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Introduction:

The Iraqi Civil Society Program is well aware to the fact that the capacity building
and development of civil society organizations is essential to achieve continuing and
safe development. The methodologies it is using is based upon the fact that the public
participation depends on the existence of a strong civil society consisting of different
independent and active economical, social, political, and cultural organizations in the
society.

Accordingly, the ICSP support the effectiveness of CSOs through training and
capacity building programs.

In this sense, the ICSP take interests in developing the capacity building of CSOs in
different and specialized areas that foster performance of CSOs in interacting with
and influencing the community in general, accordingly, appeared the importance of
developing the systems of internal governance in organizations and CSOs. Thus,
came this manual about “Training of Trainers” to introduce some experience for the
CSOs in preparing and qualifying different expertise within the Iragi CSOs to be
effective elements in managing those CSOs and become more effective participants in
decision making.

Since the CSOs is the third pillar in the society and the active partner in the
community development process therefore, all expectations are put on the CSOs to
participation in the community building and development process for its capacity to
deal with and face the negative trends that grow within the society, and also
participate in the decision making and taking process.

This manual tend to help the responsible person in CSOs to prepare/develop different
qualified expertise in their CSO as well as in the society, and improve their capacities
to be best used for community benefit

Manual Description:

This manual was designed to form an easy to use concept introducing the training
process. It is divided into training sections, as each section is covering a certain topic
and should be distributed to the trainees at the end of the training session covering this
particular topic.

The first half of the manual — also the training program — presents historical overview
of the training concept development from ancient different civilization to modern ages
and also presents the basic skills for trainers. And the second part of the manual
presents the training cycle and all related elements and components that give a
complete view of the training process starting by identifying the training needs to the
final stage of evaluating the training program.

Training program objectives:

By the end of the training program the participants will have the capacity to design,
implement and evaluate a training program.
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The Training

The human resource is the base of any organization; private, governmental or social,
and the success mainly depends on the staff. The training is considered an important
factor for the human resource development and improvement, because it refines
individual's knowledge, skills and concepts in a way that enable better and more
effective performance of duties and tasks.

There are many definitions for the Training, such as:

"A planned and organized operation to improve or modify the capacities to
effectively perform certain duties and tasks in order to achieve organizational
objectives, and this process may include workshops, courses, in-service
training, on-site projects, or planned experience sharing through programs'
cross-visits”. Thomas Wemlon

- "A planned activity aiming to make positive and needed changes in the
individuals' knowledge, skills and concepts to enable them to better achieve
the current and future assigned tasks in a way that best reach their
organization's objectives".

- "Training is a continuing process in an individual's life that starts with birth
and go on till the end of his/her life according to his/her needs as an
individual and as a member of the society, and it seeks to change the
behavioral patterns by introducing the individual to advanced training
methods based on full understanding of the trainees' psychology and the
factors identifying their behavior".

Training depends in the first place on the learning process and not education. As we
seen prior that the learning process depends mainly on the learner initiatives as the
key and effective factor in the learning operation, unlike the education process in
which the learner plays a negative role. Thus, we can find a lot of differences in
comparison between learning and education since education is based on the “Learning
About” when the learning (training) is based on the “Learning How”.

Education has broader objectives than training that may include some information on
the presented subject, but mainly focus on empowering and supporting individuals,
improve their performance and acquire certain skills. Therefore, we find the training
objectives are more specific and clear than the education's objectives.

As a result of diverse objectives of training and education we find dissimilarities in
the strategies and methodologies used, however, we find a similar problem for all
trainers which is renouncing the teaching methodologies they have acquired through
their years of school. Quitting the instructional behavior that the teacher follows is a
step in the right direction of becoming an effective training.

Training dimensions:

There are three dimensions in any training activity:
Knowledge: Concept, facts, bases and ideas.
Skills: Behavior or performance ability.
Attitudes: principles and beliefs.
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Fereirre's main principles

Paolo Fereirre is a Brazilian professor and a philosopher who worked in education
and wrote several classics in this field like "Self independence pedagogical”,
"Principles of teaching aggrieved people”. Fereirre was the minister of education in
San Paolo at the eighties for several years before he retire to writing. Fereire had an
impact on the understanding of education and freedom, his thoughts made
revolutionary changes in the educational programs and the human development in
modern time. Hereafter, we introduce Fereire's main principles on education.

1. Education cannot be neutral

Education is design in one of two conceptions:
- Itis either aiming to maintain a present culture and values that is mainly of the
dominant segment (In other words, tame people and teach them obedience)
- Or, aiming to liberate people and support their criticism, creativity, freedom,
being initiative and responsible in the community they live in.

2. Relating to issues of interests to the community

People deal with issues and matters of priorities to them. Thus, all development
projects, training and education should start with issues of priorities to the community
and what is called "Hot Issues™.

3. Presenting the problems

One of the education and training objectives in development is seeking to identify
problems and search for solutions, it is important that the trainer/facilitator's objective
be to help people identifying their problems, determine the main reasons of these
problems and try to find practical and solutions for it, Also the trainer should not be
just giving instructions of solutions since there is a big difference in instructing
solutions and presenting the problems and participatory reach for solutions.

4. Dialogue

It's hard to achieve a fair community with individual efforts. In order to have a fair
community each one has to be a student and a teacher at the same time, since the
dialogue is an open education process through which influential people are gathered
to discuss problems of concern to them and try to reach solutions for it.

5. Thoughts and practices

Learning usually makes the changes when a group of people feel upset and unsatisfied
with a certain situation, in this case, the trainer/facilitator establish an atmosphere that
permits the participants to look closely and criticize their present situation to
determine the what information, skills and concepts are needed in order to plan and
implement the work. And this process is repeated as needed.
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6. Consciousness level

Fereire describes the different consciousness levels. Fereire states that to reach the
critical consciousness level is a process that takes a lot of time and the individual
undergoes several levels before reaching this level such as the superstitious, naive and
fanatic consciousness. And it is worth mentioning that these levels are interrelated and
it is not easy to distinguish the change of levels.

Difference between education and learning

Learning is differs from Education in its focus on individual (or group)'s initiative and
his right to choose what he needs to learn. Thus we see the individual as a positive
initiator and not a negative recipient in the learning process. Following are the
characteristics of the traditional education and learning:

Education Characteristics Learning Characteristics

e Teacher teaches & students receive e The students learn more easily when
lessons they seek to knowledge

e The teacher talks and students listen e Learning is affected by the social

e The teacher knows everything and the relationship between participants
students know nothing. (Teacher & students, and students

e The teacher thinks for the students themselves).

e The teacher imposes his choices and e The information transferred to the
the students obey students have to be clear

e Teacher sets the rules the students e The learning process is much faster
follow when students realize what they're

e The teacher performs the skills and studying will give benefits in the
the students only watch it without future
practicing. e People learn much better when

e The teacher select the curriculum and information or new skills relates to
the students comply with its context what they knew or can do.

e The teacher mixes his authority as a e Learning is much faster when the
resource of information and students are actively engaged in
institutional authority to restrict handling data, solving problems or
students' freedom. practicing skills

e The teacher represents the educational
process and students are just like
subjects.

Communication in the training process

The individual's personal life depends primarily on his ability to communicate his
thoughts, feelings, and needs to others, it represents a major social need for human.
Human lives evolve around humanitarian relationship in home, work or daily life one
communicates with others every day.

What is Communication?




TOT Trainee Manual Draft English Translation — August 15" , 2006

Communication is the process of sending and receiving messages or information from
one individual to another, one individual to a group or a group to an individual.

Many of the problems we face are strongly related to lack of communication between
people. We may misunderstand one another, express ourselves the wrong way, choose
the wrong time to deliver a message or we may neglect non verbal messages the
others are delivering to us.

Environemt

Message

O O o O

o Communication
Recipient Channel Sender

PN Feedback ~_

Forms of Communication

A. Verbal Communication

This is considered the main communication method we depend on in message
delivery to others. Verbal refer to the words, linguistic expression which the recipient
hears it. And it is worth mentioning that the meaning of words differs from a place to
another and from culture to another therefore, it is important to:

- Use the language that the recipient understands with clear and simple
articulation.

- The opening should be strong and interesting to the recipient

- Change the tone of voice according to the importance of the subject or to
attract the recipient's attention

- Use the right pronunciations

- Avoid using the vague expressions like "hmm, ...Ahs", you may try silence
when you don’t have anything to say, sometimes silence is a suspense factor.
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- Avoid repetition of words without a reason (Learn to speak in complete
sentences)

- Avoid speaking fast.

- Put yourself in the recipient's place to be able to better understand his
perception.

B. Non Verbal Communication
1. Standing/movement

The Standing position: If you were nervous and confused in your stand, this will be
reflected on your performance. The first thing to learn as a trainer is to take the
standby position calmed and relaxed. We call it the standby position because in such a
position you are ready to talk and move.

Movement: The trainee will be bored if the trainer remained standing still, therefore,
the trainer has to move around the hall giving attention to every trainee. On the other
hand, the trainer should not move a lot otherwise distracting the trainees’ attention. It
is best to move normally and be visible to all the trainees, and make sure not to turn
your back to any trainee so he won't feel neglected.

2. Gestures and hands movement

We all use gestures and nods in our daily conversations with our friends, colleagues
and family. But when an individual address a group of people he freezes and act in an
abnormal way. As a trainer you should always act normally in front of the trainees
and use nods and gestures that are normally used in daily life because it helps more
expressing yourself. Examples are:

Explanatory motions: when explaining a certain word to the trainees you may use
your hands to illustrate what you 're saying like; when you are describing a spiral stair
and you move your hand in an upwardly or downwardly circular movement to further
express the word or, when you mention the number Three and you hold up three
fingers.

Assertion motions: Motions used to confirm what you're trying to say like when you
say to the trainees not to use something, you wave your hand left and right expressing
the word No.

3. Facial expressions:

Facial expressions is one of the things affected by the person's psychological and
health condition although many people have the ability to hide their true feelings
behind a mask. As a trainer you have to be natural and relaxed with your facial
expressions. Also, you have to pay attention to the trainees' facial expression and
interpret it since it reveals their concentration and interests.

4. Eye contact
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One of the best ways to create connection between the trainer and trainees is looking
to them.
Eye contact is something that you will always be doing when you are talking to
anyone. However, in many instants, the trainer neglects this factor and do not
maintain eye contact with trainees while talking to them as if he considers the trainees
as a source of threat. Instead of looking to the trainees many trainers choose to look at
the ceiling, floor or any other thing other than the trainees. There are several
advantages of maintaining eye contacts:
- Feedback: You can instantly measure the trainees' reactions as you see it. Did
they get bored, doubting, interested? Is it time for break?
- Show interest: when you look to someone when you talk to him it proves
interest to this person.
- Maintain attention

- You should distribute your looks randomly and equally to everyone in the hall.

- Do not neglect people sitting in the back or sides.

- Do not focus only on the friendly faces otherwise you will lose other's
attention.

- Make sure you don't use an artificial look and that it doesn't exceed 3 - 5
Seconds.

5. Sense of humor

The use of humor in the training program is very effective for the following reasons:
- Helps the trainees remember
- Maintain their attention
- Insome instants, it is easier to provide the information in a humorous way.

Use your stories and comments and be ready to laugh about yourself with the trainees.
You have to be fast in your perception and reaction. Humor creates a convenient and
friendly atmosphere in the training room but you have to bear in mind the following:

- That the humorous stories are related to what's being presented otherwise you
distract the trainees' attention; they will remember the humor and forget the
main subject.

- Choose the right time for stories or humor.

- Avoid badinage and racist.

6. Appearance
Your appearance has to match with the social and cultural background of the trainees
and the type of training you're providing. The wrong choice of cloths may create a
barrier between you and the trainees.

Hindrances for good communication

Busyness: When one's busy with something it may be difficult for him to concentrate
in what the other party is saying.
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Linguistic problems: lack of clarity and use of vocabulary and words that may have
different meanings.

Psychological hindrances: it relates to the perception since in many cases the beliefs,
opinions and perception of people affect their interpretation for a message.

Aggression: this takes place when connecting with someone for whom there are
feelings of hatred due to previous interactions.

Also, the subject may be provoking. When two person engage in a provoking
conversation usually misinterpretation occurs

Charisma: In many instants the Charisma of the Sender (the one delivering the
message) affects the recipient and this may lead to misinterpretation of the message.

Previous experience: Sometimes the previous experience hinders the recipient from
receiving any new message related to the same subject in a proper and practical way.

Hidden agendas: The presence of personal interests for the message sender or
recipient may interrupt the message. If the recipient has a personal interest he may
interpret what he/she hears to meet his interests.

Hindrances related to surrounding environment: Surrounding environment may
hinder communication process like; noise, weather, illumination.

Wrong selection of communication method: The appropriate communication
method has to be selected according to the sender, recipient and the message.

Misuse of communication method: The communication method may be appropriate
but the sender's misuse of it may hinder the message delivery.

Conversation interruption: When the conversation interruption occurs between the
sender and recipient either by one of them or/and outside factor, it causes disorder in
the sending and receiving process for both the sender and recipient.

Sarcasm from the speaker: Sarcasm from the speaker either he/she is the sender or
recipient creates a psychological barriers negatively affecting the message delivery
process, as well as causing a lack of confidence state and unwillingness to
communication continuing.

Argument: In some case, the argument enriches the communication process.
However, in other cases it deflects the communication process away from its main
objective.

Controlling the conversation: Communication is a two way process between the
sender and recipient, therefore, it should be equally managed because if it was
controlled by one end, it will be more of instructions giving and not communication.

Jumping to conclusion: Not giving proper time for receiving the message may result
in misinterpretation.
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Use of strong or unproductive critic: The communication between the sender and
recipient should be a convenient environment for productive discussion and
disagreement should be aiming to reach a better place accordingly, there shouldn't be
strong and critic.

How to improve the communication process?

"l know you believe you understood what I said but | am not sure if it was what |
meant"

- You have to have a clear idea about what you want the other end to understand

- Analyze the nature and level of your concepts towards the discussion subject
and the recipient

- Realize that disagreement in opinion is a personal freedom

- Present thoughts in the simplest possible way.

- Present your thoughts separately

- Use appropriate and effective repetition

- Identify which of the presented ideas need further clarification and explanation

- Speak in a clear tone and change it as needed.

- Use the appropriate communication channels for the subject and recipient

- Reduce the noise and disturbance as much as possible

- Pay attention to the recipient reaction and don't neglect any questions or
inquiries

- Beagood listener

- Show interest when the recipient talks to you and express that verbally and
non-verbally

- Reconfirm the recipient's understanding of the message and constantly ask
him about his proper comprehending of the message.

Speaking skills

Talking with others is a process that a person does since childhood and any one can
learn to do it. These are some recommendations when preparing for a speech:

e Good preparation for the speech topic
0 What is the topic
0 Who is the audience
o0 How you are going to speak
0 How to measure the audience convincement

e (et an idea about the audience
0 Background/culture/interests/language
0 The audience's opinion about the topic

e Prepare aiding materials like graphs/pictures... etc.

e Physical and mental relaxation

Effective speaking skills
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- Identify the objective of the speech

- Beyourself

- Don't interrupt the speaker and don't takeover the discussion
- ldentify your weak points so you can improve it.

- Apologies when you say a wrong information and correct it
- Speak clearly and loudly

- Monitor the audience's reaction

- Avoid humming

- Be sincere in your speech

- Try not to use complex words or inappropriate for the audience's culture
- Maintain a real smile

Listening skills

People use their ears to listen to others, we listen to the radio and we don't need to see
it. However, listening is an advanced stage for hearing where one uses his other
senses like the eye, thinking and body motions. Listening means paying attention to
the meanings of what we are hearing. There is a further advanced level of listening
which is Effective Listening which is a skill that helps people solve their problems.
In order for listening to be effective the listener has to realize the speaker's needs to
communicate. Also for the listening to be effective the listener has to take the
responsibility of proper interpretation and understanding of what the real meaning of
the discussion, as well as the feelings of the speaker. For the listener to understand the
speaker's message he has to put himself in the speaker's shoe.

Effective listening skills

- Fully concentrate with the speaker

- Don't make early judgments, consider the complete thoughts instead not just
the words

- Pay attention to what is said and not said, it means try to read what's between
the line

- Maintain eye-contact with the speaker

- Focus on the major thoughts; if the speech is long try to write notes so you
don't forget.

- If a matter was vague to you ask the speaker to clarify it

- Don't assess the speaker and pass judgments.

Facilitation skills

What is the facilitation process?

Facilitation is a method of leadership without authorities. The trainer's role as a
facilitator is to make the group members take the responsibility

What does the facilitator do?

e Help the group identify the main objective and the goals
e Help the group identify their needs
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Lead the group discussion

Take notes reflecting the trainees' thinking

Help the group take decisions that reflect all the different perspectives
Assist the group to communicate effectively

Provide the trainees with feedback to help them evaluate themselves

In what does the facilitator believe?

Facilitators believe that two are better than one, and that in order for one to perform
effectively he should be taken seriously.

Human beings are smart, able and willing to do what is right.

Decisions taken by a group of people are better than a decision taken
individually.

All opinions are equally valuable despite the person's status or post.

People are more committed to ideas and plans they participate in putting.
The groups have the ability to manage the conflicts, behaviors and different
relationships is provided with the proper tools and training.

Essential skills for a facilitator:

Neutrality/objectivity:

You have to use questions and present suggestions that help the trainees to think but,
you should never impose your opinion.

Listen carefully to speakers:

Look at the speaker and repeat what he is saying to make sure of your interpretation.
You have to maintain eye contact with the speaker when you repeat what he said and
when summarizing thoughts. Use eye contact to inform someone that he can speak
and to encourage the individuals not participating enough.

Asking questions:
Questions are the most important tool you have as a facilitator because it:

Test participants assumptions
Invite participants' feedback
Collect information

Used for exploring vague points
Help realizing the full picture

Rephrasing the content for clarification:
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This include repeating what the participants were saying to confirm you are listening
to them, to let the others hear what was previously said and to clarify the main ideas.
This confirms the listener's concentration and ensures right interpretation, like:

Do you mean to say ....... ?
What | understood is that you're saying .......... ?
Do you mean ....... ?

e Not to consider only one opinion:
Don't just record the trainees' thoughts but rather give an opportunity to the rest of the
group to ensure that the thoughts written on the flipchart represents the thoughts of the
whole group together. This supports agreement and commitment. An example:

- Hany, what do you have to add to Omar's comments?

e Stay within the context:

Identify time frame for discussion and assign someone for time keeping

e Accept and provide feedback:

In specific times evaluate the situation with the group to identify if there's any
amendment needed
(Is there any progress? What can we do to become more effective?)

e Test the established assumptions:

You have to raise and present the assumptions on which the participants build their
thoughts to be understandable for everyone. Perhaps you may have to challenge these
assumptions before proceeding with the discussion. For example:

- On what bases you judge a narrow minded idea?

e The ability to compile ideas:
You have to assess new ideas and final decisions made by the group. Write a clear
and detailed summary on the flipchart for everyone to see. Points have to be

summarized, clear and complete. And have to reflect what the trainees said not your
interpretation.

e Clear summary:
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The effective facilitator listens carefully to whatever is said and then presents
summaries in specific times. Do a summary when you feel the discussion may reach a
dead end or when you wish to end it.

Asking questions skills:

The skills of asking the question is an essential skill for any facilitator since questions
encourage participation; sometimes you may as a neutral facilitator present you point

of view in the form of questions. Questions are used to get a feedback from trainees to
evaluate the situation.

Effectively asking questions means:

e Asking the right question in the right time
0 Choose the proper type of questions and phrase it in the form that will
give the best results, and then ask it to the proper person.

- Ifyouwanted to .....
o Youshould ......

- Provoke the trainees' thoughts and response
0 Ask the question to the whole group

- The trainees to cooperate willingly or that you 're avoiding to ask a specific
person
0 Ask "Which one of you faced this problem before?"

- Provoke a specific person to think and respond
0 Ask that person "What do you think Hesham, how can we handle this
subject?"

- To benefit from a particular person's expertise within the group
0 Ask that person "You have huge experience in this field, can you share
your view with us?"

The ability to handle different answers to questions

You have to support the right answers but most importantly that you remain unbiased.
Compliment all participants for the answers regardless. These are some reactions that
may respond to wrong answers:

"l can see how you figure this out™

"This is an interesting point, any other idea?"

"You're on the right track, do you have other ideas?"

Interacting with questions:

If a trainee asked a question within the content and asked you to participate with your
personal opinion, you will have three options:
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- Redirect the question to someone whom you think will have the answer or to
the group as a whole.

- Do not answer questions that the group fails to answer, instead say that you
will get back with an answer.

- As a last resort, you can answer the question personally if you're the only one
who has can answer.

Presentation skills

Often the trainer presents the tr4aining material as a presentation or session and this
requires the trainer to have several skills like; communication skills, and presentation
skills. We previously dealt with the communication skills, and we here present some
guidance that assist the trainer in his plan for presentation.

Successful presentation planning:

The presentation you are about to do is like a journey in which you lead the
attendance form one place to another.
Your role in this journey is vital since you know the way better than any of the
attendants and you have to make sure that all are walking together in the same route
(you didn't lose anyone in the way). In order for you to be able to do that you have to
know the objective you're heading to and how to reach it. If the whole group is not all
together at the target point (The objective) then you did not perform your task
adequately.
Before doing any presentation you have to know some information that will be of use
for you:

1- What do you want the attendants to know, and what's the objective of

the presentation?

2- Who are the attendants? (Number, age, professional and scientific
background, knowledge/preferences/concepts) and that help in:

i. Selecting the points that need stressing and clarification in the
presentation.

i. Prepare and develop an appropriate level of details

iii. Selecting and preparing the proper training aids

iv. Creating a proper atmosphere in the training room for the

participants.

3- Is your presentation going to be persuasive or informative? Informative
presentations aim to provide the attendants with information and
educate them, but persuasive presentations aim to change the
conceptual and behaviors of attendants.

Identify the title of the presentation
e After answering the above three questions, you will need to think of a title for

the presentation. The title should answer to the following "What is the subject
we will discuss?"
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e The next step after identifying the title is to perform brainstorm training. Write
whatever comes to your mind about what you want the attendants to know
about the subject you're presenting. After using all the ideas that comes to
mind, divide a peace of paper into four squares as shown in the next table,
then review the thoughts you wrote and assort it in three groups each group in
one of the four cells in the table. The fourth cell in the table will contain the
thoughts that didn't fit in any of the other three groups.

e The next step is to review each cell separately. Are the thoughts within the cell
form a subject? Review each cell until you identify a title. When you finish
with this process you will have a table like the following:

Major Title
Subject title 1 Subject title 2
Details Details Details | Details Details Details
Subject title 3 Miscellaneous Ideas
Details Details Details | Details Details Details

e You will use the three cells in the table to design the presentation, as for the
thoughts in the fourth cells you will not include in the presentation since it was
proved scientifically that it's easier remembering the trilogies (matters
consisting of 3 elements). The attendants cannot digest more than three
subjects per time.

e When announcing the sub-topic titles use the following guides:

o Inform the attendants that you will present 3 topics

0 Present the topics numbered (The first topic we will talk about ..., the
second topic is...., the third on is....)

0 Use short titles and do not go into details now.

Transitional sentences

The purpose of these sentences is to prepare the attendants for, or transfer them from a
state to another. The trainer can carry on with his presentation without stopping using
the transferal sentences since it identify/divide the presentation. Transferal sentences
helps the attendants identify the presentation details.

Characteristic of effective presentation:

To make an effective presentation you will need more than good organizing of what
you will say since you are responsible as a trainer to perform a lively, interesting,
beneficial and enthusiastic presentation to the attendants to maintain their
concentration.

These are some notes that help you your presentation:

- Enthusiasm is essential in any presentation. Try to smile and maintain eye
contact as much as possible with trainees, and remember if the trainee felt that
you are bored and uninterested they will not listen to you.
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- Speak loudly and clearly, and change you voice tone according to the need.
The monotone may cause the attendants to get bored. Pause every now and
then to capture the attendants' interest.

- Short sentences and simple words will have a greater effect than long
sentences and complex words.

- Use gestures appropriate with what you are saying.

- Do not speak with a language the attendants do not understand

- Know the presentation's subject in full details to be prepared for any question

- Well prepare the presentation

Training methods

The training methods is considered one of the tools the trainer uses to make the
necessary changes to achieve his training objectives, the effective trainer is the one
able to effectively manage the session. Many trainers asks about the best training
method, but the professional experienced trainer knows that the word "Best" is related
to many factors like; the trainees, the trainer, training objectives, required outcomes,
the training environment. There are a lot of training methods each has its
characteristics that distinguish it from the other.

The effective trainer has to have extensive understanding of the different training
methods, the advantages, disadvantages and capability of each method.

Selecting the Training method
Selecting the training method is based on:

- Suitability of the method to the material presented

- The Subject and its objective

- Type of participation required

- Training method suitability to trainees, place and time available
- Trainer's experience

- Experience and cultural background of the trainees

- Number of the trainees

Lecture

The lecture method could be defined as presenting a subject through an experienced
person with trusted source of information to provide a set of ideas, theories and
principles.

The lecture method is used when:

- The subject is new for the trainees

- To give a general idea or a summary

- To deliver information, facts and/or statistics
- To address a large group

- The first advice in any training program "Do not lecture" because lecturing is
based on a one way communication as shown in the above figure and thus,
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lack the participation of the attendants (Which is the core in any training
program)

e Advantages
o Disadvantages

e Dealing with a lot of materials at the same time
0 Based on a one way communication

e Suitable for a large group of people
o Limited application

e May precede the practical training
o Limited response from trainees

e The trainer is in control
0 The trainee has a negative role since he is the recipient of information

How to prepare a lecture
Presenting the lecture requires the following:

e Preparation
0 Usually the preparation for the lecture requires twice the time for
presenting it even if the trainer is well experienced in the subject he is
lecturing.
0 When planning for the lecture you have to bear in mind that it does not
exceed 20 min. divide long lecture into parts using aids like films
o0 Divide the material into three categories:
= Information have to be presented
= Information should be presented
= Information good for presenting

@]

Make sure you cover the first two categories in the available time. The
last category is optional.

Do not place a lot of information in the lecture

Plan the questions time and place within the lecture

Prepare the training aids

Read your notes before the lecture even if you presented it many times

O o0Oo0o

Presenting

e Avoid reading long verses

e If you are reading a specific verse, identify the main points (Highlight or
underline) then talk to the trainees

e |F you are well aware of the subject write down the titles and main points on
paper cards for reminder.
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e Maintain eye contact with the trainees to ensure non-verbal communication
with them

e |dentify if the trainees need to take notes for reminder or you will provide
them with some materials at the end

e If you prepared materials for distribution to trainees, identify whether you will
deliver it before or after the lecture. If you will provide it before the lecture
you can read it with the trainees so they can take notes. But be aware of their
focus on reading and stop listening to you.

You can stimulate their interest by:

Explaining what they will gain from the lecture in the beginning
Use example personal experience and real facts

You personally are enthusiastic about the subject

Using the audio visual aids

Questions
e Educate the trainees when they can ask questions
e If the trainees are shy divide them into small groups
e The questions will demonstrate how clear the material presented and if it
stimulated their interests
e Make sure you clearly heard the question and if not, ask the trainee to re ask it
e If you don't know the answer to the question, you have two options:
O Redirect the question to the group
o0 Tell the trainees you will find an answer and get back to them
e Be brief in your response to give all the others the opportunity to ask their
questions
e Make sure the question asked are clear to everybody

Summarizing
e Emphasis another time on the main points of the lecture for reminding
e The good summary enable the trainees to get the whole idea
e Prepare materials for distribution to trainees instead of wasting their time and
concentration during the lecture in writing what you're saying.

Demonstration

The practical presentation is the live example for the trainees to see how something is
done.

When and why you use demonstration:

- Atany time during the session

- After the theoretical discussion of a certain subject

- To help the trainees understand through experimenting how something is done
- To teach the trainees a certain skill

- To explain in details the process of doing something

e Advantages
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o Disadvantages

e Enable the trainee to concentrate

0 Need very good preparation
e Present practical application

o Enough materials should be provided for the trainees to participate
e Encourage trainees' participation

o0 Unsuitable for large group

0 Needs a lot of the session time

How to use demonstration:

- Prepare the material you will need in advance

- Practice adequately before the training session to ensure everything goes as
planned

- Explain what you will present and the its objective

- Explain what you do step by step

- Make sure everyone is following

- Make room for questions

- Let the trainees experiment

- Summarize what you've done after making sure that everybody followed the
process

Debate
The debate method could be defined as an opportunity for a group of trainees to
discuss the advantages and disadvantages of a particular idea or subject, or presenting
a concept

When and why use debate

- After presenting a particular subject

- When trainees are divided into two groups, each adopting a concept
- Used to convenes the majority with a specific subject

- To give experience in new practices

e Advantages
o Disadvantages

¢ Introduce different concepts
0 Needs very good preparation
e Accept other opinions
0 Needs a lot of time
e Shape thoughts and clarify inquiries
0 The trainer have to be firm in managing sessions
e Interesting and stimulating
0 Might be emotionally driven

How to utilize the debate method?
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- Use this method only when the trainees are on a certain level of intellectual
maturity, and their relation permits subjectively handling of matters

- Identify the subject of the debate provided that it is related to the training
program

- Present the subject in a sentence not a question

- Select the two parties of the debate, and go through the discussion points with
each one of them

- The trainer's role is to manage the debate, identify the time for each one and
prevent interruption

- After each speaker present his point of view give the participants the
opportunity to comment (1 minute for each participant)

- Then you have to summarize what the two have said

- Review votes of the group on the discussed issue

Questions

What is meant is that the trainer asks the trainees questions. The trainees start thinking
either in responding or listening to the responses. The questions may come from the
trainees' side as well.

When and why using Questions method?

- When the trainer wants to get the trainees' attention

- To present a new subject

- This method is used to get the group's experience and knowledge in a
particular subject

- To make sure of proper understanding and interpretation

- To help a member of the group to understand a certain thing

- To deliver experience on new practices

- May be a part of another training method or might be a method by itself

e Advantages
o Disadvantages

e Clarify particular meanings and points
0 Takes time

e Give an opportunity for everyone's participation
0 Needs the trainer's control

e Offer exchange of points of view between the trainees
o0 Some of the questions asked by trainees will not relate to the subject
discussed
0 Some questions maybe embarrassing for participants and they can
easily be bored
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How to use Questions method:
There are three ways to ask questions:

- You can ask a question to the whole group. The "Leader" trainee will be
among the firsts to answer, and this is a good start for a training session. Those
who have the answer will instantly respond, and you can later ask those who
did not participate using one of these two methods:

0 Ask a question to the group then pause for a while and choose one of
the participants to answer. By pausing for a while between asking the
question and selecting the participant you give the group a chance to
think about the answer and thus, you can engage everyone with this
method.

o0 Or, you select the participant you would like to ask. However, the
problem in such a case is that you may lose the others' concentration in
this process. On the other hand, you may use this method when you
want the group to benefit from the experience and knowledge one of
the participants has.

There are many questions that you may ask like:

e Close-ended questions are questions which could be answered by "Yes or
No" or, one or two words. You can use these types of questions with trainees
whom you deal with for the first time, or to present a new subject.

When did ........ happen?
Where did you see .......?

e Open-ended questions are questions that give the participant the free will to
answer as he wishes. These questions are used to encourage the participant to
speak. For you to practice open-ended questions, use the words "what",
"Where", "How", and "Why"

What happened when ...?
Can you tell me why ....?
Can you describe ......... ?

e Cogitative questions that help meditating and studying of the situation and
provide an opportunity to extract more information and help the participant
express his feelings.

You mentioned while ago .... Can you explain?
What do you think about ....?

e Verifying questions which are used when the trainer needs to get the detail of
something.

How did you deal with ...... ?

- Clearly ask the question
- Face the group when you ask questions
Brainstorming

The subject title is recorded on the flipchart and the participants are invited to share
their thoughts about this subject. These thoughts are clearly written on the flipchart so
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everyone can see it. The participants are asked to provide as much thoughts as
possible one by one. Brainstorming is a way to mentally stir the trainees and urge
them for positive participation and creative thinking rather than organized thoughts;
the objective is that the trainer asks questions that the trainees start thinking while
they participate either by responding or listening.

When and why use brainstorming

Brainstorming method could be used when presenting a new subject or in the
beginning of one.

It could be used when the trainer wants to change the subject discussed and
move to another one

To explore a subject's dimensions

When the trainer wants to get the trainees' attention and put them on alert.

Advantages

o Disadvantages
Support everybody's participation

0 Takes along time
Allow creative thinking

0 Needs the experience and control of the trainer
This method generate great deal of information
Clarify the meaning of certain points
Give the opportunity for all to participate

How to use Brainstorming

The trainer introduce the method and its rules which the group will follow
during the discussion

The trainer writes a certain word or subject on the flipchart

The trainer asks the trainees to participate with the first word that comes on
their minds on the mention of that word/subject

The trainer writes what the participants say without any comment from him or
any other participant

This process is repeated until the trainees are through of giving their thoughts
The trainer asks the participants on how their responses should be categorized
in terms of the subject in hand

In order to allow all the group to participate the trainer asks the participants to
respond according to their seating turn

Rules of the Brainstorming

1.

2.

w

Criticizing, evaluation, judgment or defenses on presented thoughts are not
allowed.

There are no limits or ban on the thoughts presented no matter how
impossible, unpractical or even imaginative it is. Any idea or thought has to be
expressed.

The quantity of thoughts presented are more important than the quality
Building on thoughts is important
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Case Study

The case study is a detailed written explanation of a case/problem/realistic or
presumed situation which drive the trainees to analyze and discuss the situation and
come up with suggestions or decisions thus, eventually develop their analytical and
managerial skills.

When and why use Case study?

- This method is used after introducing the trainees to a sum of information to
measure their understanding and ability to implement what they learned.

- Introduce the trainees to the different managerial situations that needs decision
taking.

- Enable the trainees to practice the implementation of the theoretical
knowledge.

- Develop the ability to think, analyze, allocate available and suggested
alternatives, decision taking and finding the best solution

- Increase the trainees' participation in the learning process and develop their
confidence in implementing the new skills.

e Advantages
o Disadvantages
e Presenting a practical case that increase the trainee's participation
0 Takes along time for prepare and implementation
e Encourage the trainee to think and find solutions
o The inability for the participants to generalize the findings
e Develop and furnish the trainees’ sense of judgment
0 Needs special skills for the trainer to prepare, supervise the
implementation, beside its rarity.
e Helps clarifying the different aspects of the case
0 The trainees' concern on the correct solutions although there usually
several solutions
e Clarify and support the different concepts and theories.

How to use the Case study method:

There are four recognized types of case studies (Willings 1968), these are:

Personal problem
Individual incident
Organizational problems
A mixture of the above

The case study could be focusing on a person, incident or situation. The written case
study contains all the information about the incident/situation, also should have
pointing data to possible solutions or outcomes of such solutions that should come
from the trainees. The case study presents actual facts that happened in an
organization/association to demonstrate the complications that happens in practical
life. The case study should include elements related to the training objectives.
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Preparation

- Identify the training need that the case study will handle, like; problem
analysis, evaluate different alternatives, selecting the best alternative or
highlighting the problems resulted from a change in the
organization/association.

- Identify the objective of the case study, like;

0 Practical case analysis after theoretical view.

0 To encourage the trainees to make a research

0 Develop problem analysis and communication skills

0 To encourage the group to review and evaluate their motivations

- Select the case that will achieve the desired objective within the time available
for it. The trainer should ask himself "What are the trainees' and the training
program's objectives?”

- When selecting the case study make sure it is interesting and attractive (With
emphasis on the objective not amusement)

- The trainer should have clear understanding of the subject of the case-study
before presenting it. He have to study it before the training session (Even if he
used before)

- The implementation of the same case-study differs from group to group,
therefore, the trainer should be aware of the discussion that may result from
the group discussion accordingly, he has to prepare the different alternatives in
terms of the group analysis to the study, different discussions, the questions
that may be raised and possible answers.

- Wilings (1968) suggests that the trainer asks himself the following questions
when preparing for the case-study:

0 What could be the outcome of the case-study?

0 What is the problem being presented in the case-study? Actual
problem/problems?

0 The trainer should not have any prepossession

o0 Does any written part in the case-study helps better introduce and
understand the actual problem?

0 How the trainer can solve this problem?

0 What are the expected questions from the trainees' side?

o How long would the case-study approximately take?

Presenting the case-study to the trainees:

- Presenting the case-study and explaining the benefits of it to the trainees

- The trainer distributes the case-study if it's written or may present it through a
video tape.

- The trainer can read the case-study with the trainees or leave them read it
separately and allow inquiries before assigning them into work groups (Better
not to exceed 8 person in each work group)

- The trainer asks the trainees to identify the negative and positive points in the
presented case through the work groups, or the trainer can asks them to answer
previously prepared questions on the case-study.
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Discussing the case-study

- The trainees gather another time to discuss the case

- Each group introduce their analysis and results

- The trainer facilitate a discussion on the presented results

- Introducing the available solutions

- The trainer asks the trainees about what they've learned from this experience
and its relation to their practical reality

- Summary

Games and exercises

The reason for Riddles and exercises prevalence is that we all learned to play when
we were young.

The Riddles and exercises are considered a safe method through which the trainees
could interact together to reach specific objectives. One of the advantages of Riddles
and exercises is the incorporation of attendants in it — their roles and the target
objective — therefore, they act naturally as in real situations.

When using the games and exercises in the training, the trainer has to ask some
questions

Objectives, content and phrasing

- What is the objective of the game? What is the name of the game/exercise?

- What are the training objectives in this game/exercise? What is the training
frame in which the game/exercise is used?

- What is the focus of the game/exercise (group decision taking, planning,
forecasting)

- Is there a relation between the game/exercise and the practical life situations?

- Is it suitable with the trainees' objectives and expectations?

- Could the game/exercise be improved?

The physical requirements, time needed, cost

- What is the suitable number for this game/exercise? (Participants, teams, is
there a minimum/maximum)

- Is there a cost for this game/exercise?

- What is the required area to do this game/exercise?

- What are the needed tools?

- What's the needed time to make and discuss the game/exercise?

Role playing

A group of participants will play a role in a situation related to actual/virtual problems
in human interactions. There is no prepared line to play these roles but there is a
certain scenario or situation where the actors should act spontaneously as if they were
in an actual situation.
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When and why use Role playing?

- To practice new behavior.

- Give the opportunity for individual to change situation

- Review a previous problem/situation to reach the best way to handle it in the
future

- To reveal the motivation and position of the attendant and the others

The main focus in role playing is development and improvement of new skills in
dealing with others. When facing a practical situation one is not sure what's the best
way to deal with such situations, therefore the group may play and repeat the situation
and deal with it in different ways to learn about the outcomes.

e Advantages
o Disadvantages
e Itis aflexible method. The trainer can change the roles while the trainees are
doing it
0 The method may lose value due to acted situations
e Provide a safe environment for trainees, and thus enable them to explore
themselves
0 The actors may get carried away
e Use the attendants' expertise in a way that develops their sense of ownership
of the learning process. Also, helps improving and amending individual's
behavior
0 This method may intimidate minority within the group of trainees and
the trainer should be aware for that.
0 Role playing sometimes emphasis the same pattern that people use in
dealing with each other

How to use Role playing method

Identify the objective

Identify the objective of the role playing. Examples are:
o Create awareness for the factors affecting a certain situation
o Develop the trainees' sense of understanding to others' feelings and
beliefs

Situation description

- Prepare the required environment using the situation description and required
actors
- Carefully select the situation

Actors' selection

- ask the trainees for volunteers

- The actors should realize and understand the role's objective and approve to
play it.

- Identify an observer for each actor to monitor the actor and take notes
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Giving instructions to the actors

- Th