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EXECUTIVE SUMMARY

From 5 September - 9 October, 1985, INTRAH consultants
Ernest E. Petrich and Maureen T. Brown worked in Nepal for
the purpose of collaborating with officials of the FP/MCH
Project in designing and conducting a three-week Training of
Trainers (TOT) workshop. '

The major objectives of the TOT workshop were to:

--strengthen the training skills of selected FP/MCH
training staff;

--build teams of trainers with the capability of
designing curricula for the training of FP/MCH
district level supervisors, storekeepers and
accountants;

--build teams of trainers with the capability of
rlanning, organizing and implementing the curricula
in a series of training workshops for district level
supervisors, storekeepers and accountants.

The workshop was implemented in Pokhara with 15
participants from the FP/MCH Project and in collaboration
with three host-country co-trainers (two from the FP/MCH
Project and one from the ICHSD Project). Products of the
workshop were three curricula and three training plans for
implementation by the trainers during FY 86 - 88.

Major findings and conclusions of the consultancy

included:

--The number of participants to be trained in the TOT
workshop was fewer than expected. This resulted in
formation of five training teams to conduct the
series of training workshops for district level
staff, instead of eight teams.

--The objectives of the Phase I project proposal were
confirmed as being valid, necessary and consistent
with the training needs of the FP/MCH Project.
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-~-The level of commitment on the part of senior FP/MCH
Project officials to implement the training curricula
and training plans developed in the TOT workshop
appeared reasonably strong.

Major recommendations included that INTRAH should
support Phase II of this project.
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SCHEDULE DURING THE TRIP

Mr. Petrich departed Hawaii for Bangkok.
Ms. Brown departed South Carolina for
Bangkok.

Mr. Petrich arrived Bangkok and received
telex to remain until advised to proceed to
Nepal.

Mr. Petrich reviewed Nepal background
materials including previous INTRAH trip
reports.

Ms. Brown arrived Bangkok via Tokyo,
5:00 p.m.

Consultants jointly reviewed Scope of Work
and developed overall workplan strategies.

Consultants jointly reviewed background
materials to identify issues and constraints.

Consultants jointly reviewed TOT workshop
output requirements and specific workshop
products.

Consultants jointly reviewed TOT training
strategies and methods and initiated
development of workplan outline.

~Consultants jointly reviewed workshop
strategies, methods, content requirements,

output products and prepared overall
tentative workplan schedule.

Consultants received notice to proceed to
Nepal; departed Bangkok at 2:00 p.m.

Consultants arrived in Nepal at 7:30 p.m.
Meeting with Mr. P.N. Tiwari and Mr. Lekhnath
Pandy, DORC. '

Meeting with FP/MCH Project Training Unit
staff: Mr. P.R. Shakya, Chief, Training
Division, and Mr. Choudry, Administrative
Officer, and with Mr. P.N. Tiwari, DORC.

Consultants prepared agenda for Sunday

meeting with FP/MCH Project staff and revised

Workplan Schedule.
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Meeting with FP/MCH Project senior staff:
Mr. P.R. Shakya, Training Chief; Mr. G.M.
Shrestha, Supplies Chief; Mr. G.F. Mishra,
Fiscal Chief; Mr. U.N. Karna, Assistant
Administrator; and with Mr. P.N. Tiwari,
DORC.

Meeting with Dr. T.B. Khatri, chief, FP/MCH
Project and above senior staff.

Meeting with Mr. Padma Raj Rajbhandari,
Training Chief, ICHSD Project.

Consultants designed lesson plan and other
workshop formats while awaiting assignment
of FP/MCH Project staff to work with
consultants. '

Meeting with FP/MCH Project senior staff to
complete discussions regarding selection of
participants and to resolve other issues

regarding finance/supply procedure manuals.

Meeting with Dr. Khatri to finalize
selection of co-trainers and other staff
assignments.

. Consultants developed tentative outline of

TOT workshop output products and an efficient
method for quickly up-dating procedure
reference manuals; work-room prepared and
supplies obtained in anticipation of FP/MCH
Project co-trainers and finance/supply

group.

Meeting with USAID: Dr. David Calder and
Ms. Barbara Spaid. :

First all-day group work session at Malla
Hotel with FP/MCH Project staff to update
the finance and supply procedure manuals.
First work meeting with co-trainer

Mr. P.R. Rajbhandari and finance/supply
resource persons: K. Kunwar, G.M. Shrestha,
Mr. Amatya and Mr. Malla.

Evening meeting at John Snow International
office with Richard Owens to review status of
MOH logistics supply system and obtain any
content training materials available at JSI
(Mr. Petrich). '
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Second all-day group work session at Malla
Hotel to develop TOT workshop curriculum
and to update finance and supply procedure
manuals:

Mr. P.R. Shakya
Mr. U.N. Karna
Mr. P.R. Rajbhandari

Co-Trainers:

Mr. G.M. Shrestha
Mr. G.F. Mishra
Mr. K. Kunwar

Mr. Amatya

Mr. B.B. Khadka

Resource Staff:

Third all-day group work session at Malla
Hotel:
Co-Trainers: Mr. P.R. Shakya
Mr. U.N. Karna
Mr. P.R. Rajbhandari
G.M. Shrestha

Resource Staff: Mr.

Mr.
Mr.
Mr.
Mr.
Mr.
Mr.

K. Kunwar
B.B. Khadka
Malla

G.B. Pradhan
S.B. Singh
Amatya

Consultants worked alone at Malla Hotel to
review TOT workshop materials produced by
groups, progress to date and revised
schedules in view of 18 September starting
date for the workshop.

Fourth all-day group work session at Malla

Hotel:
Co-Trainers:

Resource Staff:

As above.

As above.

Fifth all-day group work session at Malla

Hotel:

Co-Trailners:

As above.

Resource Staff: As above.

Evening sSpent assembling/packing training
materials and supplies required for workshop

in Pokhara.
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Departed Kathmandu for Pokhara with
co-trainers and participants. Unpacked and
sorted workshop materials and supplies, set
up workshop office with typewriters, -arranged
workshop meeting room, made arrangements for
typist.

Meeting with co-trainers to review
assignments and prepare pre/post-test
instrument. Evening typing of final
documents required for start of workshop.
First day of TOT workshop. See Appendix C
for curriculum, daily schedule, consultant
and co-trainer assignments.

Consultants and co-trainers met daily in the
evenings to review the day's activities and
prepare for next training day.

TOT workshop: Training Process, Part I.
TOT workshop.

Consultants reviewed workshop activities to'
date, adjusted schedules, finalized and typed
last three lesson plans and handouts.

TOT workshop.
TOT workshop.

TOT workshop: End of Part I.
Mid-workshop evaluation by participants.

TOT workshop: Curriculum Development,
' Part II. '

TOT workshop.

TOT workshop.‘
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Saturday, Mr. Petrich prepared his portion of INTRAH
28 September: trip report.

Ms. Brown typed stencils for TOT workshop -

curriculum.
Sunday, TOT workshop.
29 September:
Monday, TOT workshop.
30 September: :
Tuesday, TOT workshop: End of Part II.
1 October:
Wednesday, TOT workshop: Training Plans, Part III.
2 October:
Thursday, TOT workshop.
3 October:
Friday, Completion of workshop at 5:00 p.m.
4 October:
Saturday, Consultants, co-trainers and participants
5 October: return to Kathmandu.
Mr. Petrich departed for the U.S.A. at
1:30 p.m.
Ms. Brown assembled TOT workshop products for
typing by DORC.
Sunday, Meeting with P.N. Tiwari and L. Pandy, DORC,
6 October: to turn over materials for typing.
Meeting with Dr. T.B. Khatri, Mr. U.N. Karna
and Mr. P.R. Shakva. ’
Meeting with Mr. G. Regmi, FP/MCH Project.
Meeting with Mr. P.R. Rajbhandari.
Monday, ‘ Debriefing meeting with Dr. David Calder,
7 October: USAID.

Preparation of report.

Review of typed workshop materials.



Tuesday,
8 October:

Wednesday,
9 October:
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Meeting with Mr. G. Regmi, FP/MCH Project.
Meeting with Mr. Tiwari, DORC.
Preparation of report.

Meeting with Dr. Khatri, Chief, FP/MCH
Project.

Ms. Brown departed for U.S.A. at 1:30 p.m.



I. PURPOSE OF THE TRIP

The purpose of the trip to Nepal was to collaborate
with officials of the Family Planning/Maternal-Child Health
Project (FP/MCH) of the Ministry of Health, in designing and
conducting a three-week Training of Trainers (TOT) workshop
with the major objectives of:

1. strengthening the training skills of selected
FP/MCH Project training staff in identifying,
organizing and presenting content and skill
development opportunities that reflect adult
learning principles (training process);

2. building teams of trainers with the capability of
designing appropriate curricula for the training
of FP/MCH Project district level intermediate
supervisors, supply storekeepers and accountants
(curriculum development); and

3. building teams of trainers with the capability of
planning, organizing and implementing the

curricula in a series of training workshops
(training plans).

Major products of the TOT workshop were to include:
1. two complete training curricula; and
2. two complete training plans for FY 1985/86,

86/87 and 87/88, during which time the series of
training workshops are to be. implemented.

II. ACCOMPLISHMENTS

Working in close collaboration with co-trainers,
resource persons and participants, the following was
accomplished: ‘

1. A complete curriculum was designed for the 15-day
TOT workshop which included provision for the
training of trainers, the development of two-week
training curricula for intermediate supervisors,
district storekeepers and district accountants,
and the development of a comprehensive training
plan for the implementation of training workshops
over the next three-year period.



2. The existing FP/MCH Project standardized policy
and procedure manuals on a) Accounting and
Financial Management, and b) Logistics and Supply
Management, which were needed to provide essential
curriculum content information for training
district level personnel were updated and
expanded. The Supply manual was not fully
completed at the time of Mr. Petrich's departure.
(Copies of the manuals may be seen at the FP/MCH

Project.)
3. The TOT workshop was conducted and evaluated.
4, Three complete curricula were developed for

two-week training workshops for a) intermediate
supervisors, b) district level storekeepers, and
¢) district level accountants.

5. Three complete training plans, including budget
estimates for training of intermediate
supervisors, district storekeepers and district
accountants during FY 1985/86, 86/87 and 87/88
were produced.

ITII. BACKGROUND

In previous INTRAH visits to Nepal, the need for INTRAH
training:assistance was identified for a number of specific.
program areas within the Department of Nursing, Integrated
Community Health Services Development Project (ICHS/DP), the
Family Planning/Maternal-Child Health Project (FP/MCH) and
Contraceptive Retail Sales Company (CRS). For the purposes
of this report, the background of the visit made 19 - 28
May, 1985 is most pertinent (Trip Report #0-53).

During that visit, agreement was'reached between
INTRAH, the FP/MCH Project and USAID/Nepal for INTRAH
assistance in the tfaining of trainers and development of
curricula and training plans to upgrade the knowledge and
skills of FP/MCH Project district level personnel in
supervision and financial and supply management. Training
for these three_groups was viewed as having a high. priority,
in that:



1. intermediate supervisors were perceived to have
received inadequate basic training in supervisory
skills;

(

2. currently employed district supply storekeepers,
who formerly held the post of district
accountants, had never received appropriate,
formal training in supply management; and

3. district level accountants, recently employed
without formal education or training in
accounting, had only received a short orientation
to the FP/MCH Project financial policies and
procedures.

It was agreed that a Phase I project proposal, budget
and Memorandum of Agreement would be developed between the
FP/MCH Project and INTRAH. '

A scope of work was developed by the FP/MCH Project and
INTRAH to provide a specific framework and output for a
Phase I project, which was intended to provide both the
FP/MCH Project and INTRAH with an opportunity to assess
joint working experiencés before entering into a possible
longer-term working arrangement. It was understood by all
parties that any future Phase II activities would largely
depend upon the experiences and outcomes of Phase I-.

The Phase I project would consist of the scope of work
désigned for the consultancy activities covered in this

report.

It was agreed that in lieu of the inability to develop
a combined project between the ICHS/DP and FP/MCH Projects,
Mr. Padma Raj Rajbhandari, Chief of Training, ICHS/DP, would
participate with INTRAH consultants as a co-trainer in
implementing Phase I. This was intended to provide an
opportunity to all parties to review the feasibility of
merging future training activities, in coordination with, or



without, INTRAH technical assistance. It was further agreed
that logistical support would be provided by the Development
Oriented Research Centre (DORC).

Oon the basis of the above understandings, INTRAH was
requested to provide Phase I Project funding and the
services of two technical advisors for the purpose of

training of trainers and curricula and training plan design.

Subsequently, Ms. Maureen T. Brown and Mr. Ernest E.
Petrich were recommended by INTRAH and approved by the
FP/MCH Project and‘USAID.

IV. DESCRIPTION OF ACTIVITIES

‘A. BACKGROUND REVIEW MEETINGS WHILE ENROUTE TO NEPAL

The five-day delay while awaiting official
approval for in-country arrival of consultants provided
opportunity for the consultants to review background
materials as both were new to the project, had not
previously worked together, needed to share their
technical approaches and methods and resolve any
potential differences before meeting with host-country

counterparts.

All project materials were reviewed jointly
including INTRAH trip reports of previous visits,
various RTSA documents providing information on
previous training/evaluation reports, the’consultant's
Scope of Work and Phase I Scope of Work including the
specific requireménts and output products. Constraints
and issues were identified and a variety of approaches
and methods were considered to achieve.the project
objectives. Tentative strategies and methods were
agreed upon which later proved to be extremely helpful
in implementing the project assignment in an effective
and efficient manner. ' ‘



INITIAL ORGANIZATIONAL AND ISSUE REVIEW MEETINGS
IN NEPAL

Upon arrival in Kathmandu, an initial meeting was
held between the consultants and Mr. Padma Tiwari of
DORC to review logistical arrangements and preparations
made for the Phase I Project. Key officials were
identified with whom the consultants should meet at the
earliest possible time, and appointments for meetings

were made.

Initial meetings were held with the FP/MCH Project
staff, including Dr. T.B. Khatri, to review and confirm
the Scope of Work for Phase I (particularly in view of
the shortened time available for workshop activities
due td the late in-country arrival of the consultants)
and to make decisions regarding how the collaborative
effort was to proceed, the assignment of co-trainers
and participants and a variety of other issues

discussed elsewhere in this report (see Section V).

A briefing meeting was held at USAID with Dr.
David Calder and Ms. Barbara Spaid to discuss the
project assignment and to obtain information regarding
other training programs being conducted with the FP/MCH

Project, issues, and possible constraints.

TOT WORKSHOP CURRICULUM DEVELOPMENT ACTIVITIES

The consultants could not begin formal
collaborative work sessions with co-trainers to develop
the TOT workshop curriculum until they had been in-
country six days'due to delays in co-trainers'
assignment and release from other duties. While
awaiting co-trainers' availability, the consultants
prepared format materials_to structure the curriculum
development process and to provide a detailed framework
for Phase I output products for later revieW'and



revision by co-trainers.’ Time was also devoted to
gathering various curriculum content materials for
possible later use, although the availability of these
materials was quite limited.

1 Five all-day work sessions were held with co-
trainers at the Malla Hotel developing in detail the
TOT workshop curriculum. Technical resource staff from
the FP/MCH Project and HMG Office of Financial
Comptroller General were also present to update and
expand the existing FP/MCH Policy and Procedures
manuals for financial and supply management, in order
that current and appropriate curriculum content
reference materials would be available for the TOT
workshop. The need for these revised manuals is

discussed in Section V.

Because of the size of the daily work session
groups, it was necessary to arrange special work
spaces. The Malla Hotel most generously provided, at
no cost, their large conference room for our use. This
provided an ideal environment for collaboration,
enabling officials to be away from their offices and to
- concentrate with a minimum of interruption, for five
full days and several evenings. Additionally,
Mercantile Traders Ltd. provided, at no cost, a
portable electric typewriter for the entire period of
the consultancy.

During this TOT preparation period, the TOT
.curriculum, with the exception of‘the pre/post-test
guestionnaire, and many of the handouts were completed,
typed and reproduced. The Accounting and Financial

" Management manual updating and expansion to include
"activity accounting" was partially completed and
typed. The Logistical and Supply Management manual was
partially completed and typed with the balance



pertaining to district level supply management to be
completed during the curriculum development stage of
the TOT workshop. Those sections pertaining to
regional and central level supply management were to be
completed by the Senior Supply Officer in Kathmandu.

The logistical support provided by DORC during
this period was excellent, particularly in view of the
volume of typing/reproduction required, the short time
available and the normal difficulties expected with
typing of English texts in Nepal.

TOT WORKSHOP IN POKHARA

The consultants, co-trainers Mr. P. R.
Rajbhandari, Mr. P.R. Shakya and Mr. U.N. Karna, and
approximately ten participants departed Kathmandu for
Pokhara by air at 7:30 a.m. on 17 September. Upon
arrival in Pokhara, the consultants and co-trainers
unpacked and assembled the curriculum materials,
developed and typed the pre/post-test questionnaire,
reviewed individual and training team assignments and
generally spent the day and evening making'final
arrangements to begin the workshop the next morning.

The workshop began as re-scheduled on Wednesday,
18 September at 10:00 a.m. Apart from minor revisions
and continuing adjustments to the time scheduling, the
workshop schedule and lesson plans were conducted as
planned. Each consultant and co-trainer assumed
responsibility as the "Lead Trainer" for the different
sessions each day with the other trainers providing:
assistance. T'All trainers were present for every
session. After each workshop day, the consultants and
co-trainers met to review the day's activities and plan



for the next day's activities. Daily review and
feedback sessions, usually held at the beginning of the
workshop day, were held with the workshop participants.

The approach used in conducting the workshop was
to divide it into three inter-related parts, with Part
I emphasizing principles and practice of the training
process (six days), Part II directed toward development
of a complete training curriculum (six.days), and Part
III devoted to development of a complete training plan
(three days).

The 15 participants worked together as one group
during Part I and were then divided into five sub-
groups or teams for Parts II and III, with the supply
managers composing one team of three persons, the
finance managers one team of three persons and the
intermediate supervisors three teams of three persons

per team.

Group process/group consensus and team work were
stressed throughout the workshop and the methodology
included a combination of individual and group
exercises, group discussion and a "learn-by-doing"

approach.

POST TOT WORKSHOP ACTIVITIES

Consultants, co-trainers and participants departed
Pokhara for Kathmandu on Saturday, 5 October at 11:00
a.m. Mr. Petrich continued on from Kathmandu to the
U.S.A. and Ms. Brown remained to finalize the workshop
products and attend debriefing meetings.

Workshop products consisting of ' three curricula
and three training plans were submitted to DORC for,
typing/stenciling and cyclostyling. Complete copies of
these, plus copies of the TOT curriculum, summaries of



the pre/post-test questionnaire results and summaries
of the workshop participant evaluation results were
submitted tb Dr. Khatri and Mr. G. Regmi at the FP/MCH
Project.

Debriefing meetings were held with Dr. Khatri, Mr.
Shakya and Mr. Karna where the process and products of
the workshop were discussed in detail. Two meetings
were held with Mr. G. Regmi, FP/MCH Evaluation Unit, to
brief him in regard to the workshop, its products and
evaluation methods. A final meeting on the day of Ms.
Brown's departure from Kathmandu took place with Dr.
Khatri when he outlined his request for future INTRAH

training assistance (discussed in Section V).

A debriefing meeting was held with Dr. David
Calder, Chief, Health/Population/Nutrition, USAID. The
results of the workshop, number of participants, _
process and products were discussed and a copy of the
TOT curriculum left with Dr. Calder. Complete copies
of the three curricula and training plans developed in
the workshop were to be delivered to Dr. Calder and Jay
Anderson by Mr. Tiwari as soon as they became
available. Dr. Calder assured Ms. Brown he would brief
Anderéon on the 1atter‘s return to Kathmandu.

A final meeting was held with Padma R. -
Rajbhandari, ICHSD Project, to discuss possible future
joint training activities with the FP/MCH Project
(discussed in Section V).

Ms; Brown departed Kathmandu for Bangkok and the
U.S.A. on Wednesday, 9 October at 1:30 p.m.



V. FINDINGS

10.

A. During initial meetings with FP/MCH Project staff,

it was learned that:

1.

The selection of participants for the
workshop had not been completed. Final
selection and notification of participants
occurred six days prior to commencement of
the workshop, which made it extremely
difficult for Mr. Tiwari of DORC to finalize
negotiations with the Crystal Hotel in
Pokhara.

There was reluctance to accept Mr. P.R.
Rajbhandari as a co-trainer. When it was
explained to Dr. Khatri that arrangements had
already been formalized with Rajbhandari and
his presence was necessary to fulfill the
Phase I Scope of Work, he agreed to accept
him. The consultants requested Dr. Khatri to
appoint Mr. U.N. Karna as the FP/MCH co-
trainer, as it was felt he would be needed to
provide both financial and administrative
content input during the curriculum
development part of the workshop. Dr. Khatri
readily agreed to this, but indicated Mr.
P.R. Shakya, as Training Chief of the FP/MCH
Project, would also have to be included as a
co-trainer. '

The number of TOT participants agreed upon in
the Phase I Scope of Work, i.e. 24, could not
be met by the FP/MCH Project. Eleven of the
12 participants expected for the supervision
group reported to the workshop, with one
dropping out during the first week because of
previous work commitments and one being
reassigned to work with the supply managers

‘group, leaving nine to form three

supervisors' training teams. Three
participants for financial management
attended in lieu of the eight agreed upon,
and two for supply management of the four
expected. . Consequently, the TOT workshop
consisted of 15 participants, was less cost-
effective than intended, and produced only
five training teams instead of the
anticipated eight.
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There was a lack of host-country preparation
for the workshop. Consultants spent the
first three working days in-country
discussing, reviewing and confirming the
original Project plans and reaching agreement
on fundamental issues such as selection of
participants/co-trainers/essential content
materials/dates and duration of the workshop.
The two FP/MCH Project co-trainers were able -
to attend only four full preparation days
working on the TOT curriculum development
phase at the Malla Hotel.

The training and experience characteristics
of the workshop participants chosen by the
FP/MCH Project varied widely. Some were
training officers with considerable
experience in training, having taken one to
three previous TOT courses and having taught
for some time in training programs. Others
had no previous formal training in training
methods, but were the FP/MCH Project's senior
level finance and supply specialists. Still
others were field level family planning
officers with little experience in training
methods, but a familiarity with the problems
of supervision, although most had little
formal training in supervisory skills. The
need to design a TOT workshop curriculum that
would satisfy this very heterogeneous group
created an interesting challenge.

A relevant curriculum for district level
financial and supply management could not be
achieved without first updating the FP/MCH
Project's policy and procedures manuals,
since they had become partly obsolete due to
government and FP/MCH Project policy and
procedure changes in the past several years
which had not yet been incorporated in the
manuals. Moreover, the Logistical and Supply
Management manual had never been adequately
completed to cover certain essential
practices at the district level for which
training was now needed. In addition,
various international agencies, most notably
USAID and UNFPA, had been insisting the
FP/MCH Project improve its fiscal accounting
system by shifting from "program level’
accounting" to "activity (sub-program) level
accounting” practices and that this be done
during the current fiscal year.
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During these discussions, the senior FP/MCH
Project staff expressed the desire to make
revisions to the manual during the TOT
workshop. It was indicated to them this was
beyond the purposes of the workshop and there
would not be sufficient time to carry out
this major task. It was also learned that
key technical resource people needed to carry
out these revisions could not leave Kathmandu
to participate in the workshop, so it was ‘
decided to assign various technical resource
staff to the revision work and that this
would be done prior to the TOT workshop.

Based on the above findings, the consultants
negotiated a revised timetable for conducting the
TOT workshop, reducing the original proposed
length from.17 1/2 days to 15 days in order to
provide two additional days for workshop

preparation in Kathmandu.

During the TOT workshop preparation period in
Kathmandu, it was learned that:

1. There was very little curriculum content
material available for training trainers in
supervision. One "Guidelines for
Supervisors" booklet in Nepali was the only
document used in the training of intermediate
supervisors and it was clearly ‘inadequate to
provide sufficient content background for the
TOT workshop. The six-week basic training
curriculum for intermediate supervisors
contained little reference to development of
supervisory skills or methods and the
consultant was informed that this portion of
the training is normally developed by the

~individual trainers during basic training.

2. .Existing policy and procedure manuals for -
financial management and supply management
were only available in Nepali. The RTSA
Project had produced an English version of
the financial management manual, but its
content covered only part of the regular
Nepali manual and omitted many critically
needed forms, procedures and practices
required to adequately train district level
staff. The limited time available to prepare
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for the TOT workshop required all manual
updating be done in Nepali, with the
consultant assisting with key issues via oral
translation on an issue-by-issue basis. It
was also learned that resources were
unavailable to translate the revised Nepali -
manuals into English for easy use by the
consultant during the curriculum design stage
of the workshop.

During a review of curriculum content
materials and present qualifications and
performance levels of district level
accountants and storekeepers, it was observed
that the amount of training required to raise
competency levels to a reasonable standard
would preclude the use of the same curriculum
for both kinds of workers, as had been
originally intended. It was decided jointly
by the consultant and technical resource
people (some of whom would be workshop
participants) that joint training would be
provided only when the specific job
requirements were similar, and this would be
decided when developing the training
curricula for both cadres of workers during
the TOT workshop. This decision resulted in
changing the workshop output products from
two to three curricula, one each for district
accountants, district storekeepers and
intermediate supervisors.

Training for both district accountants and
storekeepers would have to be based on their
entire job descriptions since both were
relatively new to their jobs and had not yet
received basic training. The present
storekeepers, who had previously held the
position of accountants, had never received
training in supply management following their
appointments to that job. The present
accountants were newly recruited candidates
from outside Government service and had been
given only a short orientation to FP/MCH
accounting and bookkeeping at the central
office in Kathmandu. Because of the

- complexities of government accounting

procedures and multi-program accounting, a
two-week training workshop was considered
minimal in meeting their needs.
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During the process of revising the financial
management manual to include "activity
accounting" procedures, the consultant
reviewed the present performance experience
with "program accounting" and learned that
performance levels, not unexpectedly, were
very poor:

Percentage

Type of Percentage Submitted
Financial Submitted Inaccurate or
Report: Late: Unreconcilable:
Monthly . _

District: - 715% 60 - 65%
Quarterly

District: 75% 50 - 55%
Annual

District: 80% 70 - 75%

On the basis of the above analysis and after
review of the changes necessary to implement
"activity accounting" which would require,
among other things, an increase in the number
of separate fiscal accounts maintained at the
district level (from about nine up to
possibly as many as seventy depending upon
the completeness of program activities in a
district), it was decided that implementation
of "activity accounting" during the current
fiscal year was an impossibility. However,
it was agreed that "activity accounting"
procedures and forms would be included in the
revised manuals in order that they could be
pilot-tested in a few districts during the
present fiscal year, and the system refined
before a general nationwide implementation
would proceed at a later date, to be decided
following the pilot test period. Thus, the
FP/MCH Project is proceeding with the
implementation of "activity accounting" as
requested by USAID and UNFPA, but on a more
sensible phased basis, to avoid the great
danger of overloading the new district
accountants so completely that the entire
accounting system could break down in terms
of validity and reliability of fiscal
reports. B
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Updating of the supply management manual
includes improving the accountability of
supplies in terms of inventory control,
values, program allocation and use, and
improved linkages and interface with fiscal
accounting and financial management
functions, including an audit trail, all of
which are much-needed improvements.

During the implementation of the TOT workshop, it

was observed that:

1.

Many of the participants, despite
considerable previous training in training
methods, lacked skills in needs assessment,
development of learning objectives, selection
of appropriate learning methods and
materials, or design of evaluation
instruments. Only two of the participants
had previous experience in developing
curricula and/or lesson plans based on
specific learning objectives, although all.
were responsible, to a greater or lesser
degree, for basic or on-the-job training of
FP/MCH Project field staff.

Initially, many of the participants had
difficulty working in a collaborative team
setting. This was particularly true of
participants with little formal trainer
experience and those who were management
specialists in finance and supply. By the
end of the first workshop week however,
everyone was working well in a collaborative
mode and appearing to enjoy the process and .
results in terms of the improved quality of
their products.

Many participants were clearly unhappy the
first two days of the workshop in regard to
the hotel and food arrangements. Following
discussion between trainers and participants,
the issue was resolved and participants

‘settled down to enjoy the "enforced" break at

the Hotel Crystal.

Because of the lack of content material that
could be used in the preparation of the
intermediate supervisors' curriculum, it was
decided that identification of appropriate
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knowledge and skills needed by that group and
hence to be emphasized in the training : '
workshops would be obtained from three major
sources:

a. the job description of the intermediate
supervisors;

b. input regarding perceived training needs
from two intermediate supervisors who
could be called in from the field area
to advise the workshop participants;

C. the knowledge of the family planning
officer participants who were the
supervisors of the intermediate
supervisors, and who were familiar with
the problems and supervisory training
needs of intermediate supervisors.

This approach worked well and coupled with

input from several experienced participant-

trainers who had been providing basic
training to intermediate supervisors,
resulted in an appropriate training workshop
curriculum for supervisors.

Although all of the participants had a good
comprehension of the English language, much
difficulty was encountered by them in
translating back and forth from English to
Nepali and Nepali to English, particularly in

‘"regard to writing learning objectives. It

was jointly decided by the consultants and

- co-trainers to work in Nepali as much as

possible in order to provide the best
possible training experience for the
participants and to produce the best possible
products from the workshop. Practically all
curriculum content materials were written in
Nepali, including the financial and supply
manuals. As the workshop curricula were
being designed for use by Nepali trainers,
the consultants fully supported this
approach. The training plans were written in
English to accommodate their review and

discussion by INTRAH and USAID in

anticipation of Phase II funding.

Co-trainers were extremely helpful in-
translating key matters for the consultants
throughout the workshop and frequently
translated into Nepali the consultants'
remarks during group discussions. Many of
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the training sessions during Part I of the
TOT workshop were given by the three co-
trainers and each worked very effectively
with the sub-groups during the curriculum
development and training plan phases.

Few of the participants had a clear idea of
what was involved in the training process or
skill development of adults being prepared to
perform specific on-the-job duties at an
acceptable level of competence. Most
participants applied a knowledge-transfer
approach to their training programs using the
lecture method as the primary means of
achieving this. The consultants and co-
trainers decided during the development phase
of the TOT workshop that heavy emphasis would
be placed on discouraging this practice, and
results of the pre/post-tests and training
curricula developed indicated trainers were
réasonably successful in accomplishing this.

Participants generally responded in a
positive manner to most of the daily workshop
sessions as indicated by the lively
discussions and the manner in which they
approached their tasks. Two workshop
evaluations were conducted, the first at the
completion of the first week (on training
process) and the second upon completion of
the entire workshop. Participant reactions
to the final evaluation indicated that:

--66% thought the workshop objectives
were very clear;

--87% thought the workshop very useful
for the work they do;

--60% thought possible solutions to real
work problems were dealt with all the
time;

--87% thought they had learned many or
several useful concepts; while

--79% thought they had had opportunity to
practice many or several useful skills;

--100% thdught the workshop facilities either
very good or good;
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--93% thought the trainers were either very
effective or effective;

--60% thought they would recommend the
workshop without hesitation; and

'--40% thought they would probably recommend

it.

During discussions held with co-trainers
before the development of the training plans
in Part III of the workshop, several
constraints were identified that affected the
planning of the Phase II series of training
workshops. These included:

a. Trainees could only be available during
the months of April - September as they
were needed to staff the sterilization

i camps the rest of the year;

b. Regional training centres were
unavailable during FY 1985/86 from
April - Mid-July because of bookings
for other training programs; and

C. Regional training centres had limited
capacity to accommodate large groups of
trainees. ' Patlalylya has classroom
space for a maximum of 20 and hostel
space for 15; Dharan can accommodate 20
in the classroom and 12 in the hostel;
Nepalgunj has classroom space for 50,
but no hostel accommodation.

Because of these constraints, the training
plans were developed on the basis that the
Phase II workshops would be implemented at
the district level with the trainers going
out in teams of three (two of whom must be
TOT workshop participant trainers) and
bringing in trainees to a central point in
the district using, where necessary, rented
space to conduct the training.

Services provided by the Crystal Hotel in
Pokhara were excellent. Participants were
housed in the Hotel Annex with three to a
room at a reasonable cost. Rooms and food
were of good quality and the hotel staff
willingly complied with every request made by
the participants or trainers. The idea of
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holding the TOT workshop outside of Kathmandu
proved to have many advantages. It provided
participants with opportunity to be away from
work and family responsibilities and thus
enabled them to concentrate on workshop
tasks. It also provided the opportunity to
form a strong sense of team and commitment to
producing the best possible curricula and
training plans which participants will be
responsible for implementing.

Support services provided by DORC through

Mr. Lacnath Panday were, on the whole, very
good. Not unexpectedly, English typing
services in Pokhara were not of a high
standard; we had better luck with typing of
the Nepali texts and reproduction services.
Mr. Panday did an excellent job of arranging
hotel accommodations, airline reservations
and generally solving most of the support
problems that arose. Mr. Tiwari's
performance in Kathmandu was a little slow in
the beginning in regard to setting up support
services, but this changed after a few days
and his organization provided the consultants
with excellent backup in a timely manner.

Post-TOT workshop debriefing meetings:

1.

During these meetings it was learned from
Dr. T.B. Khatri that the reduced number of
participants who attended the TOT workshop
reflected several difficulties over which he
had little control:

a. Two participants from the Financial
Comptrollers Office had requested to
attend the workshop but failed to show

up;

b. One participant for the intermediate
supervisors group had not been notified
of the change of date for the workshop
until the evening before the workshop
began and was unable to leave his work
and family responsibilities on such
short notice; and

c. It was impossible for all the Supply
Management central office staff to be
away from their work at the same time
because of end-of-quarter reports due on
30 September. This was particularly
true of Mr. G.M. Shrestha, Senior Supply
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Officer, who was expected to come to
Pokhara during the second week of the
workshop to complete the Supply
Management manual.

Dr. Khatri had been well briefed by the two
FP/MCH Project co-trainers and several
workshop participants before Brown's
appointment with him, and he expressed his
appreciation in regard to the quality of the
workshop and its products. Dr. Khatri
indicated his intention to implement the
series of training workshops according to the
curricula and training plans, assuming that
INTRAH funding is available.

Dr. Khatri indicated his interest in
obtaining INTRAH training assistance in the
following areas:

a. Another TOT workshop for the remaining
FP/MCH trainers located in the training
centres;

b. Supervision and management training for

family planning officers;

c. Assistance with streamlining the
training programs of PBHW's and other
training programs; and

d. One or both of the consultants who
conducted this TOT to oversee
implementation of parts of Phase II
training workshops. '

Mr. U.N. Karna was given responsibility to
ensure that the Finance and Supply manuals
were finalized and to coordinate this
activity with Mr. G.M. Shrestha and Mr. G.F.
Mishra. All the files and copies of these
manuals were handed over to Mr. Karna.

Two sets of the TOT workshop curriculum,
curricula and training plans developed by the
participants, pre/post-test summaries and
summaries of the participant reaction forms
were left with Mr. G. Regmi, Evaluation
Officer, for use in evaluating INTRAH program
inputs into the FP/MCH Project.

In a final'meeting with Mr. Padma Raj
Rajbhandari, there was continued reluctance
to commit the ICHSD Project to a joint
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training venture with the FP/MCH Project.

One reason for this seemed to be that the
training needs for ICHSD Project staff at the
field level differed from those of FP/MCH
field level staff. It was agreed by Mr.
Rajbhandari that TOT joint training might be
possible.

7. In the debriefing meeting with Dr. Calder,
USAID, it was indicated that USAID funding of
the FP/MCH Project might be reduced unless
that Project managed to get its financial
reporting system in line with USAID
requirements.

VI. CONCLUSIONS

A.

The major objectives as identified in the Phase I
Scope of Work were confirmed as being valid,
necessary and consistent with the training needs
of the FP/MCH Project.

Despite the lack of advance preparations for the
TOT workshop by FP/MCH officials as cited in
Section V of this report, the level of commitment
to Phase 11 appears reasonably strong. During
Brown's debriefing meetings with Dr. Khatri, he
indicated clearly his awareness of the need for
refresher training of district level supervisors,
storekeepers and accountants and his intention of
following through with the Phase II series of
workshops for those groups. Dr. Khatri also
stated his wish to strengthen the training skills
of all the FP/MCH trainers and to standardize the
training curricula format for the wvarious FP/MCH
training programs.

The revision and expansion of the Financial and
Supply Management manuals met a genuine
administrative and training need of the FP/MCH
Project\and greatly assisted the Project in taking
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the first steps toward meeting USAID and UNFPA
requests for the introduction of "activity
accounting" and improved inventory control.

D. The lack of basic training content materials for
intermediate supervisors revealed an important
area of weakness in the FP/MCH Project training
and service system. Development of a Supervisors'
manual and training of FP/MCH trainers and family
planning officers is given a high priority by
senior and junior FP/MCH Project staff.

E. The probability of setting up joint training
activities between the ICHSD Project and FP/MCH
Project does not appear great at this time.

F. The holding of the TOT workshop outside the
Kathmandu Valley was, in all probability, more
effective than the original plan for the reasons
cited in Section V of this report.

G. In addition to the contribution made to
implementation of the workshop, the appointment of
the two FP/MCH Project co-trainers proved to be
useful from a number of perspectives including
having two senior FP/MCH Project staff very
familiar with the workshop products.

VII. RECOMMENDATIONS

The INTRAH consultant team recommends that:

A. Phase II of the Project should be supported by
INTRAH. It is also recommended that this support
should only be committed for one year at a time,
with»thevsecond and third year funding contingent
upon the progress achieved, quality of the 
training, evaluation of the impact'of the training
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and the demonstrated commitment of the FP/MCH
Project to conduct the training workshops as
planned.

If Phase II is implemented and supported by
INTRAH, provision should be made to conduct one
more TOT workshop to prepare additional FP/MCH
trainers to carry out the training of intermediate

supervisors.

Follow-up should be made with Dr. Khatri during
the next INTRAH visit to Nepal to identify more
thoroughly his request for INTRAH assistance in
the training of family planning officers in

management and supervision.

Pursuant to the Phase II training plans developed
in the TOT workshop, on-the-job performance-
evaluation of intermediate supervisors, district
level storekeepers and district level accountants
should be conducted at least one month before and
three to six months after the training workshops
to assess the impact of the training.. INTRAH
assistance should also be provided to assist the
FP/MCH Project Evaluation Unit in the design and
development of evaluation methods and instruments
to conduct this evaluation.

The training of district level accountants in
"activity accounting" procedures should be limited
to only an orientation of the general'concept and
approach until the new system has been adequately
tested and refined, and until the accountants have
demonstrated on-the-job performance capability in

less complex "program accounting" procedures.

" The revised Financial and Supply Management policy
- and procedure manuals, when they have been

completed and reproduced, should be issued in a
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loose-leaf binder format to facilitate future
updating and/or additions. It is also recommended
that INTRAH fund the reproduction costs of these

two manuals.

Any future training activities should be conducted
outside of Kathmandu.

Efforts be continued to seek ways and means to
conduct joint training activities between the
ICHSD Project and the FP/MCH Project. This may
still be best approached by proposing joint TOT
activities.
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LIST OF PERSONS CONTACTED

USAID/KATHMANDU :

Dr. David Calder, Chief, Health/Nutrition/Population

Ms. Barbara Spaid, Health Officer

DEVELOPMENT ORIENTED RESEARCH CENTRE (DORC):

Mr. Padma N. Tiwari, Director

Mr. Leknath Pandey, Administrative Officer

FP/MCH PROJECT:

Dr. Tara Bahadur Khatri..Chief

Mr. Pushpa Raj Shakya....éhief of Training........Co~Trainer
Mr. U.N. Karna...........Assistant Administrator..Co-Trainer
Mr. Govindra Mishré......Fiscal chief.............Resource
Mr. Bhim Khadka..........Intefnal Auditor.......f.Resource
Mr. Keshab Kunwar........Senior Accountant........Resource
Mr. G.B. Pradhan.........Procurement Officer......Resource
Mr. s.B. Singh.....¢¢....Supply Officer...........Resource
Mr. G.M. Shrestha........Senior Supply Officer....Resource
Mr. R.B. Amatya..ceceeeses Accounts Officer...... . ..Resource
Mr. G. Regmi....... e Evaluation bfficer

OFFICE OF THE FINANCIAL COMPTROLLER GENERAL:

Mr. D.S. Malla...eceeeeo. Accounts Office....vev... Resource

. = continued -

Vi
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INTEGRATED COMMUNITY HEALTH SERVICES
DEVELOPMENT PROJECT (ICHSD/P):

Mr. Padma Raj :
Rajbhandari......... Chief of Training...

JOHN SNOW, INC.:

Dr. Nils Daulaire, Chief of Party

Mr. Richard Owens, Logistics Advisor

Page 2.

Co-Trainer
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FP/MCH TOT WORKSHOP PARTICIPANTS

Mr. B.B. Khadka;....Internal Auditor .

Mr. K. Kunwar.......Senior Accountant ..

Mr. S.K. Shrestha...Family Planning Officer
Mr. G.F. Mishra.....Fiscal Chief

Mr. G.B. Pradhan....Procurement Officer
Mr. S.B. Singh......Supply Officer

Mr. KLC. Acharya....Training Officer

Mr. M.R. Thaoa......Family Planning Officer
Mr. R. Bhatta.......Section Officer

Mr. G.P. Pokﬁarel...Family Planning Officer
Mrs. K.C. Sumana....Senior Public Health Nurse
Mr. B.R. Gautam....,SectiQn Officer

Mr. B.B. Singh......Trainihg Officer

Mr. S.R. Gautam.....Training Officer .

Mr. S. Sijapati.....Training Officer

CO-TRAINERS:

Pre-test Post-test
40% 68%
22.5% 79.5%
49% 73.5%
28.5% 65%
45% 60.5%
40.5% 80.5%
33% 58%
37.5% 60%
70% 85%

| 33.5% 63.5%
40.5% ‘74.5%
42.5% 60.5%
26.5% 59.5%
38% 86%
21% 72%

Mr. Padma Raj Rajbhandari, Training Chief,4ICHSD Project

Mr. Pusbha Raj Shakya, Training Chief, FP/MCH Project

Mr. U.N. Karna, Assistant Administrator, FP/MCH Project

%
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GOAL OF THE WORESHOF:

To prepare participants as trainers capable of working individually and as members of a

i
TEAM, in order to plan, develop, conduct and evaluate a series of refresher training
warkshops for District level FF/MCH intermediste supervisors, storekeepers and

accountants,

MAJOR OBJECTIVES OF THE WORESHOF:

3. To build and strengthen participants’ skille and knowledge in identifving,
organizing and presenting appropriate content and skill development opportunities
that reflect adult learning principles;

Ll =]
refresher training workshops des

b. To build participant teams capable of developing and implementing & series of
=51
supervisors, storekeepers and accountantss

"c.  To provide the participants with a learning environment and training

process/skill development experience that will enable them to prepare for
implementation:

i Three two-week training curricula for thes above-mentioned FR/MCH Pojisct

District shaff;

A comprahensive Training Flan for implementation of the workshop series
during the government s Financial Year 19853/84, B&/87 and 87/88.

]

LIST OF WORKSHOF FPRODUCTS:

a. Tuo-weelk Refresher Training Workshop Curricolum for District level intermediate

SUPSr vV SOrS:

b. Two-weesk Training Workshop Curriculum for District level storekecpers:
c. Two—wesk Training Workshop Curriculum for District level accountantsy

r
gned for FRPAMCH Project District level intermediate
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LIST OF WOREESEHOF FRODUCTS: (CONTINUED?

d.

B

f.

Annual and multi-—vear Training Flan for intermediate supervisors;

a
a

Annual and multi-year Training Flan for District storskeepers

Annual and multi-year Training Flan for District accountants.

OVERALL LEARNING OBJECTIVES:

At

=

A 3

Work effectively in a group situation and as a member of a training team;

Ferform a btraining neseds assessment based on analysis of a job description,
input from members of group to be trained and own khowledge and experience of the

worlk envitonment

Dezcribe maljor factors that influsnce effective training and apply this
Lnowledae in own training situationss

i1
-
i
w
2
o

on appropriate fraining program gos loarning objectives based on
L
T

ied Ltraining needs;
Select and apply appropriate training methods to achieve lsarning objectives;
Develap and apply appropriate training aids and materialss

porating correctly-—

oo lesson plane for conducting training sessions, inc
i 3

hode of evalualtiong

Describe strategiss for svaluation of traineess and training workshops;

ign and apply evalualtion instrumentss;

jw
I
i

ohjectives, seguencing of content, appropriate training methods and aids, and



4. OVERALL LEARNING OBJECTIVES: (CONTINUED?

Je

Develop and write a complete two-wesk training workshop curriculum for one of
the following FF/AMCH Froject District level stafif:

1) Intermaediate supervisors;

2 Storekespers:
5} Accountants.

Develop and defend an annual and multi-year Training Flan for implementation of
a series of training workshops fTor the above three catesgories ot FRAMCH staff,
complete with geal and objectives, expected outcomes, complete curricula, series
schedule, individual s for each

team member responsibilities and budget estimatb

workshop.
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"ARTICIFPANTS:

Mr. B.B. Khadka.iawraraa-=.Internal Auditor, FFRF/MCH Central Office, Kathmanduj
HF; H.'ﬁunwar...H,..,..,,Senior Accountant, FR/MCH Centreal Office, Fathmandu;
Mr. G.F. MiShra..........Fiscal Chief, FF/MCH Central Office, Kathmandu;

Mir-. G.B. Pradhan,..,u.,..Frocurement Officer, FF/MCH Central Office, Kathmandu; -
Mr. 5.H. Singh.,..u.;..,.Supply Officer, FF/MCH Central Office,; Heathmanduj

Mrs. F.C.o Sumana.....a.«..32nior Fublic Hsalth Nurse, FF/MCH Training Unit,
Nt

tral O+fice, Fathmandu;

Mr.o F. Bhatla.eewaeesana=22ction Officer, Training Unit, FF/MCH Central Of+ice,
' Fathmandus; '

Mr. S.K. Shresthac.c.ws.=aFamily Flanning Officer, Dhulekhel FP/MCH Office,
tlavire District; ’

Mr. M.FR. ThapaeeeescaawnFamily Flanning Officer, Hathmandu FFP/MOCH D%ficea
‘ Fathmandu Districts

Mr. G.F. Fokharel..eccusaFamily Planning O0fficer, Syanja FF/MCH Dffice,
' Svanja Districts

M. B.R. Bautamesecnsnss98ction Officer, Fokhara FF/MCH Office, Fokharag

Moo ELCL. Acharva.essesses 1raining Officer, FF/MCH Training Centre, Nepalguni;.

ifl

5. Bijdapabicscawncwn=ttaining Officer, FF/MCH Training Centre, MNepalgunjj
Mr. S.R. Baultameccweanewa Training OFfficer, FFP/MCH Training Centre, Fatlalva:

Mo B.B. Singiteeeeacunsnwtraining Officer, FRAMCH Training Centre, Fatlalva.



&. LIET OF TRAINERS:

Mr. F.FR. Shakyd.sseseeas.Training Chief, FF/MCH Training Unit, Eathmandu;

M. UuN. Harna..o.osessaaAssistant Administrator, FF/MCH Central Office, Hathmandus

Mr. F.R. Rajbhandari.....Chief of Training, ICHSD Froject, Kathmandus

Mro EoE. FELriche,cwees.a INTRAH Consultant:

Ms. MuT. BErowNecesessscsas« INTRAH Consultant. .

&
Ui~



DATE TIME TAFIC LEAD TRAINER/TRAINERS

FART T: TRAINING FROCESS

Wednesday, 10:00-11:00 Fre-tast
128 September:
112001300 Group Frocess—-Broken Sguare Raibhandari and =all
cise, other trainers.

1:00-2:00 Lunch Breazalk.

2:00-4:00 Orientation to Workshop. Shakvya and all other
trainers.

A O0=-T 00 Training Needs fAossessmenbt. Fetrich and 211 other
trainsrs.

Thursday B 30-12:00 Training Needs Assessment. Fetrich and all other
19 September: trainers.

1Z2e00-1200 lunch

i1
-
1]
1y
il
.

120020 30 Training Needs Assessment. Fetrich and all obther

S

Lrainers.

Friday, Berl0—-12:00 Development of Goals and Brown and all other
20 September: ives, trainers.

122001500 Lunch Break.

Davelopment of Objectives.
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DATE TIME TOFIC LEAD TRAINER/TRAINERS

Sunday, BrEZG-12: 00

Lo ton

22 Beptember:

™~

evelopment of Objectives and Shakya and all other
esson Flans. trainers.

1E200-1:00 Lunch Break.

1:00-32 00 Develop and Use Appropriate Brown and all other
Training fids and Materials. trainers.

Manday, B:30-12: 0G0 Selecting and Applvying Rajbhandari and all

2T September: Appropriate Training Methods. other trainers.

12200—-1:00 Lunch Breal.

1200327350 Selecting and Applvying Rejbhandari and ail
Appropriate Training Methods. other Lrainers.

Tuesday, 82 30-12:00 Mathods of Evaluation. Fetrich and all other
24 September: trainers.
S QO-1800 Lunch Break.

o
oL

1=00-5230 Devaloping Evaluation . Fetrich and all other
Instruments, Lrainers.,

FART I11: CURRICULUM DEVELOFMENT

Wednssday, By l0-12v 00 Freparing Appropriate and All trainers.
~e o :

28 September; Complets Lesson Flans.

LEROQ-1 s G0 Lunch Brealk.

|
!

1230 20 Freparing Appropriate and ALl trainers,
Complebte Lesson Flans.
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DATE

TIME

TORIC

LEAD TRAINER/TRAIMERS

24 September:

: R0-

2200

12200-1200

1:00-5: 00

Freparing Gppropriate and

Complete Lesson Flans.
Lunch Breaak.

Freparing Appropriate and
Complete esson Flans.

All

ALl trainers.

trainers.

Frriday,
27 Septembear;

B:I0-

220

12:00-1:00

12003 0C

Freparing Appropriate and

Complete Lesson Flans.
L.unizh Breoak.

Freparing Appropriats and
Complete Lesson Flan

]

]
ped
et

trainers.

trainers.

Sunday,
29 Sepitember:

8: 30-12: 00

12:00~14500

1: 0053200

Freparing Appropriate and

Complete lesson Flans.

lunch Brealk.

Freparing Acpropriate Training

Material s.

ALl

trainers.

Trainers.

Monday,
20 September:

Q30122 G0

12:00-1:00

1:00—&200

Freparing Appropriate Training

Materials.

L.unch Break.

Freparing Appropriate Evalusation

Matmrials.

trainers.




[

DATE

CTIME

TOFIC

Tuésday,"

i Dctober:

8:IO-12:00

12:200-1400G

12 00-A: 00

:Freparing Appropriate Evaluatioh
Methods.

Clunch Break.

Freparing Complete Schedule for
Two—week Training Workshop fors:

LEAD THQINEH/THAINERS:

All trainers.

(a) Ihtermediate‘supervisurs{

(b} District storekeepers;
(c) District accountants.

" Wednesdav.
-2 October:

| 2 00

8: 30—

2:00-1200

1:00-5F:2.00

FPART 1II: DEVELOFMENT OF

TRAINING FLAN

Preparation of Necessary
Information to Guide Flanning.

Lunch Break.

Identification of Trainees by
Location, Number and Training

Fetrich and all othar
trainers.

All.trainerﬁ}'

- Thursday,
Z October:

SR EO-12: 00

2200-1200

Workshop Groupings. S

Freparation of Traihing Workshop
Series Schedule. ’ .

‘Lun:h»Ereak}

CPreparation of Annual Training

All trainera.

all trainers.

S Plans for. 1985/86, . 8&/87, B87/88.



oM

DATE _ o TIME

10,

LEAD TRAINER/TRAINERS

TOFIC
Friday, B: 3011200 Prepération af Annual Training All traihérs;

4 Dctober:

11:00-12:00

12:00-1:00

1:00=2: 00

2:00-3:00

S I 00=-4: 00

GuQO~-5: 00

' Budget.

Freparation of Summary of -
Multi-year Training Flan.

" Lunch Break.

ﬁssembly of Training Flan and

Freparation of Face Fage,

Preface, Acknowledgements and

Table of Eontent$,

Fost—-test.

CParticipants’ Evaluation af

Workshop.

Awarding of Certificates and

" Closing Ceremonv.

AL

D '
- .
[

All

trainers.
trainers.

trainers.
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Enercise.

11.

Lesson Flan Number I

one houi ..

Ny
d

gFoun

P
oo
o R

5

oG

N
T .
i
il

i
Sy

[

]
"‘h;

i
. 3
n
]

h. =]

igned +D
"omote positive
uﬁlVldumi
b*h441nr in
QroURs, group
process and beam
wor k. '

.

Task
under - what
andltlon%,

fo'be dong -

hension.

Nllllﬁﬂﬂehw
to

participate.

ways to answer

questions,
rules
allaowed;
—fAnswer any
questions.

Group
Exercise:s
—Briefly
Lexplain task
and rules..
~Start
-Reviaw if
progress.
Start again.
—Complete.

[

and time

One Broken 45
Square puzzle
piece for each

participant.

‘Tables.

Set of Broken

‘Bguare Exercise

nstructions.

minute

l.esson Tupwc: Fre—test and Broken Square e
- Lessor ijnrh vy 1. | Assess Farticipants® Level of Enowledge. Wednesday IB'SEptambar
2. Btress Importance of Proup Frocess, Team Two hours: 10:00-12:21
' Work, and Develop Sen;e of Team. Trainers: Skakya, harna,
: a . Rajbhandari
and. Brown
CLEARNING CENOWLEDGE SEILLS LEARNING MATERIALS TIME -
DBIJECTIVES REGQUIRED REQUIRED METHGDS REQUIRED REQUIRED
At the end of this
esson, . the :
articipant will
e able to:

1. Given =a : © Furpose of test. ‘Reading. Individual Fre-test 60 minutes
prepared list o Exercises questionnairea. ’
of questions, Instructions.. riting. —Explain test
complete a ' . puUrposes Fens/pencils.
wor kshop English ~Explain : o
pre—tftest in Compre— different

<



LEARNING MATERIALS'

AT

LEARNING KNOWLEDGE ILLS TIME
OEJECTIVES REDLIIRED - REQUIRED - METHODE REGUIRED REQUIRED
nifDésckibe lPQrposa‘Df Group

- desirable
individual

behavior in

group work.

Exercise:

—Distinguish
~bhetween task
and process;

~Combining efforts

results in more
effective and
aefficient work;
—Sharing skills
and knowl edge;

"—lee and take/

compromise
attitudes;

~Team work efforts.

Discussions
-Ask _
narticipants
what they
thought
purpose of -
exercise was.

—What behaviar

was observed?
~What happened?
—What did they
learn?

30 minutes
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1.

Les=son Topi ation to

' Workshop.
Les=on Db1aa.'

Farki

nta
To rim1¢iﬂr1?w
Objectives

c1pan1
General QDDFDLh/FFDLEbS/F“DdUC =

with Worlkshop

13.

Lesson Flan Mumber I1I
Wednesday 18 September
Two hours: 1(_'1:,'1'}(_'7—12:1‘T

‘2. Describe

- goal, major
objectives and
products of
wor kshop .

Major Objective

T

Froducts.

Overall approachs:

~Build on thr=e
intar-related parits

the in logical seqguence:

wvetrall
capproach to be
used for
WO s hup. :
Fart I: Training
Frocess—discuss,
practice and applyi
Fart II: Curricalum
Development-applyv;

Fart I11I: Training
Flan Development-

curriculum to
participants and
allow time to read.
—Group discussion.
—RQuestions/answers.

—Refer to Flip Board
outline prepared in
advance as
discussed.

—Explain bre

ifly what

will be covered in
aach part.
~Explain importance of

using bime duwring
process Lo produce
material that can be
wsed for incorporation
into curricalom
Cdevelopment (Fart
~Group discussion.
—Huestinns/answetrs.

JI).

approach is.

containing

woarkshop

curricul um
and other

materials.

Wor kshop

outline for
gach day of
waal, :

15 minuk

Flip Board.

MNewsprint.

]—3

Trainers: Shakya, Harna,
Rajbhandarl
~and Brown
LEARNING - KNOWLEDGE LEARNING MATERIALS TIME
ORJECTIVES REGUIRED METHODS REGUIRED REGUIRED
At the end of this
lesson, the -
participant will
be able to:
_i, Describe Goal. —Handbut workahdﬁ Farticipant o135 minutes

=3



W

14.

LEARMNING CENOWLEDGE LEARNING MATERIALS TIME
QEJECTIVES REBUIRED METHODS . REQUIRED . REGUIRED
F. Describe Frooeas: ~Line-list on Flip Line—-listing 15 minutes
process to be —Participatorys Board. Cof process ’
used during ~Learn by doingy ~Invite participants :
workshop. ~Combination of to share views on
individual /geroup waork; PIroCess. _
—Team oriented. ‘ —Discuss/olarify.
4. Discuss role ‘Role/Responsibilities —Group discussion: have As above. 13 minutes
' and responsi- of Trainers: participants identify ' '
bilities aof —-Facilitators: what they perceive as
Ctrainers in -Learning process; role/qualities of trainer.
wor kshop. ~Training methods. —“Line-iist on Flip Board.
: —Helping: ‘
—Jarinq, accessible
and organized.
~Mananuw—' '
~Administratio
3. Respond to Trainers Expectations: -Frezsent list prepared Line-listing 10 minutes
Ctrainers ~Participate/contribute; in advance and ask of trainers
2xpectations -Ee receptive fto new group to respond. ~ expectations.
of ua“tlztpdnhﬂ learning expariences; —Give aswamples of =ach, ,
during the —Be task oriented: as reguired.
worisshoo. —Share skills/knowledge;
' ~Be awarsa of own behavior
in groupss
—Ee communicative/opsn:
~Fariodically self-evaluate;
~Be tresponsible regarding
abttendance, assignments, ato.
&. Describe To be identified by L -Discussion:  ask

participants
ﬁ“pﬁttet;mnﬁ
of workst '

participants.

group Flip Board.
what they hope to C L .
learn/accompl ish.
-Line-list.
—~Broup-knowledge /sl
-Sel priorities.

—Summarize.

Newsprint.

Fe

fmt
o
i}
»
s

-
8]
u



Lesson Topilic: Training Nesds Assessment.
Lesson Objective Develop Farticipanis’

cand Ferforming Training

FNOWLEDGE
REQUIRED

LEARNING
OBJECTIVES

Skill in Id entifying

Ne

15.

+lan Numnper III
18 September
A2 1EH-5+100
Fetrich and

Raibhandari

Laessan
Wednesday
Two hours:

ads n'gpqgmpnt
' Trainers:

TIME
REQUIRED

MATERIALS
REGUIRED

LEARNING
METHODS

At the snd of this
lesson, the '
parcicipant will
“be able bto:
i. Biven a What is Training Needs
praparad format  Aszsessment?

and trainee joh |

descriptions, by Traiqing Meosds
analyee the Jjob fAssessment? '
lear”‘p+;vﬁ into

nowledge/skills Sources of information.

b

r@quvrmd Fur
training DF
~Districk
Account
~District
Storei: :
—Intermediate
Superviaors

Use of format:

-Steps invalved in
breaking down general
general job
into colunn fFor
knowledge/skills.

RDENT SR

What iz difference
betwesn: .

=Majar job functiong
~Bpecific dutizs/tashks;
~Hnowledge:-

~8kills? :

statements

Frac

D minutes

Handouts: “Working L
~Job descriptions, format.
manuals and fornafﬁ —Job
' descriptions
Demonstration: for all

categorias.
—Frocedure
manuals.

- —Completad
fFormal on
Newsprint
with Job
statements for
illustration/
discussion.

—-Blank format,
to be filled
out by

—lUsing preparsad Flip
Board 1Drmat, with
thiree job statements
brokan dDwn into
various columns,
indicate diftftersnces
betwesn function
~duties,  knowledgs
arnc skills.

-Discuss.

tice:

—Using blank format,

take another job participant.
statement and have '
participants

individually break it

Cdown into the four
components, providing
help only when reguired.



!

16.

LEARMING - ENOWLEDRGE CLEARMING MATERIANLS TIME
OEJECTIVES REQUIIRED - METHODS REGUIRED REGQUIRED
Recogniz m/ca+cgor1"L Applications 4 hours
each of the above. - —Break into five groups
, ' Group. 1: I Finance;
sz¥mrmnk a+ Group 2: I Supplys ,
between knowledge/ Group 3: 1 FFPO and 1 Section
skills. - ' ’ Officer:
Gr oup 4: 1 FFO and 1 PHN;
Group 9 1-2 FFD
fl—” Intnrmedlatm Supervisors
rfact as resource persons.
-1 Trainer works with esch grotp
Svnthesis /8
- —Upon completion, combine '

Froduce job

analysis
‘worksheet
complete with.
brnowlaedgea/
skills
idenbi .
AT AN in-
logical
learning

SBEGUENCES.

Groups 1-2, and Groups
Zy 4 and. 3. ,
Compare, discuss,
agree and combine
analyses into one’

complete job analysis
csheet for

usae whan
developing curriculum

in weesk 2.

Final product
will be dob
analysis for:
~Districtk '
Accountants;
-District
Storekaepers:;
-Intarmediate
quper; SO S .

Cnours
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Lesson Topio: Development of Goals and Learning Dbjectives. Lesson Flan. Number IV
Lesson Obidsctive: Develop Farticipants’ Skill in Writing : Friday 20 September
' Appropriate and Frecise Training Goals, Six Howrs: 1G:00-—1:00
Overall and Specific Learning Objectives. : 2:0Q0-51 00
. Trainers: Shakya, karna,
o Rajbhandari
and Brown
LEARMING - ENOWLEDGE SEILLS ~ LEARNING . MATERIALS . TIME
ODBJECTIVES : - REGUIRED REGLIIRED METHODS - - REQUIRED - REQUIRED
At the end of this.
‘lesson, the '
cparticipant will
hbe able to:
. List/ © - Factorss: Ability to Broup . Newsprint
describe two .—Develop se=t of apply ’ Discussion: listing of '
cmajor factors realistic training principles —~Relate wvariabies/
influsncing : program‘goals/ when preparing - content to facktors.
aeffective : objectives to use/ and conducting participants
‘training guide in preparing own training own learning
instruction. © relevant training programs. experiences;
' ‘ experiences. ' ' -What was his/her
© =Understand most effective

variables
affecting how
cpeople learn:
—Relevance and
readiness;
—Expzctationss
—Fhysical’
environment
—Active prachice;
- ~Feedback; :
—Reinforcement;:

~Demonstration.and <

role models.

L

learning
experience?
Why?

-Review
variables and
ask participants
to provides ‘

cexamples;

-Trainer _
elaborates as
NeCessary.
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LEARNTING

FNOWLEDGE
REGUIRED

LEARNING
METHODS

18.

MATERIALS TIME

'

=
evalaping
training
curriculum.

[y

Thres levels:

-GCoals:

—Genaral state—
ments describing
broad ftra

i ‘
&
i
N
"
[
o
i
]
B
3
[}
Fed

progeam in brie
tarms.
-Overall learning
cabjectives:
- —=8tate in’
behavioral
—Describe course
putcomes;
—Summarize
specific
objectives.

Lerms;

learning

Ability to
distinguish,
interpret and
wrrite a goal
ztaltement.

‘Ability to-

wreite
corirectly—
astated
overall
objectives.

Fresent

several

ramples of
aach and have
participants
classify.

Discussions:
~Why are
carefully—
worded
"objectives:
important in
developing -
curricula?®

goals,

REGQUIRED REQUIRED

Newsprint
listing of

examples of
and
overall and
specific
learning _
objectives for
identification.

Flip Board.

Felt pens.
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19,

LEAHNINB.. KNGWLEDGE SKILLS LEARNING MATERIALS TIME
OBRJECTIVES REQUIRED REQUIRED ° METHODS REQUIRED

—Specific learning . Ability o

write
precisaly-
stated
specific
learning
cobjectives.

objectives:
—Enables brainer
to focus on
specific
knowledge and
skills reguireds;
-Normally preceded
by statement "Ab
the end of this
lesson,  the

'oparticipant will

be able Lo .. . "
-Ensures participant
Enows what is

expected of him/her

az to skills,

knowledge and attitudes
~Gtated in measurable
and observable terms -

(evaluation);
=fiten contains
statement of criteria
and/or condition.

Discussiaon:
~How do precise
- obhjectives
help trainer
to focus and
link knowledge
and skills to
appropriata
training
process and
outcomas?

REQUIRED
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20.

contains all
Lhree
componantes.

~Trainers

cand provide
instructions.

assist
individuals as
regquired. B

~If bime, revisw”
and sunmarize.

LEARNING _ ENOWLEDGE SHILLS LEARNING MATERIALE TIME
DBJECTIVES REQUIRED EQUIRED CHMETHODS REQUIRED REQUIRELD
Z. Describe seven F.O.R.M.U.L.A. Ability to Frasent | Newsprint 20 minutes
characteristics —Fedsibley ' recognize and newgpriht ‘listing of
a well-written ~-Obsarvahley interpret listing of incarrect]l y—
learning —Relevant: incomplete or  incomplete or stated
objective: -Measurable; incaorrectly- incaorrectly—- objectives.
should contain.  —Unambiguous; written Cowritten ' :
‘ ‘ : —Legicals Timarning L objectives. Felt pens.
~Attainable. objectives. ‘ B
4. Describe and Major components: Skill tao Individual Handouts: 20 minutes
analyze the —Ferformance; ’ choose correct Exercise: ~"Writing an o
three major —Critericng varb, level of -Use prepared Objectiva".
caomponents of —Condition. achisvement newsprint —Worksheet for,
a carrectly- , e and statesd listing of writing
written What a trainee is conditions. ~correctly— - objectives.
learning axpectad Lo do, stated learning
obiective. how well he is Abhility to obiectives.
o ' expected ko do it recognize when —-FParticipants
‘and under what these are not identify three
conditions. present. camponents by
SRR ' ‘underlining
Write a each in different
correctly- colors.
stated —Discuss/clarify
learning cany questions. _
objective Lthat —-Hand oubt worksheet IO minutes



LEARNING il
ORJECTIVES FEEQUIRED

SETLLS

REQUIRED

LEﬁRNINF
METHOD

21.

MATERTALS
REQUIRED

TIME
REQUIRED

2. Correctly use
qiven lesson
plan foarmat to
pDrepare A

pl;n

wview purpose of
a leszon plan:
~What is a lesson
plan?

“Write orderly,
step—bv—step
praocess to teach
a particular
lesson to group
of trainees

—Why prepare a
lesson plan?

-Helps trainer
nresent material
logical ly
efticiently.

—Allows trais
learn what
exnscted of

]

U.

I

i

cand

e
%

Ability to
interpret use
of each
column
apply
appropriately
and
sequentially
whan
praparing a
lesson plan.

and

Briefly review
necesaity for
r_'}"‘p"} 31 f‘ll:] =1
lesson plan.

0on

Flip

Hand ool

lesson plan
format and
review sach

column. ;
Explain/give
=amplas for
each column.

Explain we
will now begin
o eExerclasse to
start applying
wrritten goal/
obijsctives,
using format.
Exerciss will
ue into
Flan ¥
until
rrpAnL4
i all

contin
Lesson
and VI,
par ki

fh-g

Flip Board.
Newsprint. 15

Felit Dans.

25500 plan
formats.

Handout=:
—-"Freparing
and lUsing a
lesson Flan'.
-"Checklist
for Evalualing
a besson Flan
for a Teaching/
Learning
Activity®

15

=0

al b

purnn““

minutes

minutes

minutes
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-5 LEARNTIHNG MATERIALS T3

JIRED REQUIRED METHORS REGLIIRED REQUIRED

LEA e ENOWLERGE SET
CEJECTIVES ] 2

4. Oiven preparsad fAbility to: VSR LUY i
lessarn plan —Apply : Lme ) pens.

knowledge to
distinguish
hetwesrn goal,
overall .
cbhiective and ing neads
specitic 1 or assessment
learning Pnuwl&dqm shaet
objective; o owork Wil Dl
—Write broadiy :d._LmMﬂJntb 30 minutes
stated write own version

workshop goal of the worbkshop

Clearly goal,
i i ing specific
: obiectives
trained and —When task completed,
for what return to five
purpnses ’ original work groups.
—Nrit@ o

i
15t

Arge write—up/s S0 minut
in faedback

shaviora From geroup member =g
Lermb what ~Consolidate all
traines will groals/obisectives

be able to do into one set

at worikshop comprising goal and

endy some obiectives for
~dWrite. currioculem Lo be
,3;'Tlr pfepar&d in Fart IT

IO —Eruup leader-pr“

JJWELLV&. Lo or for comment,

o

=g
-

'D
oran




23.

Flannel /C

ms S Drawings:
[

ioth

agnobic

—rHariciingd

J/Puuiﬁ;

Adoing o
method.

—Elicit intormation on
materials they can use
and have used in past

—lWhat was

—Why?

—Show examples.

Aporopriate Training _eeson Flan Mumber W
= Sunday 22 September
Devolop Participant Skill in Selecting, Five Houwrs: 10:00-1:00
Developing and Using Appropriate Training 2 QO=4: 00
Aids and Materials. Trainars:  Rajbhandari
and Erown
LEARRNING FNOWLEDGE LEARMNING MATERIALE TIME
OBJECTIVES REGUIRED METHODE REGUTIRED REQUIRED
AL the end of this
lesson, the
participant will
be able to: =
1. List ten types Tvpes aof Teaching Farticipants: Samples of as 15 minutes
of teaching Alds/Materials: —Identify and line list many visual
aids/materials. Eoard/Newsprin o Flip Boardg aids as can be

collected..

mnst effective?



: o : 44. L
LEARMT MME : FNOMLEDGE ' LEARMING MATERIALS TIME
DBEJECTIVES REGLITRED METHODS SEQUIRED REQUIRED

2. How to select Group Discussions Handouwts: 0 minutes
ApQrope Cinb to ~Fuide to include how —~"Meadia
i : pEopLe l2arn besth Characteristics's
4 gyl o Flan —="Good and Bad
maihod. Mumber V. Examplas’;
= ; ' - R 1+~1]11Jﬂg What
i1l 1 opmant; We Learn'
—ﬁti;tudLnal changs.
—~What type ald is reqguired
to make polnt?
—Is alid appropriate for
audience/learnar
1
—~I= 7 p
appropt “iate for audience,
individual ; small/large group
=Is information/content
accurate?
—Is it appropriate in terms
of btime, cost maintenancs, eta,

Z. Conztruct a Flan/build tea hlng Group Exercicser: Foster paper, 2 hours
simple teaching aid using loca - —Explain Ltask; . crayons, glue,
aid for available mqte als. —Assign small groups Flannclxumttan
application in Leams; materials, tape,
a training Group work skills. ~Each group/team to sandpaper
zituation, ' , decide training aid sci%amrﬁﬁ
wsing locally- Manuwal skills. they wish to develop; cardboard,

availabls —Construct btraining atdg Z 1u1nﬁ/?racing
material S o ~Decide how o present oaper, @,

o Larger

groun.
4. Demon§+wafm wse  GOroup communication Small Group and Visual aid 2 hours
of training ﬁhilla, Individual Exercise: develaopead by
ai j by lTinkinog ~ach group presenlt wiith participants.
e S sach maenbsr giving
demunstration; Diher materials
: [ provide identified by
on orelavanioy, ticipanta,
Clarifv. i
entation to

wlkills.

to demonshe

s oF

m
o

1[".-—('!"[,'\1'

i,



LEARMIM:
OBJECTIVE

ting and &pplving Appropria

12 Training Methods

Achievement of

FNOWLEDGE
REQUIRED

SEILLE
REGUIRED

=l ate T
To Enable the Farticipant to Se

i ﬁpprnprJaL“
Specitied Goals

1ing Methods.
1

and Objectives.

LEARNING
METHODS

25.

Lesuason Flan Mumber VI
Sunday 22 ﬂtptpm»e
Ome Howr s o GO=52 00
Trainers: Raibhandari
and Shalkva

MATERIALS
REGUIRED

TIME
REQUIRED

At bthe end of this
iesson, the
participant will
be able +to:

. Describe
various
training
wmthods and
list advantages
and
disadvantages
of @sach
method.

A

Training Methods:
—Lecture;

—Group discussion:

ard =malls

=Demonstration;
—~Role play:

—Casze study/
storyhellings

—Fractice
Prerclees;
—Experisnce in

situation.

tages and

udaantﬂujc of
a2ach hraining
method.

ﬁuprmpriatﬁ
seguance of
mathods.

Farticipants
name training
methods Lhey
have used or
are familiar
with, and list
them on the
nawsprint.

Discuss how
and in what
zituations
they were used
vnd their
ffectiveness.,

Discuss
advantages/
disadvantages
of &

me o

Revisw &
SUMMarice

H'
1]
| ﬂ

Handouts 19 minu
(examples of?
—Case studies
~Role play
situations;
—Fractice
exerislses

i3 minutes

Liasl of 20 minutes
training

me oo
and advantages/
disadvantages
of @2ach

puplalned. 10 minwg

.

l"i'
1l
0
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il

X
=
oy
I

LWEARNING SEILLS EARNING MATERIALS TIi

I
REQUIRED METHODS REGUIRED REQ

Ability to Individual Exercise
; apply Exercise: sheats
method (s) for —Gogulire }nmwl adge of FattlLlpdﬂLb detailing " 1
achieving informationg training . " complete zelection of
different kinds -Develop favorable methodology @xnarcls training
of traiming attitude. and desired sheelbs: mathods.
oubtcomes. Coutcomes to -Dizcuss tvpes 10 minutes
' Relationship of select of training Completed
training methods appropriate outcomes and  task analysis
to desired training selection of shests.
ocutcomss., metihods for Ltraining
' a given b.«ed on the
learning
objective.

-glmp

1
anpropriate
+.

-~

0 minutes

10 minutes

- 5
-Fartic Jp ntes 5 minutes
salect ' :
appropriate
methods to
achisve mb] chives
i ol e 10 minubtes

Fationale for
aelaction;
—~Reviaw/ summarisz 15 minuktes

S



27.

LEARMING FRNOWLEDEE SEILLE LEARNIMG MATERIALS TIME
CRIECTIVES RERQUIREDR REGUIRED METHODS ' REGUIREER RECGUIRED

Z. Demonstralte the Appropriate use of Ability to: 3roup i.isht of
application of various training —Frepars for Exercise: learning
the following maethods. , Lraining —fizk each objechtives 19 minubes
tra ' ‘ SREs10MN. group to praviously
mat , Freparation —Apnly Var iebhy selecht setb prspared.
—&m L recudred for each | of training o learning

i 3 Ly methods objectives
-Da ion/ appropriate and identity
practice, Mathods to obtain to achieve training
including role feedback. desired methods to
plavs outcomes; achieve (methods
~Case study/ Appropriate usse —DObtain should include
storvtelling. of visual aids feedback small group
' for training. during/aftier discussion,
SEssionss demonst nilun5
—Use visual practice, role
Aalds play and case

appropriately. study/storytelling
methods) ;
—Each group plans
to conduct one
of the following:

—Small group 1Q minutes
discussion;
—-Demonstrations 10 minubes

praciice or

roleplay session;

~ase study/story-— 10 minutes
telling session.




LEARNING

28.

group selechks a
differant method
for his/her
practice session.

Groups to Materials
discuss sach pertaining
plan and reach to learning
CONSENSUS, obisctives
then prepare {(to be
materials selected by
raguired for
prasentation.

Groups to make
presentation
to class.

Following group
orasentation
and ftesdback
participants
comment fdiscuss
application of
different methods
bﬂwﬁ” iy !rﬁlnor
participants
axpwrienpuam

hwwrwuf"wmmquﬂﬂ

participants).

ENOWL_EDGE TLLS _EARNING MATERIALS TIME
CEJECTIVES .HEQUIRED hEGULRED MC HODE REQUIRED REGUIRED
Trainer should
insures 2ach
participant in

0 minutes
(Frepara-—

tion of

visual
aids will
be done
Inly]
separalte
basi=s.!



Vo

‘ , 29.
@i ion Melthods and Instruments. Lteseon Flan Number VII

Topio: Training Evalu
toditive: To Develop Participant Skills in the Tuesday 24 September
Design and Application of Evaluation 8:30-4:0C0
Mathods and Instruments. ' Trainers: Fetrich and
Farna
LEARNING SEILLS LEARNING MATERIALS TIME
OBJECTIVES REQUIRED METHODS REGQUIRED REQUIRED
1. Tdentify and Dedtinition: Review and T Handout: 13 minutes
disciuss —Frocess of discuss the —"Finding DOut
different determining how detinition and  How Effective
purposes of well things are purposed of Your Frogram \
evaluation. peing done. training Is".
evaluation.
Trainees:
-How much does
the traines know?
—How well doss the
trainee pertorm?
Training and trainer:
—What should ithe
training be?
—How effective was it?
—How can it be improved?
2. Tdentity and Types of Evaluation: Farticipants 20 minutes
discuss four ~Fra/post—-test at ‘ relats previous
zpecific tvpes becinning/end of evaluation
ot evaluation. btraining workshop (o axpariences and
other training achivitvy value to training.
—Evaluation during the I¥ ot ofterad, ask
training workshop; how they evaluate
—Evaluation on the Job, their traineess at
betore/atter the different =taves.
training workshop;
—EZvaluation of workshop Line list responses

as a whole. on fl]p board.

Review/ comnpare wikth
curriculum oo =Iaks
caompleteness




o)

30.

LEARNTNE
CREJIECTIVES

SEILLS LEARNING MATERTALS TIME
REMITRED . METHODS REGUIRED REGUIRED

Za Identify/discuss Types of Fre/Fost Review/discuss I0 minubes
different tvpes Evaluation Questions: 2ach type of
aof preioost ~True/false; , evaluation
evaluation ~Multiple choice: question and
aquastions. o —Fill-ing . ' advantages/
' —Short answer; disadvantages.
—Essays;

-Demonstiation Trainer explains/

_ demonstrates how

édvantages/disad%an*aues to write more

of sach type of guesti difficult objectives:
: ~Trua/false;

—Multiple chnice;

-Fill-in.

By
1t
—
-
st
1t
i
.

How to write Ability to Trainer l.esson plan 15 minutes
different types wirite reviews ths containing
of pra/post—tes following workshest to nreviously—
questions. types of be completed prepared
_ pre/post—test and exercise lwarning
l-marning cquastions: instructions. objective.
Gt'_“ o be —True/falsa;
—Muitiple rticipants vorksheet s A0 minubtes
choloes ] the ~"Fra/Fost-
—Fill—-ing i by Tpﬁf
—Short answer.

“ticipants 45 minutes
=t resulits/
ohtain {feedbasck

from team members.

appropriate , .

cto learning  cIndividiaals revise . A5 minutes
ohischtive. i

Ability Lo

accept/use




LEARMNING
DRJIED

CTIVES

ENDWLEDGE Sk
REQUIRED

ILLE
REGUIRED

LEARNING
METHODS

31.

MATERIALS
REGUIRED

TI
RE

ME
GUIRED

Design
wor kshon
mvmlnafjmn
instrument for
faliowing
curriculam .
categoei oy
tr:nclr\Lﬂng/
adspting an
instrument.

a5

-

training

Ability to:
~Translate

Furpose of
training workshop

evaluation. Enalish to
Nepali;

irraining workshop —Select

goal Ffor: correct

—-Intermnsdiate rharacteris—

tics to be
svaluated,

Supervisors
—Districk

QL_Dun+!r+ H including
performance
ner s, of trainers.
—MNegotiate

differsnces
of opinion

in Lraining
team setting.

Trainer
reviews/
discusses
elercise
instructions
and existing
workshop
evaluation
instrument to

be tramnslated/

adapted.

Farticipants
form Lteams bo
translate’s
adapt
evaluation
instrument.

ther.
ain

Each
its
basis of feedback.

feam

Fument wit
and
feadback.

RV G
inastrument

Lesson plan
previously
preparad,
descriping
Lraining

workshop goal.

Existing

wor kshoap
avaluation
instrument and

adaptation.

on

15
~
&

0

minutes

hours

minutes



32.

Curricalum Ds a2l . Lesson Flan Number VIIT
dowerr - To DeEmon Ahility to Develop an Aporopriate Wadnesday 23 September
anc Complabts Training Workshop Corriculum ins to Monday 20 September

a) Intermediate Supervision, b) District
Aoocounting, and o) District Storekeeping.

[

LEARNI NG ENOWLEDGE SETLLE : LEARNINMG MATERIALS TIME
DEJECTIVES : REQIIIRED REGIIIRED METHODS REGUIRED REGUIRED

1o Frepare - (S2a Lesson Flans (Gee Lesson Revigw/discuss Completad 20 minutes
appropriate ITI to WII.? Flanzs II1 to completed jobn iob analysis
and complete : VII.: analvsis wor kshests.
lesson plans : shests and
for entire workshop goal - Completed
Lwo—wealk , statement. sample lesson
training workshaop. “plan.
Farticipants . 30 minutes
form teams to Lesson plan
develop waoirksheets.
outline of
major Frocedures
curriculum Reftarence
topics to be Manual.
covarad.
Each topic serves
as separats
lesson plan.
Teams share 20 minutes

proposa2d outline
of anx ca/obtain

Teams prepars _ 20 minutes

fimal topic outline
based on feedbach.



33.

LEARNING ENOBLEDE

- SEILLS LEARNING MATERT AL TIME
DRJECTIVEE REOUIRET REQUIRED METHODS REQUIRED REQUIRED
Teams divide - 15 minutes

curricalum topics
and assign topics
to members to develop
dratt lesson plan.

Farticipants develop I hours
lesson plan for 2ach
topic assigned.

Farticipants exchange/ i 1/2
obtain feedback on hours

sach lesson plan developed.

Training Lteamns FEviek 7 ohowers
leasson plans/feedback

and preapare final version

of =sach lesson plan.



DWW EDEE - SKILLE
AT RED REGUIRED

LEARMING
METHODS

34.

MATERIALS
REGUIRELD

TI
RE

ME
GUIRED

training
worbkshap.

l.esson

(Seo Lesszon Flans es
ans VYV and
i.2

(8

Voand VII.: Fi

o VIi.
Completed training
workshop lsarning

obdjectives.

Availability of
curriculum caontent
materials.

Review/discuss
devel opment

of training
materials.

Farticipants

form hsams Lo
divide/assion
wor k.

Team members
prrepara
assigned
training
naterials,

Individusals

Completed
lesson plans.

Cureiculum
content sourcs
materials,
including
procedurs

15

0

minutes

minutes

reference manuwals.

Training aid
supplies.

axchange training
materials to obtain

feedback.
will be

Feaedbacl:
written down

for fubture reference.

Individuals

return Lo teamns
to orepare final

versions of training
Revise

0¥

materials.
work on basis
feadback and
additional
From Deam

ideas
memb e

.

e

hours

howrs

hour=



LEARMING

CEJECTIVES

FINOWLL EDEE
RECILTRED

SEILLS
REGIITRED

LEARNING
METHODS

35.

MATERIALS -

TI

ME

REQUIRED

X, Frepare
appropriate
pre/post—test

instrument on

basis of
learning
abi=zctives
included in
training
workshop
iesson plans.

(Sze Lesson
VIT.)

=1an

(See
F1lan

Lesson

VII

Farticipants
form teams
and assign

individuals

to work tashks,
2ither by
cCurrioulum
topic or by
learning
objective.

Individuals
design pre/
nost-test
gquestions for
currioulum
Lopics or
learning
ohjectives
assigned.

Exchangss

obtain feedbhack

On gquestions.
Fesdhaok
down for
retarence,
Teams
firal
instrument o
of feedback.

prapare

REQUIRED

Completed
wor ksheets
Tor lesson
pnlan VII.

Completead
lesson plans
for two—wesk
training
wor kshaop.

Completed
training
materials
training
wor kshop.

wr-itten
future

prespost-testh

-
=t

&0

S0

minuie

minute

minute

U s

o

=1

=)



49

LEARNING
TECTIVES

i

F\Eﬂ! ‘IF[:D

LEARNING
METHODS

36.

MATERIALS
REGUIRED

TIME

REQUIRED

Frepare
dpprnprlate;
« (jmr'l == 15-\
plans f
‘enfire

'X

Review/discuss

caompleted Job
analysis
sheets and
workshop goal
obiective.

Teams develap
outline of
majot
curriculum
topics to be
caovered in
training

Completed
job analysis
workshests.

Completed
sampie lesson
plan.

Lesson plan
worksheets.

Frocedures
Reference

wor kshop.

Manual.

Each topic
sarves as rﬁpara*n
lesson plan.

Teams share proposed
outlines/obtain
feadback.

Teams prepare
final topic
outline based
on feedback.

Teams divide/

assign curriculum

topics. Each membar
responsible for

dQvEIDDlnﬂ first
drrati lesson plan.

20

20

Z0

20

minutes

minutes

minutes

minutos

minutes
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LEARNING
OBJECTIVES

FRNOMLEDGE

i

RET

0

o
[N

nm

ED

-37.

LEARNING
METHORS

MATERIALS
RECUIRED

TIME
REQUIRED

REGQUIRED

Participants develop
compleate lesson plan
for assigned topics.

Farticipants exchange/
obtain feedback on

lesson plans developed.
Feedback should be written
on lesson plan.

Training teams review,
obtain feedback and
prepare final version
of each lesson plan.

3 houwrs

1 172
hours

7 hours



7 &

U

38.

LEARMING FROWLLEDRGE SETILLS LEARMNING MATERIALS TIME
OBEJECTIVES REQUIRED REGUIRED METHODS REQUIRED REGQUIRED

3. FPrepars Amount of time Time Farticipants Completed 1 1/2
comnplatbe each lesson plan schedul ing. form teams lesson plans. hours
sheduls for will reguirs. ‘ : - to reconcile :
two-—-woek : xisting time Completed

i g Appropriate howrs differences. training
worlkshop in: of the day and and to inswe materizls.
=Intermnediats daves of weel Lo avervihing

Supervision: conduci workshop. that needs to Completed

i he done in evalualion

twn—waeks materials.
available can
Storekeeping. be done. Warlksheet:

—"Two-Hesk
Training
Wor kshop
Schedule”.



e
aon Obiechives

LEARNING
OBJECTIVES

ic:  Training Plan
- % To Demonste.

} District

KNOWLEDGE

FREGQLIIRED

cpnent.
Ce Abi ik
Training Flan for
Accountants,
Sto releﬁpPFJ“

SETILLE

and

to Davelop and Def
ay Intermediate Supervisors,

) District

RECUIRED

39.

Lesson Flan Number IX
Wednesday 2 October
to Friday 4 October

Fend

LEARNING
METHODS

MATERIALES
REGUIRED

TIME
REQUIRED

1.

Frepare
appropriate
introductory
information
to guide
detailed
planning.

Training Workshop
Goal developed

in Lesson Flan IV.

Curriculum
developed in

Lesson Flan VIII.

(See Le

Flans
VIII.)

Farticipants : IO minutes

Worksheet 20 minutes
from Lesson

Flan IV

containing

workshop goal.

Trainer
reviews/
discusses
praoduct to

be produced,
including
proposad
training plan
outline.

Handout:
-"Training Flan
OQutline",

Workshest #i: 15
="Introductory
‘ Information
and for Training
Flan®.

Trainey minutes
reviegws/
discusses
wor ksheet
P:EFLl”'
nebruchions.

individually
prepare worksheet.
Farticipants form HG minutes
teams, review
individual works
SRl pt)
bags=d oan
CON SR N SUE .,

neelkes

team



ol

40.

LEARKNIMG

OBJECTIVES

SEILLE LEARNING MATERIALS - TIME
REGUIRED METHODS REGUIRED REQUIRED

Teamns shars their H0 minutes
introductory workshop

intormation by

presenting to large

group and abtaining

feedback.

Teams revise/discuss 30 minubtes
wor ksheet.
L Tdentify Bata on Ltarget Ability to Trainer FFR/MCH Staf+f 20 minutes
trainees by - trainees by group . reviews/ Lists by
location, Sdisbrict and traineses by discusses District.
number and number. geographical grercise
training - . location instructions Workshest #2:
wor kshop Training facility related to and worksheet. —-"Trainesez by
groupings. ' locations and . . training Location,
transportation facility Participants Number and
ACCES5S. - locations, form teams and Workshop ,
L :  and by transfer data Groupings". 20 minutes
Optimum number of appropriats to columns I,
trainess per numb=r per IT and TII of
won kshnop . QO - worksheet .
Teams assign &C minutes

trainees to
workshop groupings.



41.

_EHFNImb SEILLE LEARNING MATERIALS TIME
OEJE REGIIIRED METHDODS REQUIRED REQUIRED
Z. Frapars Uncommithted time Ability Lo Trainer Mastar 15 minutes

training
wor-kshop
schedul =

available for
scheduling
wor kshops.

Availability of
training

facilitises by name.

7

Availability of
trainers by name.

organize/

ceschedule
workshops in

1“d11101”
time periods

and pr‘mrlty

Sequence.

reviews/
discussss team
prercise
instructions
and worksheet.

Farticipants
form teams/
assign each
workshop to a
specific time

Training Flan
for FF/MCH.

Cmmy etad
Worksheet #2.

Worksheet #3:
—"Training
Worlkshop

Schedule".

period/location.

Teams shars/compars
workshop schedules
to reconcile any

scheduling or

location conflicts.

Teams revise Lheir
training workshop

schedules.

n

S

45 minutes

0 minutes



¢
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42.

LEARNTNIZ FROWLEDGE SEILLS LEARNING MATERIALS TIME
ORJECTIVES FEQUTRED REQUIRED METHODS REGUIRED REQUIRED

4

te Frepars

annual
Lrainiing
plans for

Introductory
information to
guide workshop

olanning.

Trainees by
Lype, Jmhﬂr and
locati

Training

wotkshop echedule.

Ability to
transfer
data between
worksheets
conplately
and
accuwately.

Trainer
reviews/s

discussas #2
how Lo
praparea

wor ksheet

Completed
woiksheets

and #3.

Wor ksheel:
-"Annual

#4, Training
Flan"

Farticipants
form teams and
pregpare worksheet
#4 for 1935/84

Teams exchange

wior ksheets and

obtain teedback
on worksheet.

Teams revise

wor ksheet for
1985/86 and prepa
workshests for
8465/87 and B7/88.

2

H#4d e

20 minutes

-~

60 minutes

=€

I minutes

1 1/2
hour s



43.

RNTNG SEILLS LEARMING MATERIALS TIME
ECTIVES REQUIRED METHODS REQUIRED REGUIRED
Unit costs for Ability to Trainetr Fartially- 13 minutes
training expenss —Estimate reviews/ completed
ilemns. amounts of - discussms wiorkshest #4.
expnense the budget
Training workshop itemss preparatl Information
expense items by —-Compute @Hercl se and she=st on
tyvipe and amount. total casts how bto 111 training expense
From unit out worksheet item unit costs.
costs and #5.
subtotal Workshest #3:
costs. : Farticipants ="Training A0 minubeas
form teams Flan Budget
and prepare for Two-Weak
workshop Workshop™.

budget using
worksheet #3.

.

Teams present A0 minutes
total worbkshop

budget and briefly

ravisw basis of

cosh estimates.

-

Teams prepars HCG minutes
final budget ba
on feedback and
enter resullts

on worksheet #4.




oL

44.

LEARNING SEILLES iLEORMING MATERIALS TIME
ORIECTIVES REQLIIRED METHODS REQUIRED REQUIRED

bH. Frepare
summary of
multi—-vear
training plan.

Annual Lraining
plans and

Introductory
intormation to
guide planning.

pudgets.

Ability to:
-Transter
data belbweesn
wor ksheets
comzletel v/
accuratmlys
—Compute cost
per Lbraining
day and cost
per trainee.

Trainer
rFeviews/s
discusses how
to complete
worksheest #é&.

Teams exchange/
provide
feedback on
workshest #o.

worksheet

Worksheet

Completad

="Summary of
Multi-Year
Training
Flan®.

#4.

Hés

15 minutes

45 minutes

20 minutes

20 minubes
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LEARMING

OBJECTIVES

SEILLS
FEGUIRED

45.

LEARNING
METHODS

MATERIALS
REGLITRED

TIME
REQUIRED

7. hssemble
training plans
and prapare
Tace pagse,
prefacs pags
with

racknowl edgments,
and
contents.

tahlea of

Introductory
information to
guide development
of training plan.

Annual and
mul bl —year
plans.

training

What is appropriate
infarmation for
face page, prefacs
page and table of
contents?

Ahility to
—Write facs
and preface

pDages:
—-rganize
pages of _
training plan
in logical
Seguenca
accuording to
oultline
provided
prpare
table
contents
accurats
numbers.

IR

and

of :
with
page

T

Trainrning o
" Flan Outline.

Trainer
Feviews
training plan
outline and
discusses
assembling
Lraining plan
workshests
and preparing
the front
pagdes.

Completed
wor ksheets
#1l, 4, 3
and &.

—

Farticipants RN
form teams

and assemble

worksnests

and prepare

front pages.

Teams sxchange =0
front pages and
obtain feedback.
Teams prapars 19

final version of
front pages and
assemnble comnplate
training plan.

minutes

minutes

minutes

minutes



APPENDIX D

LIST OF MATERIALS DISTRIBUTED/DEVELOPED




‘APPENDIX D

LIST OF MATERIALS DISTRIBUTED/DEVELOPED FOR_WORKSHOP:

List of Materials

l.

10.
11.

12.

13.

Pretest Questionnaire

Broken Square Game pieces
and instructions

Participant package containing
workshop curriculum & other
materials

Workshop outline for each
day of week

Line listing of process to
be used during the workshop

Line listing of

- Role and responsibilities
of trainers

- Trainers' expectations of
participants

Working formats for job
analysis

Job descriptions for all
categories

Procedure manuals

Completed format of job
analysis for illustration

Blank formats for job
analysis by participants

Handout
'Retaining what we learn'

v

Newsprint listing of Goal
statements, overal objectives,
specific learning objectives
as samples for participants
to identify - 3 of each

- mixed up

- correctly states

Needed for-
Session on

General
Session

Orientation
to workshop

Training need
assessment

Factors
influencing
effective’
instructions

Development
of objectives

Day when
needed

Available

To be
prepared

LP

LP

LP

LP

LP

LP

Lp

LP

LP

LP

LP

LP

LP



List of Materials

14.

15.

l6.

17.

18.

19.

20.

21.

22.

23.

24.

25,

Handout
'Writing an objective'

Identification of objective
components worksheet

Worksheet containing incomplete/
incorrect learning objectives
and complete/correct objectives

Lesson plan format

Samples of teaching aids/
materials (as many kinds as
can be collected)

Handouts
a. 'Media characteristics'

b. 'Good and bad examples'

Examples of objectives in
lesson plan format
Poster paper, crayons,
flannel materials, glue,
sandpaper, cotton material,
cardboard, drawings, tracing
paper, scissors, tape etc.

Examples of sample

a. case studies
b. role play situations

C. practice exercises, etc.,
used in training

List of training methods
with advantages &
& disadvantages explained

Exercise sheets on selecting
training methods

Filled out task analysis
sheets (filled out by
participants)

APPENDIX D - Page 2.

Needed for Day when To be
Session on needed Available  prepared
D 1 t
eve ?pme? Lp IV
of objectives
" LP IV
1]
LP VY
" LP 1V
Developing
and using LP v
Training aids +
materials
" LP V
" LP V
Preparation
of visual LP V
aids
Selecting and
applying
appropriate LP VI
training
methods
"
LP Vi
" LP VI
"
LP VI



» : Needed for
List of Materials Session on
26. List of learning objectives' ~ Selecting and
previously prepared by applying
participants ) appropriate
: training
methods
'27. List of participants "
28. Examples of Pre/post Evaluation
test questions Methods
29 Modified participant
reaction form for
trainee;
30.Pre/post test rt
Wwork sheet format
31. Lesson Plan Format Curriculum

- _ Development

-32, Checklist for
a3 training
workshop

33. Training Plan Outline Training Plan

34, List of 1.5. by " "
District

35, FP/MCH tratining/sterilization
plans for B5/86/87

36 Training Plan " "

Wlork sheets

APPENDIX D - Page 3.

Day wnen
needed qu;lqple

LP Vi~

LP

LP VIl

LP

LP

LR

LP

LP

LP

LP

LP

Vil

Vil

Vil

To be
prepared

A%





