :atIsractlon. Cleo ole

satlsfiea, S:::,T·CO:-1TIaent ana energ!zea as me result of
:I training S:::SSlon, :-:ats a ~Jret!v strona ii1dicator
that 'IOU re aOlng somemlng right.

Grouo coanoe-taroets may invOlve Increasea ouantltv or
Jality af OUtDut \examDle: Dress releases. as aoovel. However,
,e grouD cnange may InVOlve snlfts In me way a qrouo SDenos
~s time: It may IOvolve aOOPtion of new or innovative Drac·

• ces. rangmg from oralOstormmg to rotatmq JeaoersnlO of
'1eetlnas to use of tne local caDle televIsIon station to lobbY·
no at tne state nouse. II ,r100vative oractlces are Introouceo or
'ecommenaea 111 tile tralnmo session. men It s natural to aSK
vnetner tr'ev uet usea later In tne life of me 'Jrouo. And If

-- :"ley qet usea once. '.'VIii they get usee aoaln l

c
co
~

U
Qj
co
~
u
~

~~at ,!leV :,'ant "-:Jm " tralnlna
isr ~ an ;r"ultl\:e '."'h·. : they re

~ener3!1'/ ,,.,0·..:
~xoeri'=nc:;

- ; Communltv cnanae-'lumoer 01 oeODle reacneo ana 111·
uencea IS one aovlous Indicator, Jlthouqn It [roav not be

-- ·asv to measure. It's even more olfficult to assess now mucn
Jeoole's aomions have cnanqed. but that may oe a target

-'Onetheless. Ultlmatelv, the ouestlon nere IS ,,,nether tram·

,ng has neloeo me orouo to oecome more effective at whatever
It'S trVlOq ta aa-ifT1arOVe me oualltv of the enVIronment, m·

_ :rease tne numoer aT 10W<OSt housmq units avaliaOle, assure
"'3t tne~es ~'_Jlltv l1i'altn ore fc' all, etc. If :he grouo n;:JS
::i~oets Tor 11eaSUflnl) ::S :Jragress. tnen It can De nooeo tnat

'"ammo \':111 sneea tnt' 3cr.le'Jement OT those taraets.



'"MBAr 70 ASK

::-,e essence of an evaluarlon IS some means Tor
Jamerlno Inrormarlon-orooaolV a :ISt of Questions.
-:'!S section comalns some soeclfic examOles ana
c..;ogesrlOns. ··'cu may wam to use one oT the sam
:~Ies or ::evelOD your own auesrlons.

ReactIon Form

geactlon Form. The CITP often uses me Reaction
-arm c;;: the next oage; worKsnoo partlcioams are
':,Kea comolete ~t near the ena of the session.
":"t thar :."TIe. !L'S too early to measure the group
c;"Ianges ii"a communltv cr;anges:mlch may re
sult. ~ereTore. the emonaSIS IS on the partici
pant's:JDlnlOns. self-assessmem. aild suggesstions.
Here IS the thinking behind the socclfic questions
I numoers corresoona to the iterns on the reaction
form):

- ne10 us ;morove future tralnlno sessions. please comPlete tne following aues
: ens ana return tnlS form to tne facilitator Defore vou leave. ThanKS!

::; iaht new I fe~1

Date: _

COMMENTS

__ :xcltea __ confident __ confused !Ired

2. Descrloe vour own effort or Involvement: __very great

__ borea __angry other: _

__great

,. Participant feelings as a gauge of
the overall success of the training

actlvitv

--medium

__very little

::hat dla vou exoect to learn at this worKshop?

__little
2. Level of involvement In order to
determme the average involvement
level which the activitY stimulated,
and as a test of the old adage, "You
only get out what you put in."

- ::hat IS are tne most significant thlngs,sl vou learnea todav?

53. In '.vhat wavs did this worK shoo meet or go beYOnd vour expectations?

In wnat ways aid this workshop fall short of your expectations?

6 '.Vhat cnanges do vou feel might Improve this workshop?

3·4. Expectations and actual learnings
-Item 4 Identifies mmgs which were
learnea ana which the learner consI
dered slqnlficant. A comoanson With
item 3 indicates Initial expectations
which were and weren't fulfilled, thus
indicating areas which need more
attention in future workshops.

5·6. Successes, shortfalls, and suggest
ed changes-Here the learner becomes
a coevaluator and coplanner of future
workshops.

How Old vou hear about tnis workshop?7

__ fiver __newspaper _radio _word of mouth

7. Publicity-This item may be of in
terest If several channels have been
tried .

other: _

8. Basea on your own expectations. what overall rating would you give this
worksnoo? (1 =tow; 10 =high)

8. Numerical rating-Less informative
than the other items. but It does
allow for comparison With other work·
shops.

2 3 4 5 6 7 8 9 10



Self·Assessment. AnOther aoproacn to evaluation IS

to focus on the specIfic iearnlng aDjectives of the
session. An exam or quiz does that. but may stir UP a
lot of defensiveness and competitiveness within me
c:tizen grouo; ;:;asicaily, we don't see this sort of test·
ing as Dart of an egalitarian. "colearners" approacn to
training. :nstead. we recommend self·assessment.
Here IS a samPle format for such questions:

S:lveral of the main skills covered in this workshop
are listed below. To the right of each item. circle a
number from 1 to 4 to indicate your estimate of your
CJrrent aDllity in eacn area.

4 = more than adequate

3 =adequate

2 = less than aaequate

1 = much less than aaeQuate

Your answers will be used to plan future training
~ctIVlties. They are a test of the workshop, not of
'Iou!

STOP PROCESS EVALUATION

i} My eneray level flgnt now IS lone worQ/.

~, The best tnlOg that haooeneo so far 15 _

21 The tnlOg I want to naocen V'lnlcn hasn t 'let IS

Participants would answer on half·sheets of paper.
The trainer or a helper would scan the answers
and decide whether to modify the plan for the
remainder of the session.

In a small group, short answers could be given ver
bally so that everyone would know how others are
reacting. Obviously. many different questions could
be asked. depending on the nature of the training
activity, and oarticipants could share directly in the
decision whether to moaify the Dian.

FOLLOW·UP QUESTIONNAIRE

A.

3.

:J.

Ability to write a press release 4 3 2

Abilitv to identify meaia
outlets fradio. TV and news·
papers) which should receive
press releases 4 3 2

Ability to respond confidently
to a newsperson's call for
additional information 4 3 2

:: tc.

Whatever the timing or style of the evaluation, there
are various types of questions which could be added.
To tap the "group change" and "community change"
aspects. one could develop a follow·up questionnaire
(say. a month after) which might ask:

Since our workshop on using the media (May 22l,
have you noticed any changes in the way our group
performs in the areas covered by the workshop?
( ) yes ( ) no
If yes, please specify:

STOP PROCESS

In the mIddle of a training session, it may be desirable
to find out how peopte are reacting. A "Stop.Process
Evaluation" can accomplish just that. At any point in
the session, the trainer asks everyone to stop what
they're doing and to jot down brief answers to a few
questions, which could be posted on newsprint. For
examole:



Our worKShOO on using me meala (May 22) incluaed
a nurroer of soeclfic SKillS ana suggestea oroceaures.
Some of them are IIStea nere. Irlaicate now well YOU
thinK '.'.:e re comg as a grouo In uSing eacn SKill or
proceaure. :::"/ circling a numoer from one to four:

Selectmq Questions. :.:any aifferem ,':oes of aues
1---------------------- ~!on are OOSSlOle. ';"',e oest strategy IS 1:0 examine me

objectives ana the exoectea outcomes of your tram
ing activity. Trv to write a numoer 01' differem ver
sions-more auestions than you could oosslblv use
ana select ::le Questions wnicn seem most helpful ana
have the oest cnance of helomg you decide wnat
changes to maKe In your traming plan.

One aaditional aoproacn to evaluation uses questions
founa earlier in this manual. It inVOlves going back to

neeas analvsis (chapter six), Since an updated needs

analvsis wti I tell you part of what you want to know:
what topics now need attention lor more attentionl.
The arawoack of this approach is that it may not give
sufficient detail about the skills or information which
the workshoo addressed; the strength is that it may
tell you that participants know ail they want to know
about the skill-area in question. and are ready to
move on to something else..1 3 2

432

432

1 = use ,ne SKill or oroceaure as often as IS aD
oroorlate

3 = use me skill or proceaure some. out less man
we could

2 = use tne skill or proceaure mucn less often
than we could

1 = don't use it at all

Since the May 22 workshop, have you noticed any
changes in the way our organization relates to the
community? ( ) yes ( ) no ... changes in our
progress toward our goals in the community?
( i yes () no I f yes (for either part) please
specify:

• ivlethoa for writing a gooa Dress
release

• ?roceaure Tor develooing a log of
'~ass meaia outlets m our area

• orainstorm of strategies for communi
cating our concerns to the puotic

• dC.

AND ...

A final approach to evaiuation might go by the name
"unootrusive measures." Often, answers to ques-

"- ~ tionnaires or interviews are slanted according to what

the responaent thinks is expected, so social scientists
often try to verify their findings with measures which

r---------------------~aren't subject to this sort of bias. Unobtrusive mea
sures are, by definition, those which do not r~quire

an interview or even the conspicuous presence of an
observer. They could be used during a workshop or
during activities of the group later on. Examples: at
tenaance at meetings after the workshop (compared
with before). noise level within discussion groups.
rate of volunteering for special responsibilities, etc.

Did these c:1anges result from the learning which
occurred at the workshop? ( ) yes () no If
so. now?

WHEN TO ASK
There are several possible times to evaluate: before
training starts (as a basis for comparison), at the mid
dle of a workshop session, at the end of the session,
at the end of a series, several weeks or months later
when group and community change can be assessed.
Each has its purposes.

Educators are prone to group evaluations into two
types: formative evaluations, which occur during a
training activity or series (to help form the remain
der of the training). and summative evaluations,
which occur at the end of the training to sum up the
outcomes. Formative studies are directed toward
possible changes in the training plan, whereas sum
mative evaluations are prone to emphasize the results
of training. However, the end of one training series
may be the beginning of another. so a summative
evaluation of one series may help form the next.



When YOU conauct an evaluatIon aeoenas on now
eager you are for formative Information ana how long
'IOU think it wiil take for resuits to surface lor fade
away! i, You may neea to take a oefore-and-after ao
oroacn In oraer to De aOle to nave a oase-Ilne against
'.vhich to measure changes. The following exercise.
reOr! ntea from CITP 's manual. Planntng, for a
Change. r::'/iews the issue of timing as weil as infor
mation-gathering methoa and the general type of in
formation you're after. It would be useful when
you're first planning an evaluation. and before you
invest a lot of time In aeveloping specific questIons.

WHAT TO DO WITH THE
-'NFORMATION YOU GATHER
An evaluatiOn aoes no gooa If 'IOU sit on the find
ngs. First oT aii. it's necessary to summarize the
results-average the numerical scores. list and grouo
~he sigmficam learning, list me suggestea changes,
sketch a flow chart of imoacts-wnatever It takes to

understana ana rememoer wnat the information says.

Decide what cllanges are
nee.e. in your "raining plane

I
I

What Would on Evaluation of
"The Event' LOOI" Lil"e?
... 0 ..... _10 __

.....",_._ • "'1ftU1.

.....'....... 10''''_

3uooose tne Olannef, Wdnlea to fIno out r'low succeU1UI an tlCttv.lv

....d~·IS I..,~.eo D!lQW clfe~e\leralDlIte!'!nt """vS 01 C~IDnH'O an eVdl

~J[,on ""Ow me evaluation I' conOu(:tea usuallv oeoenas on tne
je-c'1Ions. ,nformatlon n~ae(l. tn! Sile ana SCODe 0' tne DrOlett ana
~ r'\e enerav anD resources nt~eaea to conauct 1ne' eY~'Uiluon

1 WorklnQ Inal""IOually select one or more Items tram eacn COlumn

Check thMe Itemt yOU ve seteclea 12 mlnutell.

Second. decide whether cnanges are needed in your
training plan, and what they might be. Third, decide
who else should know the results. Perhaps some
doubting group members or a sponsoring agency need
to be impressed with successes: perhaos the partici
pants need to know that they snarea a perception
about weaK OOJntS, or what needed to happen next.
And who snould participate in designing any moaifi
cations to the learning plan? When are you going to
make those decisions? If time hasn't been scheduled
for a future training session, when will it be?

: Atr~na~nc~ : Oburwrton : At th~ tma

2. Each oerson then snarl!'! "IS oreterences In sm~1I grouos. Stating
wnv the Items wire cnosen \6 minuteSt. In short, if there are changes to be made, go to it!

If your training session was a success, go celebrate!
When WOUld VOU do Ill'___.ontWhat tUnd of Infarm.bonl How WOUNI vou eta tt1e

data dO you .- to COllect1 ......_I

=F~/mfJS =CamDMI,on 9rouD I~OD'~ -= !hrH ~K.s ~tt~r

wno a,an 'r .rr.no tfl~

~wntl

I
I
I
I

: Doeurrwttrs ,tllt1~r.~.
n~'i!IJSl»Df!r .rr'ClftJ

I ::: Other

=~f1on.' a,.rlft of r"'O$~

~o.trM~a

: Ttsts t_"Iluam". v.J~s.

~lc_1

I
I

': RatlnC1/l ov D'.n~fS rnos~

who .rrl!na .na 'orot'!,
S'onMNnv~'

:::Ot"..

I
I
I



EVALUATION:

Finding out how effective your Rrogram is

Evaluation IS :~e orocess or f,nolng out hOW well things are Deing aone. it :rles
10 answer tne questions:

HOII'<' MUCI1 AilE. wE.
... ,,"OMPLISHING IN

TEI{MS of IN HAT '1'/ C

HOPED FoR AND
PLANNED'

r-::::::;;",-~-::-=-....

WMlIT' WE .......T
'TO '*'CCOMPLlSH:
l.

z.
3.
4.
W"'AT' .....,
"eeo"'l. H",,!
So "''' lit :LlS\04 E D
I.

~08l~MSwe I
HAve RUN \~'TO~
1.

t.
3.

".
W~"5 W
II"1'RO"~~lG"'l'
I ....

4.
3.
~.

Note: S:lr.1etlfnes nelo WI In

evaluations from persons outslce
the orogram IS benefiCial-as
long as they understand the
lOcal situation. assist only where
asked. and do not take charge.

Evaluation of training programs has been approacned In many ways, and for
many purposes, Some approacnes help to increase the understanding, sense of
equality. and snared respect of all concerned. Other approaches tend to reduce
groucs of persons to being the 'objects' of stL,;dies largely outside theIr control
studies througn wh,Ch they are judged, but may not openly judge 10 return.

EVALUATION-FOR WHOM AND BY WHOM?

Evaluations run by outsiders: Sometimes an evaluation of a tramlng program IS

requested by a funamg agency or by program aamlnlstrators In a distant Ctty.
The deSign tor sucn an evaluation usually comes from the outside. Or an 'expert'
is sent In to conduct It. Too often, both the process and results serve the needs of
those requesting the evaluation more than the
needs of those actually Involved In the program.
This kind of top-aown evaluation IS not our
concern In this book.

Evaluations run by participants: Some
communrty-basea programs are recognizing the
imporrance of haVing all those involved WI th
the program take part in a continual evaluation
process. In this way. evaluation becomes a
coooerative effon of self-crltlcism and reflection. I t not onlY considers the results
of community-based education and action, It is a part of the process.

The rest of this chapter is about this second kina of evaluation.

14



WAYS TO INCLUDE STUDENTS
IN EVALUATION DURING TRAINING

(baseo on evaluation ana self-testing methodS useo In PrOject Piaxtla. Mexlcc
and In me Womens Healtn promoter program In Olancno, Honduras)

1. Short evaluation discussions at the end of each class. These can nappen In
both at the following ways:

At first students may find It difficult to think of good Questions. but WIth
helpful suggestions. many will become qUite skillful at thIS by the end of the
course.

I
I
I
I
I
I
I
I
I
I
I
I
I

Instructor asks students to
comment on how triey Ii ked the
class. what they learned. and how
it might have been better,

At first It may be nard for
students to speak up ana CritiCIze
the Instructor. But iT the Instructor
makes It very clear that she
'Nelcomes friendly CritiCism,
students can become good
evaluators by the ena of the
course.

.1UAN,IFA MOTHER TOl.D YOU

THAT HER CHILD ATE DIRT. WHAT

QUESTION$ WOULD YOU

"~k. "'HD WHAT SIGNS

OF 1L.\.Ne~s \NOUL.O

LOOk FoJlt ~

I'D LOOIC. FOR SIGNS o~

ANEMIA AND ASK WHAT

ELSE THE CHILO EATS.

I'D TR.Y TO FINO O\Jf IF

He !-lAS "'OOP<WORM olt ...

\Ij~L.L..WH~T DID YOU THINK

of TH IS CLASS .,

,,",O$T OF THE. IDEAS WE~_

CI.EAR. !>LlT YOU STILL uSE

~OME BIG ~oItD.s

WITHOUT

I'T MlCioHT HAVE

HEL.. E:D IF

YOU USED

MORE TEAC~IN6

AID5 L.IK£

YOu USED

•

Students test themselves by
asking each other about wnat tr1ey
have learned. They try to ask
questions that relate their learning
to real situations. questIons that
make eaCr1 other th In k.

The main purpose of this kind of
questioning IS to see now well
everyone can understand and apply
what was covered in Class. In th is
way the students helD the Instructor
learn how effective her teaching
was. She finds out where she needs
to make things clearer, or to teach
the materIal di fferently.

14:
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:,2. A rotating evaluation committee, Stuaents can taKe !c;rns Tormlng an
~juatlon committee to nelD maKe Known me laeas ana reactions aT oem
puoents ana Instruc:ors. A new committee can De Tormea every weel< or two,
'So [hat everyone gets some exoerlence In evaluating.

The resDonsiDllitles or the committee can De aeclcea cv me grouo. ;:;ey m:gnt

include:

• Observe classes ana comment on their strengtns, weaknesses. and ways rnev
might De Improvea. (See list of questions. page 9-17.)

• ConSider how well course content prepares students ror t ;Ir future wc~k.

• Observe attitudes and actiOns, both hr:.lpful ana harmful, of the students
and teacners; recommend pOSSible ways to imorove.

• Plan and lead weekly all-group evaluatIon sessIOns.

3. Weekly evaluation sessions. These are attenaea by all students and staff, and,
if possible. by members of the local community or healtn committee. The sessions
can be coordinated by the student evaluation committee. This gives students a
chance to learn organizing and leadersnrp skills.

The sessions can cover evaluation of classes and actiVities, plus any concerns,
complaints. problems. and outstanding events that come to mind.

DEVELOPING THE SKILL OF CONSTRUCTIVE CRITICISM:

In the evaluation sesSIOns just described. both students and Instructors will
Quickly discover how difficult it is for most people to accept CfltlClsm. But WIth a
few suggestions. everyone can begin to tearn ways of criticIZing that are less likely
to offend.

When offering criticism, be sure to comment on the
good as well as the bad. And mention the good things first.

Try to oralse 3 things a cerson does weil eacn time YOU pornt out 1 thing ne
does wrong.

NEGA TlVE. CRITICISM

IN CLA~!1o, 8LA"""" ALwAYS ASItS

HIS F""VO.IT;: STUDENTS QUE,STIO.. !o

AND IGNORIiS THE. Re.,sT 01" uS!

POSITIVE CRITICISM

BLAMA. I ~EA~I.Y EN.lOYEO \

YOU//' CLASS TOOAV. You KEPT \

THE L....NGuA6E S'MPlE AND THE

TEACHIN G AIDS HELPEP ALOT. OME

SUGGeSTION I IoIAvE IS THAT yOU

TRy TO INCLUOE

"';;..~ EVERyO.... E IH

'" '::;) THE. OlscuaSlo",
~'ff! E'S~C.IAlL.Y TIolOse...

WHO TEND TO

T .... LK L-ESS.

,GOOD IDEA· I'LL TRY ~J

What 4 important differences can you find in these 2 examples?

14:



the silent
observer

INSTRUCTORS' SELF-EVALUATION
AND GROUP EVALUATION

In aeditlon to evaluation sessions with students. It is wise for Instructors to do
their own evaluation OT Classes ana activities, Here are some posslollities:

Self-evaluation of classes. This IS easier If you make a fairl' complete clac:s olan
In aavance, listing POints to emphasize and the teacning methods you intend to
use (see p. 5·31. When the class is over, you can men see how well you covered
each of these.

It helps to make a checklist (like the one on the next page) to be sure your
evaluation covers each Important aspect of teaching, such as:

• coverage of what was planned • fairness and friendliness
• participation by all students • communicating clearly and Simply
• use of teaching aids and aoprODrlate • review of important POints

metnoas • final evaluation to find out what
• relating material coverea to students learned and how they feel

stuaents experiences about the class

To maKe the evaluations more useful for you or anyone who mCiY teach a
Similar class. write down your suggestions for improving the class. File them With
the class Dian. This takes extra time. but It helps the class to become better each
time It IS taugnt.

The silent observer. A 'training
adviser' or another Instructor SitS
at the back of the class. observes.
and takes notes. I f pOSSible. the
observer shOUld have a copy of the
ctass plan to see how much (If the
plannea matertal IS covered. She
also may want to use a check Iist
such as the one on the nex t oace.
After me Class. she ana the Instructor diSCUSS the strengths and weaKnesses of the
class. and how It might be Improved.

I ST.LL >4AYl! T"'Oua .. £
C.OVE""N(;, TME. I'IAT"""A)

I HAD PLANNED.

II

Daily evaluation
sessions to discuss
classes. These are
espeCially helpful
when the teacnlng
team IS not very
experienced. Instead
of d iscussmg each class
privately. the silent
observers and
instructors all meet
for half an hour or so
each day to diSCUSS the
classes. Th is way
everyone oeneTns from
the suggestions and critIcisms.

MIE TOO ~ 'T'S A PROaLIEM

WITH T"'I! DIALOGUE. A""ROACH.

'TUOI!~T' ,TAlT "T ... ~II:'N& ... aOUT

THEIIl OWN E""E,""EHCIE5-- "'ND
LOSE TRACk 0" TH~ Su • .JECT.

IT'S A ClU£$TION 01' 8ALANCE

8iETWEEN I.ETT'N6 THe STUD!NT$
iALk. AND STILL MANAG'''~

TO Co"£R TH IE "'IE Y "OINT S.

WHY NOT c,scus;s YOUIt
I PItOBLEM WITH THE

STUDENT!> 7 MAY!E TM_Y

CAN H£ .. 1" EACH OTH."

"li.EP TO THE TO"'e.
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OTHER ORIGINAL IDEAS FOR EVALUATION

The first two Ideas come from trie Communlty-Baseo Health Program
newsletter, Tambalan, from the PhilipPines (Novemoer, 1979),

USING DRAWINGS

"In Bukldnon, Instructors once
grappled with the task of evaluating
their first training session with a group
of farmers who had reached only the
lower grades in elementary school.

"Solution: they had the farmers
put into drawings what they had
learned during the session. The
drawings weren't any more
sophisticated than what most
non-artists would produce. but in
terms of content. the drawings
conveyed a lot more than would
have been expected from a written report."

USING DRAMATICS (ROLE PLAYING)

"Instructors had used two different training processes in two barrios. Curious
about the consequences of their use of different approaches. the staff asked the
barrios to present skits centering on how they looked at their situation.

"The differences in training methods.
the instructors found out. were very
strongly reflected in the plays presented
by the barrios. In the barrio where
health skills were emphaSized. the
people's perceotlon of their situation
was passive. almost fatalistic ..----

"But in the other barrio, where
organizatIon skills were emphasized.
the people decicted their situatIon the
same way as the neighbOring barrio did.
with one Important difference. Instead 4-
of shawl ng passive acceptance, they
portrayed themselves as people aware-----
of their own potential to change their
situation.

"That expenence set the instructors to thinking about the program as a whole
and impressed them WIth the need to change their own orientation and methods."

USING VISITORS

In Ajoya. Mexico. the village health team asks all visitors to write down their
observations and opinions of the program. The team uses these outside viewpoints
to help evaluate and improve their program.
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THE LIMITATIONS OF EVALUATION

The long-range ImDac of a training course can never ce tullY measurea or
known. The human factors In a nealth workers training and work may. In me
long run, ce wnat influence me DeoDle's well-being most. 8~t tnese numan factors
may only affect nealth statistics years later. The seeds the nealth worker piants
deepest may not proauce frUIt until after ne or she IS dead and gone. Humanity
moves forwara slowlyl

It is not the numoer of latrines built or babies weighed that determines a health worker's
effectiveness. Rather it is the people's growing awareness of their ability to meet their needs
for themselves. In the long run, health is determined more by human qualities than by
physical quantities. Evaluation that focuses largely on numbers often tends to forget this.

When conducting an evaluation, remember that
UNITY CAN BE MORE IMPORTANT THAN NUMBERS.

EVALUATING EVALUATION

We neea to ask of the evaluatiOn process the same searching questions mat
we continually aSK about eacn aspect of our training or health program'

• Does It strengthen the vOice of the powerless? Does It help lead to greater
decisIon making; COntrol, and self-relIance on the part of those wno have
less? (whether students, villagers, workers. etc.)

• Does It encourage trust, responsibility. and greater equality among all
concerned? (teachers, students, heal th workers. mothers. advisers. etc.)

• Does It help equIp peoPle with the knowledge, skills. attitudes, and
examples they need to understand and work together to solve their
biggest needs?

• Does It consider the group's long-term goals, or vision, as well as short-term
objectives?

Evaluation should not only measure whether we have I
achieved our goals. It should help us judge whether
our goals were appropriate in the first place.


