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DEVELOPMENT OF ENVIRONMENTAL 
MANAGEMENT ORGANIZATIONS (DEMO) PROJECT 

The purpose of the DEMO Project is to strengthen the capability of 
publrc and pnvate envlronmental organizahons to manage Jamaica s 
most economically Important natural resomces Achievement of this 
purpose assumes a sbong nahonal consensus whlch comb~nes the best 
efforts of goveixment (policy and regulahon), NGOs (consumer and 
public awareness) and business (pioductron and revenue generation) to 
iectify environmental problems in target areas The Project w111 
sb engthen the lead envlronmental inshtutlons so that they will continue 
to improve enwonmental management dumg and beyond the llfe of the 
Project The Ptoject has four components 

I Instittihonal strengthening of the Natural Resources 
Conseivatlon Authority (NRCA) and through it government 
agencles with environmental mandates prowding leadership in 
natural resource pol~cy and management 

11 Institut~onal strengthening of non-governmental organizatrons 
(NGOs) wlth envlronmental concerns through-the National 
Environmental SocletIes Trust (NEST) 

in Sbategic Interventrons m the Env~ronment (SITE) achwties 
which involve strengthening enmronrnental NGOs/commumty 
groups w i h  selected regons such as Negnl Montego Bay and 
Black b v e r  This component also mvolved activities 
lepiesennng on the ground envrronmental management projects 

IV The Protected 4rea Resoulces Conservation (PARC) 11 Project 
also falls under the DEMO Project and has as its maln 
objechves the sustainable development of the Montego Bay and 
Blue and John Crow Mountaln Nat~onal Parks and the creatlon 
of at least two new parks 



The DEMO Tra~ning Programme 

The DEMO T r m g  Programme IS designed to afford to personnel in 
the NRCA, NEST, and the SITE projects opportumties to develop the 

skills whch wlll equip them to perform at improved levels of 

efficiency, whle taking into account their own needs for personal 

development The training programme has been des~gned after 
consultation and data collection from the target organizations The 
programmes are grouped into four main categories Environmental 
Management, General Management, Adrmnistratlon and Human 
Resource Development 

The programmes will be delivered by foremost tertiary educational 

mstitutions m Jarmca, supplemented by local and overseas expertise, 
where necessary The philosophy of the DEMO Training Programme 
is to develop local capability when overseas personnel have to be 
brought m, thus the Tralner Slulls programme and the involvement of 

the major tertiary institutions are key to its sustainability 

Persons wishing more information or to register for the programmes 

should call, wrlte or fax the DEMO Project office at 

Natural Resources Conservation Authority 

53 '/2 Molynes Road 

Gngston 10, Jamaca 
Telephone/Fax 937- 1773 
e-mail nrcaproj @ rnfochan corn 
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ENVIRONMENTAL MANAGEMENT 

Environmental Awareness 
This seminar will cover a review of the predomnant environmental issues 
facing Jamaca today Participants will work through a process that wlll 
enable them to understand and explan the impact of pollution, improper 
waste disposal, deforestat~on, habltat loss and species extinction, destruction 
of reefs and the coastal environment on the present and future life of the 
country They will also learn how cltizen action can help 

Objectrves 
At the end of the workshop participants w~l l  
1 Understand the environmental issues In Jamaca and globally 
2 Understand how public awareness of environmental lssues can lead 

to improved environmental conservation and the reduction of 
degradation 

3 Understand how to present issues effectively in everyday situations 
4 Identify project ideas for c ~ t ~ z e n  action - 

Who Should Attend Staff of environmental organizations 

Length of Trarnrng 12 hours (2 days) 

Proposed Dates June and August, 1996 



DEMO Traznrng Programme Envzronme~ttal Management 

Environmental Impact Assessment (EIA) 
This course addresses the methodology and process of environmental impact 
assessment (EIA) Emphasis is placed on rationale for EIA, analysis and 
identification of kev local and national environmental and development 
Issues, interpretation of statistical data, and natural resources management 
Examples (positive and negative) from Jamaica and other countnes will be 
discussed, but the course focuses manly on the legal framework and terms of 
reference for the design, implementation and use of environmental assess- 
ments in Jamaca and other developing countnes Other areas of emphasis 
include the importance of public participation, the value of preliminary 
checklists, conflicts of interest scoping and appropnate content for EIAs, 
resource nsk assessment, benefivcost analysis, sensitivity analysis adequacy 
of assessment, impact significance and general decision-making regarding the 
environment and impact avoidance 

0 bject~ves 
Participants will be able to 
1 Understand key pnnc~ples ~nvolved m the EIA process 
2 Design terms of reference for EIAs 
3 Identify the elements of an EL4 
4 Overseelundertake an EL4 
5 Assess cnt~callv ELAS subrmtted by developers and other organlza- 

tions 

Who Should Attend Personnel from Government agencies re- 
sponslble for the revlew and approval of 
development-related projects scientists and 
engineers 

Length of Tralnrng 12 hours (2 days) 

Proposed Dates June 1996 



DEMO Trtlz~t ntg Propnzme Envzronnzerrtal Management 

Env~ronrnental Plannrng & Desrgn 
Collaborative planning efforts that bnng together developers, envlronmen- 
tallsts and Government agencies can be a means of addressing conflicts 
between the often competing goals of development and env~ronmental 
protection Worklng with everyone ~nvolved, planners and communities 

can formulate comprehensive plans that balance development wlth 
environmental protectlon in wetlands, coastal zones, wlldl~fe habltats and 
other sensrt~ve areas Issues of land use law, zonlng, protection of soils 
and vegetation, water resources, air quallty and aesthetics will be ad- 
dressed as partlcipants learn the pnnclples of planning based on pnnclples 
of env~ronmental and community economic sustalnabll~ty 

Objectrves 
At the end of the workshop partlcipants will 
1 Be able to use collaborative techniques in planning developments 
2 Understand pnnclples of zoning and land use 
3 Understand the role of land resource use, slope and aspect, soil 

conservation erosion control, water resources planning, flood 
control protectlon of water sources and water quality, a r  qual~ty 
management, and other factors in physical plann~ng 

4 Be able to apply pnnclples of environmental sustanab~l~ty ~n 
prepanng or reviewing development plans and development 
orders 

5 Be able to conduct a comprehensive and effective site assessment 
and respond to ~t In reviewing or prepanng a site plan 

Who Should Attend Personnel ~nvolved In approving devel- 
opment plans 

Length of Trarn~ng 35 hours (5 days) 

Proposed Dates A U ~ U S ~ ,  1996 



DEMO Traznzng Programme Envzuonmental Management 

Conservat~on Management 
The biologcal diversity and nchness of the natural communities of 
Jarnaca and other Caribbean islands are under considerable pressure from 
human impacts on the landscape It is estimated that the rate of extinction 
of specles in the tropics may exceed 17,500 per year Loss of biodiversity 
is due to the ecological effects of development and deforestation, conver- 
sion of natural lands to agricultural uses, introduction of exotic species, 
among other factors By understanding the biological and phys~cal 

character of the vmous natural communities of the islands, environmental 

planners, landscape architects and other land-use professionals are better 
able to integrate human activities with wildlife needs and other natural 
values Conservation biology addresses the dynamics and problems of 
perturbed species and ecosystems It draws upon research from the fields 
of population biology, physiology, genetics, hazard and nsk assessment, 
vetennary medicine, environmental monitonng and many others 

0 bject~ves 
At the end of this workshop, participants will 
1 Be familiar with approaches to and technologies for biodiversity 

conservation 
2 Be farmliar with the legal framework and international agreements 

on biodiversity 
3 Be farmliar with methods used to assess and manage habitats and 

endangered species, such as the US Fish and Wildlife Service 
Habitat Evaluation Procedures and Habitat Conservation Plans 

4 Be better able to evaluate impacts and potential to ecosystems 
5 Be able to develop local resource management plans 

Who Should Attend Technical officers in environmental 

organizations 

Length of Tra~n~ng* 35 hours ( 5  days) 

Proposed Dates JU~Y, 1996 



DEMO Trazrzrrtg Pr ogranzme E~zvzronrrzen tal Marzageme~t t 

Map Makrng and GIs Theory 
The art of mak~ng accurate and well-des~gned maps IS fundamental both 
to recording and communicating geographic and env~~onmental ~nforma- 
tion Clear and communicative maps are needed to asslst environmental 
dec~s~on makers at every level to understand thelr surroundmgs, the effects 
of environmental change and pract~cal approaches to prevention of 
env~ronmental damage Deslgnlng indlv~dual map layers to allow the 
overlaying of ~nformatlon of different types 1s cnt~cal to that understand- 

Ing The sk~lled map maker requlres not only pract~cal knowledge of 
scales, projections and onentatlon, but also how to select the type and 
level of detall of information needed for a glven purpose or level of 
decision malung (database deslgn) and the effects of lettenng style- 
/typeface, l~ne  weights symbols and colour on accuracy and communlca- 
tlon Attainment of these slulls 1s a prerequlslte to the effective use of a 
computer-based GIs mapplng 

Objectrves 
At the end of the workshop part~c~pants w~l l  
1 Understand the theory of spatla1 d~splay of geograph~c Informa- 

t~on  and map Interpretation 
2 Become fam~liar w~th map sources, avalab~llty and rellabillty ~n 

Jamiuca 
3 Be able to record inforrnatlon accurately In the field, using 

compass and Global Positioning System (GPS) 
4 Understand how to hand draw a data map/overlay senes accu- 

rately and attractively 

Who Should Attend, Techn~cal officers of env~ronmental and 
phys~cal plannlng agencles 

Length of Tra~nrng 35 hours (5  days) plus on the job prac- 
tlce and evaluation 

Proposed Dates September, 1996 



DEMO Traznzrzg Progralnrne Envzrorzmental Marzagelnerzt 

Resource Analysis and Planning 
Increasingly in future, the lands, waters and natural resources of Jamaca 

and the regon wdl need to be managed and used for those actrvities, whether 

smgle or md~ple ,  and at the level of intensity for whlch they are best suited 

Improved methods of appreciating resource values are needed particularly in 

collaborative planning efforts in existing and proposed protected areas but 
are also relevant to the planning of more developed areas This course will 

e x m n e  the connections between ecologcal capacities and social, economc 
and polltical demands It will review advanced techniques for resource 

analysis and valuatron and focus on how resource and conservation manage- 
ment 0bjectl~e~ can be used as the basis for environmentally sound land and 

water use planning 

Objectives 
Parkipants will 

I Understand the theory of carrying capacity and techniques of 
assessment 

2 Become f w l i a r  with methods for applying relatlve values to re- 
sources, addressing local economc, national economc regional 

ecological and global environmental pnonties 

3 Be able to Involve affected interest groups in establishing or agree- 
ing upon the relative values of resources in an area 

4 Be able to use resource analys~s in resource management planning 
focussed on the conservation or sustmned use of resources 

Who Should Attend Techmcal Officers of environmental 
agencies with pnor quahfications in En- 
wonmental P l m g  and Design or Con- 
servatlon Management 

Length of Trainlng 35 hours (5 days) 

Proposed Dates November, 1996 



DEMO Trarizzrzg Programme Envzronme~ztal Management 

Resource Econom~cs 
Environmental economcs recognizes that the world's natural cap~tal 

underpins all development, and that it is rap~dly becormng scarcer as human 
demands exceed the globe's long-term carrying capaclty How do we 

determne the true costs of pollut~ng and depleting the world's natural 

resources such as soil, a r  and water, the chmate and the ozone layer7 The 
emerglng science of Resource Economcs quanbfies the costs of develop- 

ment to the envlronment, so that they can be Included m the balance sheet 
Th~s  course wll enable partic~pants to ldentlfy and quant~fy these costs, and 
apply the tools to make sustainable development a reallstlc objective 

0 bjectives 
At the end of the workshop participants wlll 

1 Understand the links between the environment and economcs 

2 Use market-based economc measures to assess the economc costs 
of resource depletion and pollut~on 

3 Understand the principles of "Green Accountmg" and Incorporate 

them into the recording of statlstlcal data 

4 Deslgn and use market-based economc Instruments as effechve 

deterrents to environmental damage 

Who Should Attend: Planners from Government agencies 

Length of Training: 35 hours (5 days) 

Proposed Dates- December 1996 



DEMO TI azrzzng PI ogranznze Ertvzrorzrnesztal Mmzagerrzent 

Drafting Enforceable Environmental Regulations 
Participants WIU learn how environmental regulatlons can be deslgned In a 
manner that allows maximum enforceablllty The programme will focus 
pnmmly on the need to create regulatory and enforcement programmes that 

are strong enough to allow voluntary compliance throughout the regulated 

community whch are at the same t ~ m e  enforceable given economic and 

other constrants To reach this objective an enforcement programme must 

affect enough violators and effectively spur compliance The programme 

wll provide participants with the basic skllls and tools necessarv to deslgn 

effective and enforceable regulatlons or pennits Participants will learn the 

cntena that a regulation or p e m t  must meet m order to be enforceable 

Objectives 
Participants will be able to 

1 Develop environmental regulations and permlts that 
- are easlly undewtood 

- precisely define the specific subject of the regulatton 
- clearly establish the compliance protocol 

- state compliance measurement standards and deadl~nes 

- Include reporting requirements for regulated entltles 

2 Develop guidel~nes for the drafting of environmental regulatory 
legislat~on in Jamaica, taking into account Issues of enforceablllty 

in the local environment 

Who Should Attend Personnel In Government agencles who 

have to draft envlronrnental regulations 

Length of Train~ng 15 hours ( 5  day$) 

Proposed Dates JU~Y,  1996 



DEMO T~nrrrrrzg Progrnnrrne E~zvzron~nental Ma~zage~nerzt 

Enforc~ng Environmental Laws and Regulations 
Thls course is deslgned to help officers who work in the field m 

enforcement 
understand the regulations 

understand their powers under the law 
learn how to collect the necessary evidence, take statements and 

ggve evldence to bnng offenders to justlce 

0 bject~ves 
At the end of thls workshop partlclpants wlll be able to 
1 Interpret and be able to enforce the NRCA Act, the W~ld Life 

Protectlon Act the Watershed Protectlon Act, the Forest Act, other 

environmental laws, and thelr regulations 
2 Investigate alleged breaches of the environmental laws and thelr 

regulat~ons, lnclud~ng talung statements and gathenng evldence 
3 G ~ v e  evldence ~n court 

4 Inspect enterprises, construct~ons and developments for whch 
applications for pennits and hcences have been made, and advise 

the Authonty as to grantlng or refusal of the same 
5 Investigate enterpnses and operations to ensure that the standards 

set by the NRCA for pollution control and waste management are 
belng mantamed 

6 Prepare analyhcal reports from lnfonnatlon recaved and 
~nvestlgated 

Who Should Attend* Environmental Wardens and others 

respons~ble for enforcing regulat~ons 

Length of Trarn~ng: 60 hours (10 days) 

Proposed Dates A U ~ U S ~ ,  1996 



DEMO T?nz?zr~zg Pro,pnnzme E~zz~z~orznze~ztal Manngeiizent 

Des~gnrng Env~ronmental Educat~on Programmes 
Participants will explore the methodologies and practical applications of 

environmental awareness programmes aimed at the public The semlnar is 

project onented in the sense that participants will be requlred to design 

public awareness programmes in the course of the training Hence 

participants wll fimsh the semnar with a workable document that relates to 

their work Through their discussions and project presentations, 
participants wll learn to anticipate what types of methodologies work better 
with certain segments of society The goal here is to increase the 

participants' ablllty to communicate with a broad spectrum of the general 

pubhc and to insti1 In the public mnd an appreciation of the Inherent values 
associated with the natural environment Part~clpants will learn how to put 
together a medla campalgn They will become famillar with the tools, 
matenals and resources ava~lable to them in promulgating public awareness 

programmes through soclal marketing and networking and enlisting publlc 

participation in environmental stewardship 

Objectives 
At the end of thls workshop participants will 
1 Understand the country s environmental issues 

2 Be able to apply methodologies u5ed in public awareness 
programmes 

3 Have designed programmes specific to their work and agenda and 
developed an implementation plan 

Who Should Attend Persons responsible for environmental 

education in Government the pnvate 
sector and NGOs 

Length of Tra~nrng 35 hours (5  days) 

Proposed Dates October 1996 



GENERAL MANAGEMENT 

Project Des~gn and Plann~ng 
Thl\ Lourse ~ 1 1 1  cocer the following areas The con~ept of a project, the 

project cycle problem analysls objectlve settlng the Loglcal Framework, 

demand analysls project organlzatlon deslgn, budgeting, and project 

schedultng Participants wlll be taught how to develop a slmple project Idea 

Into a bankable ploject proposal They wlll use TeamUp computer software 

to devgn '1 prolect 

Object~ves 
At the end of the worhshop, part~c~pants will 

1 Understand the different stages of the project cycle 
3 - Be ~ b l e  to nn~lyze problems ~n terms of cause and e f fe~ t  
3 Set objectives and ldentlfy measurable ~ndicators 

4 U t ~ l ~ z e  \ 111ou\ lnethods to determrne the dem-ind for 7 project 

5 Carry out a resource analys~s 

6 Develop an organ~zatlonal structure for the project 

7 Develop a budget for the project 
8 Schedule project actlvltles 

Who Should Attend Persons who are currently engaged or wlII 

hdve a future role in the deslgn and evalua- 

tlon of p ~ o j r c t ~  

Length of Trarnrng 35 hours (5  days) 

Proposed Dates June, 1996 



DEMO Trnzlzzizp Proprnl~zrne General Mannpeme~zr 

Project Management 
Ttus course has two maln purposes 
a To allow slull bullding In the human side of project management and 

b To teach participants how to use computer software such as PC TeamUp for 

implement~ng and managing a project 

Woven throughout this course is the theory of managing pro~ects, wlth a clear 

emphasis on blending concept and practice Participants will be taught how to 

use the Logical Framework as monitoring and evaluat~on tool 

0 bjectives 
At the end of the workshop, partlc~pants will be able to 

1 Bulld project teams that are ~nformed, Integrated, responsive, client- 

onented and productive 

2 Ensure that all logistical and admln~stratlve arrangements are under- 

stood and In place 

3 Acheve agreement concemlng objectives strategy, roles and responsi- 

bilibes for both the team and each member 

4 Ut~lize vanous tools and techniques for project scheduling resource 

allocation and project tracking 

5 Use TeamUp software to assist in the process of project management 

and evaluation 

Who Should Attend Persons who have to manage plojects 

Length of Training 35 hours ( 5 days) 

Proposed Dates A U ~ U S ~  1996 



DEMO TI aznrizn Proaramme General Mnnaaenzent 

Strategic Plann~ng 
Thls course focuses on the plann~ng process key steps and end results m an 

organlzatlon Partrclpants learn to conduct a sxtuahonal dnalys~s (external and 

tnternal factors), ldentlfy threats and opportumhes to the organxzatlon, assess the 

organlzat~on's strengths, weaknesses and cntlcal advantages, create plans that 

support the organlzat~on's mlsslon and vlslon set objectlves and ldentlfy and 

measure key result areas 

Objectrves 
At the end of the workshop participants wllI be able to 

1 Conduct a sltuatlonal analys~s on their own organlzahon 

2 Develop a v~s~on/miss~on for the organization 

3 Conduct a sltuatlonal anlaysls on the departments withrn the organlza- 

tion 

4 Debelop a goal for the department whxch feeds Into the msslon of the 

organlzatlon 

5 Develop object~ves at: departmental level whlch feeds into the rmsslon 

of the organizatlon 

6 Identlfy common departmental objectives and opportunities for 

collaboratton across departments 

7 Create a strategc plan whch supports thls vrs~on/mxsslon and set goals 

and objectlves 

8 Ident~fy and establish measures for key result areas 

Who Should Attend. Board Execut~ves and senlor management of 

envrronmental organ~zatlons 

Length of Trarnrng 20-30 hours (3-5 days) 

Proposed Dates September, 1996 



DEMO TI ai~zz~zg Pr ogr rrrttrtte Gener nl Managentent 

Human Resources Management 
The first part of the course focuses on performmg job analyses and preparing job 

descr~ptions that lay the groundwork for hmng and evduattng e~nplovees 

Emphasis is also glvel~ to developing strategle\ to train and motivate staff for 

greater organizauonal productiv~ty Includes treatment of ethlcal Issues In human 

resources management Students dso  learn dbout the lmportan~e of performance 
feedback reward5 dnd in~entlbes dnd I\\ue\ confiontlng human resource 

managers In the J trndlcart norkplace In p,~rt~cular 

Object~ves 
At the end of the norh\hop pdrtlclpant\ n ~ l l  be dble to 

1 Perform lob indlyses and prepdte lob de\crlpt~ondjob spec~ficat~on\ 

2 Conduct job ~ntervlews 

3 Develop tncltl v ltronal \tr ,~teg~t \ ln~ludmg rtwcit d dnd ~ncentn e 

programme4 

4 Conduct pert~xln~ince L~ppr,~~\dl \  

r? Demon\tldtc J hiro\\lLd?~ ot t h t  r t r l t  of tr urlrn.g tnd dtvtlopmtnt in t h t  

organlzatlon 

6 D~splay dn awdrenes5 of the e th~cd  Issue\ lmpactlng on the manage- 

ment of huntan resource, dt the norhplace 

Who Should Attend Human Kesource/Personnel Managers as well 
a\ managers and senlor superv~sor\ 

Length of Trarnrng 30 hour4  ( 5  ddy\ )  

Proposed Dates hove~nbtr  1996 



DEMO Tjnlnrng Proqnnlme General Mnitagement 

Burld~ng Effectwe Non-Profit Boards 
The Bodrd IS  an Important asset to a non-profit organlzatlon As the volunteer 

leaders of then organlzatrons board members bnng Important expertlse and 

perspectives to the work of the non-profits they serve The workshop focusses 

on how boards can make the most of thelr tlme and talent by vlewing the~r work 

in a strategrc context Topics Include 
The Value of Boards 

The Strategic Development of the Bodrd 

Burld~ng d Partnership between Board and Staff 

Key dreas of Board Work 
Strategies for Continued Reneual 

Objectives 
At the end of th~s  workshop partlclpdnts w111 

1 Be able to define the basic funct~ons of a non-profit board and tailor a 

definttron of the role of the board to then own organrzatlons 
7 
A Be able to develop clear job descnpt~ons for rnd~vidual board members 
7 Understand stages In board development and how funct~ons must 

change as the organlzatlon evolves 

4 Understand how to develop an effective relat~onship wlth the Evecutlve 

D~rector and other senlor rnembers of staff 
5 Be able to develop an effectlce committee structure and run product~ve 

meetlngs 

Who Should Attend Bodrd members and Evecutive D~rectors of 

non-profit env~ronmental organrzabons 

Length of Training 10 hour7 (2 days) 

Proposed Dates Augurt 10 1)t~ernher I996 



DEMO Trarnntg Programme General Manngenre?tt 

F~nancral Management and Budgeting 
T h ~ s  course 1s des~gned to acqualnt senior non-financial staff and junlor 
accounhng staff with the pubhc sector's financial and accounting systems and 

their operatton, principles of financ~al management, control and budgettng 

Toplcs wlll Include 
Prepanng budget submlss~ons and cash flow statements 

* Financial management and control of projects and requirements 

of funding agencies 

Prepmng and reading financial statements 

Government financial and accounting systems 

Object~ves 
At the end of fils workshop, participants wlll 

1 Be aware of the financtal respons~blllty of publlc officers 

2 Be able to prepare budget submssions for the Mlnistry of Flnance 

3 Be able to keep control of budget allocations to their departments 

4 Learn the reqwements for financ~al accountabiltty to fund~ng agencres 

5 Be able to read and prepare financial statements 

Who Should Attend Persons with financ~al respons~bltty m en- 

vlronmental agencies 

Length of Trainrng. 30 hours (5  days) 

Proposed Dates. May, 1996 



ADMINISTRATION 

Office Admin~stration 
The course wlll take the particrpants through a programme deslgned to make 

them manage an effic~ent office where informat~on IS stored in such a manner 

that ~t can be retneved when needed, lines of communication are established, 

staff 1s superv~sed effectively and given regular performance apprasals records 

are kept of all financial transactions and financ~al statements are produced at 

requ~red ~ntervals 

0 bject~ves 
At the end of the workshop the participants will be able to 

1 Establish and malntaln an informat~on management (fihng) system 

2 Malntaln a bas~c dccountlng system 

3 Take and ma~ntaln inventory of capltal (non-expendable) ~tems 

4 Establish and malntain a system of control for office supphes 

5 Supervise office tasks such as recept~on, answenng the telephone, fihng 

and book-keepmg 

6 Commun~cate effectrvely ~n the office envrronment 

7 Appra~se staff performance and make recornmendat~ons for lmproved 

performance 

3 Plan meetings take notes and produce conclse action onented mnutes 

Who Should Attend Adrmnrstrative Officers, Mddle Managers 

and Sentor Secretanes 

Length of Tra~n~ng 50 hours (10 days) 

Proposed Dates June, 1996 



DEMO Traznzng Programme Ad~nz~zzstratzo~z 

Supervisory Management 
The course will cover the following areas Roles and Responsibihties of 

Supervisors, Communicabon, Leadership Styles, Delegahon, Teamwork, 

Mohvational Techniques, Dec~sion-malung, Plannlng and Organizing, Time 

Management and Performance Apprasal The course will be conducted on a 
part-tune or modular basis, using a vanety of methodologies, includmg, lectures, 
group and individual assignments, case studles and role plays The programme 
wrll be hghly interactive and prachcal In nature, using examples from the work 

environment Additionally, lt focuses on the Importance of rel~nqulshlng old 
behaviours and developing new techn~ques for worlung with people In the 
technical environment 

Objectives 
At the end of the course, partlclpants wlll be able to 
1 Idenhfy baslc supervisory dutles and the knowledge slulls and personal 

abihties required to be an effective supervisor 
2 Develop productive work teams 
3 Manage tlme effechvely 
4 Practise active listening and other communication slulls 

5 Identify and utihze specific styles of leadersh~p 

6 Uhhze motivat~onal tools to perform supervisory funct~ons 
7 Use performance appraisal as a positive, developmental and practical 

tool 
8 Prachse speclfic supervisor delegahon ~krlls part~cularly necessary in 

a techn~cal environment 

Who Shou!d Attend. Frst h e  supervisors and those who are about 

to enter supervision 

Length of Trainrng- 35 hours (5 days) 

Proposed Dates October, 1996 



DEMO Tralnz~zg Programme Admznzstratzon 

Basic Computer Skills 
Participants will be gven an mtroducbon to information technology They will 
learn about the functlon of operating systems, and how to use DOS and 

Windows They wlll learn the slulls to effecbvely use a word processing, 

spreadsheet and a database programme, and have the ophon of learning either 
project management or presentation software They w~l l  also learn how to use a 
network system and e-ma1 

0 bjectives 
At the end of this workshop, participants w~l l  
1 Have a general understanding of how computers work 

2 Be able to use W~ndows (3 1 and 95) 

3 Master a word processing programme (Wordperfect 6 1 or M~crosoft 

Word 6), a spreadsheet programme and a database programme and 
e~ther a project management or presentation programme 

4 Be able to use a network system 

5 Be able to communicate through e-ma1 

Who Should Attend All managers, technical and admnistrative 

staff of environmental agencies 

Length of Traln~ng 60 hours (2 weeks) 

Proposed Dates- June, 1996 



HUMAN RESOURCE DEVELOPMENT 

Busmess Commun~cat~on 
The workshop will address the following top~c areas The Communicat~on 
Process, Verbal and Non-verbal Communicat~on, Bamers to Communlca- 
tion, Perception, Listening Slulls, Wntten Business Communication, 

Telephone Techniques The methodology will be highly interactive and 

prachcal and will utilize examples and case studles of communlcatlon at the 
workplace 

0 bjectives 
At the end of the workshop, participants wlll be able to 
1 Demonstrate lmproved business communication skllls 
2 Idenhfy problems and solutions related to communlcat~on issues at 

the workplace 
3 Explsun barners to communica~on and the role of perception ~n the 

communication process 
4 Wnte more effective office correspondence 
5 Demonstrate posltlve telephone techn~ques 
6 Display active listening sktlls 

Who Should Attend Admmistrat~ve, secretanal, technical and 

supervisory staff 

Length of Trarnrng 30 hours (5  days) 

Proposed Dates May, 1996 



DEMO Tralnzng Programme Human Resource Development 

Plann~ng and Conduct~ng Effectrve Meetrngs 
Meetlngs use valuable human and matenal resources, and should be planned 
and conducted In such a way as to produce the desrred outcomes There are 
two maln types of meetings task-onented meetlngs, and those whose 
purpose is to report on tasks set and undertaken Plannrng for the meeting 
is as ~mportant as the way it is conducted notificat~on, documentahon, 
settlng the agenda and physlcal arrangements are all vltal to a successful 
meeting The type of records to be produced must be agreed upon before- 
hand Meetings should be conducted so that they produce the needed 
results in the shortest poss~ble time 

Object~ves 
At the end of this workshop, pmclpants will be able to 
1 Clanfy objectives, plan meetlngs and develop agendas 
2 Make appropnate phys~cal arrangements 
3 Establish ground rules 
4 Apply vanous decision malung and collaborative problem solvlng 

methods 
5 Apply intervention techniques for difficult meetlng situations and 

for deal~ng w~th drfficult meeting participants 

6 Apply active listening and feedback slulls 
7 Effectively summanze findrngs, actions to be taken, or consensus 

views 
8 Understand the principles of parliamentary procedure and be able 

to use them where applicable 

Who Should Attend ~ l l  who char or facdrtate meet~ngs 

Length of Trarnrng: 20 hours (3 days) 

Proposed Dates JUIY, 1996 



DEMO TI nz?zzz~g PJ ograrnnze Hirlnarz Resoul ce Develop nterzt 

Trainer S krlls 
The programme wll cover the followmg Role of Tra~nlng In the Organlzatlon, 
Identrfymg Tra~ung Needs, Pnnc~ples of Adult Learn~ng the 3-Part Structure 
of a Traning Session (Introduct~on, Development and Check), Quest~on 
Techniques, Handllng Groups, Commun~cat~on In Tralnlng, Vlsual A~ds, 
Methods of Tramlng, Evaluation of Tramlng, and Actlon Plannlng The 
course wll be intensive and Interactive and w~ll  prov~de the opportunity for In- 
class practice F~nal assessment of the tralnee will be conducted by the 
consultants, after completion of the workshop, b j  observ~ng and evaluat~ng a 
trainmg session delivered by the tralnee back at the workplace 

Objectives 
At the end of the course, the partlclpants w111 be able to 
1 Descnbe the role of tra~ning m the organ~zat~on 
2 Accuratelv ~dent~fy tralnlng needs 
3 Des~gn and conduct group tralnlng sesslon uslng the three part 

structure (introduct~on, development and check) 
4 Demonstrate effectwe pnnclples of adult tralnlng 
5 Utll~ze good communication skills In delivering trainlng ses\ions 
6 Demonstrate vanous training methodolog~es In conduct~ng tralnlng 
7 Establ~sh measures for the evaluation of trainlng conducted 

Who Should Attend Persons who currently design dellver and 
evaluate tralning programmes for then 
orgamzations or who w11 be requlred to do 
so m the near future 

Length of Tvarnlng 30 hours ( 5  days) in class plus on-the-job 

practlce and evaluat~on 

Proposed Dates September, 1996 



DEMO Trazltz~zg Progmmtne Hztman Resozirce Development 

Writ~ng Reports 
Persons worhng m the envrronmental field are called upon to wnte three 
different types of reports technicaYresearch documents, reports to meet 
rnternal requirements and reports of lnformahon to be shared wlth the publrc 
Thrs course wll expose participants to the techmques requrred for the different 
types of reports, whle grvrng them the opportunrty to present the same 
informatron In the three drfferent ways 

Object~ves 
At the end of the workshop, partlclpants will 
1 Be able to assess the reader's needs through an audrence anaIysrs 
2 Be able to organize lnformatron so that it communicates effechvely 
3 Be able to wnte a techn~cal document ln a clear, conc~se and 

stra~ghtforward manner that can be understood by non-technical 
persons 

4 Be able to wnte reports requlred by environmental agencles 
5 Be able to create documents that encourage actlon using the wntrng 

process - planrung, bramstormmg, organlzmg, draftrng, and revlslng 

Who Should Attend Persons who have to wnte reports and wnte 
for results 

Length of Training. 30 hours (5 days) 

Proposed Dates* September 1996 



DEMO Traznrnp Propramme Hzlrnan Resoul ce De17elovrrze~tt 

Presentat~on Skiils and Public Speak~ng 
This workshop is intended for those who have to make speeches or 
presentatlons A structured approach enables effect~ve communlcatlon of 
the message, good pubhc spealung techniques make sure the aud~ence 
hsten whlle well deslgned visuals enhance the spoken word Modem 
presentahon software assists m the creation of attractive vlsuals even by 
those without speciahst graphc slulls 

Objectives 
At the end of this workshop pmc~pants  wrll 
1 Be able to create an oral message 
2 Be able to make a speech talored to their aud~ence, uslng ap- 

propnate diction, voice modulation and projection 

3 Be able to create visuals to support the oral message, uslng 
presentation software 

4 Understand how personal charactenst~cs of the speaker affect the 
message transmtted 

5 Be able to apply steps to a winning presentation 

Who Should Attend: Personnel who have to make speeches or 

presentations to groups 

Length of Training 35 hours (5 days) 

Proposed Dates. November, 1996 



Leadership Skills for Managers 
The course w~ll  focus on How to Empower People (by shanng work 
responsib~l~t~es givlng team members the authority to make autonomous 
decisions, insplnng creatlve problem solvlng and setting realistic 
performance measurement), How to Get Results (by uslng an array of 
proven leadersh~p tools and tactlcs that ~nclude two-way communication, 
empowerment, leadershlp by example and actlve hsten~ng), Prepanng for 
the Future (~ntroduc~ng changes Into the organlzatlon, gettlng the support 
you need to implement them, developing and comrnunlcating a vlslon for 
the future whlch will focus employee efforts toward meetlng common 
goals) 

Objectives 
At the end of the workshop, partlclpants will be able to 
1 Develop effectlve and empowered teams and ind~viduals w ~ h n  the 

organlzatlon 
2 Demonstrate a fac~l~tat~ve leadersh~p style wh~ch seeks wm-win 

outcomes 
3 Recognrze different personality styles and be able to adapt personal 

style In order to expedite change 
4 Ident~fy the key steps for a smooth transltlon to a tearn-based 

environment 

5 Use an array of leadershrp tools md tactlcs ~n order to acheve the 
requ~red results 

6 Develop a clear vlslon of the future and ~dent~fy strategies to focus 
employee dnd other stakeholder efforts toward meetlng common 
goals 

Who Should Attend Mtddle and senior level managers 

Length of Trarnrng 15 hours (2 days) 

Proposed Dates: October, 1996 



DEMO TT nznzrzg Progrn~~znze Hunzarz Resotlrce Developrtteltt 

Personal Effectiveness 
Thls workshop is amed at building greater self-awareness of the 
partlcipants, and provldlng tools and techniques for self-actualization 
Adhtlonally, the workshop wlll focus on part~cular toplcs, such as 
Handhng Stress, Time Management, Handllng Conflict, Managing 
Change, and Problem Solv~ng 

Object~ves 
At the end of the workshop, partlcipants wtll be able to 
1 Conduct a self-apprasal to understand areas of strength and 

weakness 
2 Develop an actlon plan fcr personal growth and development 
3 Demonstrate effectwe ways to handle stress 
4 Plan the efficient use of tlme, particularly as regards the work 

schedule 
5 Develop strategies for effect~vely managng conflict 
6 Demonstrate a knowledge of how to manage change 

Who Should Attend Managers, supervisors and clencal staff 

Length of Tralnlng 30 hours (5 days) 

Proposed Dates Yeptember 1996 



DEMO Tmznrng PI oprrzrlze Hztltzarz Resozirce Del7eloprnelzt 

Confl~ct Management 
Development is putting increasing pressure on natural resources, lncludlng 
hab~tats and other envlronmentally sensltlve areas As environmental 
awareness Increases, so do areas of confllct between those who seek 
development at any cost and those who are concerned about environmental 
protectlon and conservation T h ~ s  course w~ll  enable partic~pants to apply 
the pnnc~ples of medlat~on to envlronrnental confl~cts and focuses on the 
appllcat~on of a win-wln negotiating process that results In favourable 
agreements for all partles lnvolved 

Objectives 
At the end of thls workshop partlclpants will 
1 Be aware of the issues which give nse to conflict In environmental 

management conservation and protectlon 
2 Learn the principles of mediauon and negotiation In confl~ct 

resolut~on 
3 Be able to apply these pnnc~ples in their profess~onal and personal 

11fe 

Who Should Attend Managers and Techn~cal officers of 

envlronrnental organizations 

Length of Trarn~ng 12 Hours (2 Days) 

Proposed Dates December, 1996 



NOTES TO APPLICANTS 

1 The dates gven in this brochure are tentative The final 
scheduling of the courses will be determined by your 
response Courses may be repeated depending on demand 

2 Please complete the Registration Form on the following page 
and return it to us without delay, so that we can have an 
indication of interest in the various courses We suggest that 
you keep the form in the book as your original and photocopy 
it as many times as you wish for the courses for which you or 
others wish to apply 

3 The programmes are offered without charge to employees of 
the target organizations Natural Resources Conservation 
Authority, National Environmental Societies Trust, Negril 
Environment Protection Trust, Montego Bay Marine Park 
Trust, and Jarnaca Conservation and Development Trust 
Persons from other organizations wishing to participate will 

be admtted for a fee, subject to space availability 



NATURAL RESOURCES CONSERVATION AUTHORITY 

DEVELOPMENT OF ENVIRONMENTAL MANAGEMENT 
ORGANIZATIONS (DEMO) PROJECT 

TRAINING REGISTRATION FORM 

COURSE TITLE 

DATE(S) OF COURSE 

NAME 

ORGANIZATION 

DEPARTMENT 

YOUR POSITION 

ADDRESS TELEPHONE AND FAX NOS 

PLEASE SPECIFY NGO [ ] Govt [ ] Pvt Sec [ ] 

YOU ARE Pa~d Ful l  T ~ m e  [ ] Pa~d  Part Tlme [ ] Volunteer [ ] 

Did you volunteer for this training [ ] or were you designated[ 19 

Who approved your appl~cat~on 7 Supervisor [ ] Self [ ] 

APPLICANT9 S SIGNATURE 

NAME OF SUPERVISOR 

SUPERVISOR'S SIGNATURE 

Please state any special dietav requrrements No pork [ ] 

Vegetarran [ ] No Sugar [ ] Other (Please speci@) 


