
,': I ) .' '1;;- • ~ '\', ' _ . '

• \ J, '

Trip Report 1#0-142

;0·'.'

Travelers: Maureen T. Brown, INTRAH Consultant
Ernest E. Petrich, INTRAH Consultant

Country Visited: Nepal

Date of Trip: August 28 - October 9, 1985

Purpose: To plan and conduct a TOT
workshop for FP/MCH Project
training teams.

Program for International Training in Health
208 North Columbia Street
The University of North Carolina
Chapel Hill, North Carolina 27514 USA



TABLE OF CONTENTS

PAGE

EXECUTIVE SUMMARy •••••••.•••••..••••...•....... i

SCHEDULE DURING THE TRIP ..••••...••.....••..• iii

I . PURPOSE OF TRIP •.........••..••..••.....•••.•.. 1

;r. I , ACCOMPLISHMENTS ............•........•.......... 1

I I I. BACKGROUND .......•........••.....••... ~ ...•••.. 2

IV. DESCRIPTION OF ACTIVITIES •..•.••.••....•.••.... 4

V. FINDINGS ......••••...•......•••...........•... 10

VI . CONCLUSIONS .- .....•.•.....•..•....•.. . 21

VI I. RECOMMENDATIONS .••...............•.........•.. 22

APPENDICES:

A. LIST OF PERSONS CONTACTED

B. LIST OF PARTICIPANTS AND CO-TRAINERS

C. WORKSHOP SCHEDULE AND CURRICULUM

D. LIST OF MATERIALS DISTRIBUTED/DEVELOPED

*E. WORKSHOP PRODUCTS -- THREE CURRICULA:

E.l. CURRICULUM FOR INTERMEDIATE SUPERVISORS
(NEPALI AND ENGLISH VERSIONS)

E.2. CURRICULUM FOR DISTRICT ACCOUNTANTS
(NEPALI AND ENGLISH VERSIONS)

E.3. CURRICULUM FOR DISTRICT STOREKEEPERS
(NEPALI AND ENGLISH VERSIONS)

- (CONTINUED) -



TABLE OF CONTENTS (Continued) Page 2.

*F. THREE TRAINING PLANS DEVELOPED BY PARTICIPANTS:

. F.l. TRAINING PLAN FOR INTERMEDIATE SUPERVISORS
(ENGLISH)

F.2. TRAINING PLAN FOR DISTRICT ACCOUNTANTS (ENGLISH)

F.3. TRAINING PLAN FOR DISTRICT STOREKEEPERS (ENGLISH)

*G. PRE/POST-TEST PARTICIPANT SCORES AND INSTRUMENT

*H. SUMMARY OF DATA FROM PARTICIPANT REACTION FORMS:

1st EVALUATION

2nd EVALUATION

*THESE APPENDICES ARE ON FILE WITH INTRAH PROGRAM OFFICE.



-i-

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
planning, 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 pians 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:

Co-Trainers: Mr. P.R. Shakya
Mr. U.N. Karna
Mr. P.R. Rajbhandari

Resource Staff: Mr. G.M. Shrestha
Mr. G.F. Mishra
Mr. K. Kunwar
Mr. Arnatya
Mr. B.B. Khadka

Third all-day group work session at Malla
Hotel:

Co-Trainers: Mr. P.R. Shakya
Mr. U.N. Karna
Mr. P.R. Rajbhandari

Resource Staff: Mr. G.M. Shrestha
Mr. K. Kunwar
Mr. B.B. Khadka
Mr. Malla
Mr. G.B. Pradhan
Mr. S.B. Singh
Mr. Arnatya

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: As above.

Resource Staff: As above.

Fifth all-day group work session at Malla
Hotel:

Co-Trainers: As above.

Resource Staff: As above;

Evening spent assembling/packing training
materials and supplies required for workshop
inPokhara.
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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.

Thursday, TOT workshop: Training Process, Part I.
19 September:

Friday,
20 September:

Saturday,
21 September:

Sunday,
22 September:

Monday,
23 September:

TOT workshop.

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

TOT workshop.

TOT workshop.

Tuesday, TOT workshop: End of Part I.
24 September:

Mid-workshop evaluation by participants.

Wednesday, TOT workshop:
25 September:

Thursday, TOT workshop.
26 September:

Friday, TOT workshop.
27 September:

Curriculum Development,
Part II.
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Mr. Petrich prepared his portion of INTRAH
trip report.

Ms. Brown typed stencils for TOT workshop
curriculum.

Sunday, TOT workshop.
29 September:

Monday, TOT workshop.
30 September:

Tuesday,
1 October:

Wednesday,
2 October:

Thursday,
3 October:

Friday,
4 October:

Saturday,
5 October:

Sunday,
6 October:

Monday,
7 October:

TOT workshop: End of Part II.

TOT workshop: Training Plans, Part III.

TOT workshop.

Completion of workshop at 5:00 p.m.

Consultants, co-trainers and participants
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.

Meeting with P.N. Tiwari and L. Pandy, DORC,
to turn over materials for typing.

Meeting with Dr. T.B. Khatri, Mr. U.N. Karna
and Mr. P.R. Shakya.

Meeting with Mr. G. Regmi, FP/MCH Project.

Meeting with Mr. P.R. Rajbhandari.

Debriefing meeting .with Dr. David Calder,
USAID. .

Preparation of report.

Review of typed workshop materials.
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Meeting with Mr. G. Regrni, 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.
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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 forFY 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.
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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
c) 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.

III. 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 #O~53).

During that visit, agreement was reached between

INTRAH, the FP/MCH Project and USAID/Nepal for INTRAH

assistance in the training 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:
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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/MCHProject and INTRAH with an opportunity to assess

joint working experiences 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

designed 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
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without, INTRAH technical assistance. It was further agreed

that logistical support would be provided by the Development

Oriented Research Centre (DORC).

On 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 INTRAHtrip 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 requirements 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.
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B. 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 to 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.

C. 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
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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.

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

questionnaire, 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
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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 DORe 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.

D. 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. 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
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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.

E. 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
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the pre/post-test questionnaire results and summaries

of the wor~shop participant evaluation results were

submitted to 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

Anderson on the latter'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.
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v. FINDINGS

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.

2. 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.

3. The number of TOT participants agreed upon in
the Phase I Scope of Wo~k, 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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4. 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.

5. 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.

6. 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.

B. 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.

3. During a review of curriculum content
materials and present qualifications and
performance levels of district level
accountants and storekeeper&, 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.

4. 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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5. 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: 75% 60 - 65%

Quarterly
District: 75% 50 - 55 96

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.
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6. 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 improvement~.

C. 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.

2. 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.

3. 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.

4. 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.

s. 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.

6. 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.

7. 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
reasonably successful in accomplishing this.

8. 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% thought 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.

9. 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 neede~ 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.

10. 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



19.

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.

11. 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.

D. 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.

2. 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 accQrding to the
curricula and training plans, assuming that
INTRAH funding is available.

3. 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.

4. 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.

5. 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.

6. 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/MCHProject.

B. 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 II 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 various FP/MCH

training programs.

C. 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 the second 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.

B. 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.

C. 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.

D. 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.

E. 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.

F. 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.

G. Any future training activities should be conducted

outside of Kathmandu.

H. 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 Chief of Training .....•.. Co-Trainer

Mr. U.N. Karna Assistant Administrator .. Co-Trainer

Mr. Govindra Mishra Fiscal Chief Resource

Mr. Bhim Khadka Internal Auditor 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 Accounts Officer Resource

Mr. G. Regmi Evaluation Officer

OFFICE OF THE FINANCIAL COMPTROLLER GENERAL:

Mr. D.S. Malla Accounts Office Resource

.. - continued .-
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DEVELOPMENT PROJECT (ICHSD/P).:
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Mr. Padma Raj
Rajbhandari Chief of Training Co-Trainer

JOHN SNOW I INC.:

Dr. Nils Daulaire, Chief of Party

Mr. Richard Owens, Logistics Advisor
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FP/MCH TOT WORKSHOP PARTICIPANTS

Pre-test Post-test

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. K.C. Acharya ...•Training Officer

Mr. M.R. Thaoa ••.... Family Planning Officer

Mr. R. Bhatta .••..•. Section Officer

Mr. G.P. Pokharel Family Planning Officer

Mrs. K.C. Sumana Senior Public Health Nurse

Mr. B.R. Gautam Section Officer

Mr. B.B. Singh Training Officer

Mr. S.R. Gautam Training Officer

Mr. S. Sijapati Training Officer

40%

22.5%

49%

28.5%

45%

40.5%

33%

37.5%

70%

33.5%

40.5%

42.5%

26.5%

38%

21%

68%

79.5%

73.5%

65%

60.5%

80.5%

58%

60%

85%

63.5%

74.5%

60.5%

59. .5%

86%

72%

CO-TRAINERS:

Mr. Padma Raj Rajbhandari, Training Chief, ICHSD Project

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

Mr. U.N. Karna, Assistant Administrator, FP/MCH Project
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1.

To p~epare participants as trainers capable of working individually and as members of 2

TEAM, in o~der to plan, develQp~ conduct and evaluate a series of refresher training
workshops for District level FP/MCH intermediate supervisors, storekeepers and
-:3.ccDu.nte.ntsr.

a. To build and strengthen participants' skills and knowledge in identifying,
organizing and presenting appropriate content and skill development opportunities
that reflect adult learning principles;

b. To build participant teams capable of developing and implementing a series of
refresher training workshops designed for FP/MCH Project District level intermediate
supervisors, storekeepers and accountants;

c. To provide the participants with a learning environment and training
process/skill development experience that will enable them to prepare for
i mpl ement.:3.t:i. on:

1) Three two-week training curricula for the above-mentioned FP/MCH Poject
Di ·:3t·.(·i ct st.c:l.f.Jr ;

2) A comprehensive Training Plan for implementation of the workshop series
during the government's Financial Year 1985/86? 86/87 and 87/88.

2. Two-week Refresher Training Workshop Curriculum for District level intermediate
supelr'vi sor-s ~

b . TtrJc:)-we[~ k Tr-.::1.i ni nq t·~ot- kshOp Cut-r'i cuI um ·f Dt- Di stt-· i ct ]. !?vE'1 stor'ekeepet'" -::i;

c .. Two-v..le:.:? k Tr- ':.:I.:t n i ng L1Jor- kshDp Cur-t- i. cuI LI.m for' Distr-ict I evel a.ce OUIl t ·.3.n -1:':;:5 ~



...::. = LIST OF t>JDFi:.KSHqP PRODW~_::~: (CONTINUED)

2.

d.

. E? ..

(-4nnua ). a.nd HiLt 1 t i -\/e':1t"·· Tt- a.i n i ng Plan for i nb:.~r·med i ate supet-vi sor-s;

f~nr1ual a.nd mul t i -ye.-:3.t"· Tr.::\J.ni nq F'l Et.n fot"- Distr-ict stor-ekeepet··s;

f. Annual and multi-year Training Plan for District accountants.

4·. OVEFALL LEARN I NG DBa Eel I \"sS ~

At the end of the workshop, the participant will be able to:

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

b. Perform a training needs assessment based on analysis of a job description,
input from members of group to be trained and own khowledge and experience of the
vJor-k en\lirC)nmc:~nt,

c. Describe major factors that influence effective training and apply this
knowledge in own training situations;

d. Develop appropriate tr-aining program goa.ls and learning objectives based on
i d I?ilt if i (:?ci tr ai n:i rll;l neE?c:!-;3;

e. Select and apply appropriate training methods to achieve learning objectives;

f. Develop and apply appropriate training aids and materials;

g. Develop lesson plans for conducting training sessions, incorporating correctly­
stated objectives, sequencing of content, appropriate training methods and aids, and
methods of evaluation;

h. Describe strategies for evaluation of trainees and training workshops;

i. Design and apply evaluation instruments;
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(CONTINUED)

j. Develop and write a complete two-week training workshop curriculum for one of
the foJ.lowin ';! FP/t1CH Project Distt-ict level sta.ff::

2) Storekeepers;

3) Accountants.

k. Develop and defend an annual and multi-year Training Plan for implementation of
a series of training workshops ~or the above three categories of FP/MCH staff?
complete with goal and objectives 7 expected outcomes, complete curricula? series
schedule~ individual team member responsibilities and budget estimates for e~ch

~~,Jor'kshop :

"

" ...-
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5. LIST OF PARTICIPANTS~

Mr. B.B. Khadka ...•...... lnternal Auditor? FP/MCH Central Office, Kathmandu;

Mr. K. Kunwar ......•.•.•. Senior Accountant, FP/MCH Central Office, Kathmandu;

Mr. GaF~ Mishra.a ..• aaG~.Fiscal Chief, FP/MCH Central Office, Kathmandu;

Mr. G.B. Pradhann ..•.•... Procurement Officer, FP/MCH Central Office, Kathmandu;

Mr. 6.8. Singh ...•....•.. Supply Officer, FP/MCH Central Office~ Kathmandu;

Mrs. V.C. Sumana ...•.•... Senior Public Health Nurse, FP/MCH Training Unit,
Central Office, Kathmandu;

Mr~ R~ Bhatta=an"anaaanuaSectiorl Officer~ Training Unit, FP/MCH Central Office,
Ka.thm.:l.ndu;

Mr. S.K. Shrestha•.•.•..• Family Planning Officer, Dhulekhel FP/MCH Office,
Kavre District;

Mr. M.R. Thapa •.•.....• n.Family Planning Officer, Kathmandu FP/MCH Office 9

Kathmandu District;

Mr. G.P. Pokharel •.•..••• Family Planning Officer, SyanJa FP/MCH Office 7

S y C~.n j a Dis t t- i c t ;

Mr. B.R. Gautam .•..•• nnn.Section Officer 7 Pokhara FP/MCH Office, Pokhara;

v r'rOO.:II '.~. Acharya .. n •••••• Training Officer, FP/MCH Training Centre, Nepalgunj;

Mr. 5. Sij2pati .. ~.nn .... Training Officer j FP/MCH Training Centre~ Nepalgunj;

Mr. S.R. Gautam ... n •••••• Training Office~, FP/MCH Training Centre, Patlalya;
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6. LIST OF TRAINERS:

Mr. P.R. Shakya •••••••••• Training Chief~ FP/MCH Training Unit, Kathmandu;

Mr. U.N. Karna ..•....••.. Assistant Administrator, FP/MCH Central Office, Kathmandu;

Mr. P.R. Rajbhandari ... ~.Chief of Training, ICHSD Project~ Kathmandu;

Mr. E. E. Petr-ich INTF\:f::)H Consu.1 t,,3,nt;

Ms. M.T. Brown •....•....• INTRAH Consultant.
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ObJecti \,/e·5.

Lunch Br"eak a

Development of Objectives.

Bro~"Jn and all Dther'
tt-ai net-s=

Karna arid all other
__..._..._ ..__. .._ .._._.__.._ ....._..._...._.._._. .._.__._..._ ....__..__..._....1.r.- 2l:i..D~~~!-=-=~_._ ... .... ._.__. _



DATE.- _ TOF'_I_C__,. _

7.

____----"'L;....;;;;E"-'-.A..:.:::D~T~R~·AI NEf': / Tf;:A I NERS

Sunc!c1.y ~

22 SI~~ptE-=mbf.".:'t.. ~

8~30-12:00

1 2 ~ (i () - :L : c) ()

Development of Objectives and
Les'30n PI.3r1s=

L.unch Br-ea.k.

Shakya and all other
tt-a.i ners.

1.:00-3~OO Develop and Use Approp~iate

______T_roo_2_,i_n_,i n_9 Aids an d 1'18. t er i a 1s.
Brown and all other
tr-ai ners n

t'londay'f
23 September:

8:30-12:00

1.2~OO-1~OO

Selecting and Applying
Appropriate Training Methods.

Lu.n c h Br' E"~.:3.k a

Rajbhandari and all
other ·tt-ai ners.

1.: 00-3: ~:::O Selecting and Applying Rejbhandari and all
Ao p roo qp r- i a t ~_ T r a i n i Q.9. /'1e thad S;;...;a'--__-=ot her' tr.: a i ner S,'-'a ~

Tuesda.y,
:24 Septembe{'-:

8:30-12:00

12: 00--1. ~: 00

Methods of Evaluationn

Lunch Btl-ea.k"

Petrich and all other
tra.i ners a

1:00-3:30 Developing Evaluation
-..-- - ----- ----..---- ---..--- r-- _ .._. !..!J_§.~~.i=.!::~~!!5= n ·t..§.~.. .. . .._. _

Petrich and all other
___~-"-cr, a.i n e .r..1~..~__._. .__._

Wednesci·:9·Y'1
25 SE·pt:f::·~ifIbf!.~r-;;

8~ ::~O--12~ 00 Preparing Appropriate and
Complete Lesson Plans.

Lun •.::h £-:,'-eal-::.

All t. f' a. i. n E? rOo. ·s ..

1 : {)()-3: :::;C) Preparing Appropriate and All trainers.
CCHnp 1. E~2: e .. \_~;' S'?..9D_J::.l.i=tn.?_" . _

.....
.......



.QP~T~. .__._. .__Il.1:.1.~_. .. ._._...Ig.f' LC __.__..

8.

_____-..::'-:=.:E=.(.:.;...:.:1D=--T~F,:....;.;~A:....:..::....:INER / TRf-) I NERS

Thu\'"'scL:l.y,
26 Se!=>t.ember:

8:30-12:00

12~OO-1~OO

Preparing Appropriate and
Complete Lesson Plans.

Lunch BI'''t?ak.

All trainer'3a

All trainer"s.1:00-5~OO Preparing Appropriate and
rRl1IP) 12t~ Lesson Plan S a . _

Friday,
27 September:

Sun d a.:..,." ~

29 SE~P t 2mb (?~- :

8:30-12:00

12~OO-1:00

:I. : 00--5: 00

8~30-12:00

:l2~OO-1:00

Preparing Appropriate and
Complete Lesson Plans.

Lunch Bt·"i::?2.k n

Preparing Appropriate and
, r=,-,=o-.;mp), ete Lesson PI a.n.s a

Preparing Appropriate and
Complete Lesson Plans~

Lu.nch Br·E?:;!.k =

All trainers.

All tr.:.'ti ners.

All trainers.

1:00-5:00 Preparing Appropriate Training
________..__. .__.._...._......_.__....__._.........__.. .._ t1a.:.t~.[_t...£1. ~..:!._ ...._ .. ...__._

All Tra.iner·s.

1"10[1 d ,3, y ,
30 September' ~

8: 30-1:7: 00

12: 00--1: 00

Preparing Appropriate Training
t~1ate t- i a 1s' a

L.l...tflch Br-eak ~

1:00-6:00 Preparing Appropriate Evaluation All trainers .
.. __ _ __ __. _ __ ..__ _-------.t1j:~:.t ::~r.~.t.::~ 1~L~__..__._._ _ _



T I t'1E TOPIC

9.

, LEPID TRAINER/TRAINERS

Tuesda.y 7

1 October':
8:30-12:00

12: (H)-l :: 00

'Preparing ~ppropriate Evaluation
Methods.

Lunch Break.

All trainers.

1 :·00-6: 00 Preparing Compl~te Schedule for
Two-week Training Workshop for;

(a) I ntermed i ate super~visors;
(~) District storekeepers;
(c) District accountants.

------~.:..----=::....=....;:=...;::..:.-=:..=..=--...:::;;..:;::.=.;=~..:~:...:....:=.,=-.;;~--------~-----:-------

vJednesda.:.,l 'f

2 Octobet-:

Thu:'-sda y ,
3 Octc>ber ~

8:30-1.2::00

12::00-1::00

1: 00'-5:00

8:30-12::00

12:00~:L::OO

Preparation of Necessary
Information to Guide Planning.

Lunch Break.

Identification of Trainees by
Location, Number and Training
~tJot-k§hop Group i no·s. __. _

Preparation of Training Workshop
Series Schedule.

Lu.nch Break n

Petrich and all other
trainers.

AlIt r a i n el'" S •

--_._._._.------_._.._-,----

All tr a.iners.

1:00-5:00 Preparation of Annual Training, All trainers. .
, , .... Plansfo!"'. 1985/86 "·,86/87,, ·87 l8Bn. . ..... . '. .' .,..,'.'

_~;..-_.:._..._------_..-.-.....-...---......,.-----.-.-.-....,----:t...--- --,.._._. ._. . .. ._.--'_.. -



DATL_._.__ ..... .__IlI1I;:_. ...__. TOP 11.; _

10.

LEAD TRAINER/TRAINERS

Friday,
4 October-:

8:30";'11:00

11: (H)""; 12: 00

12:00-1:00

1:OO~2:00

2:00-3:00

3:00-4:00

Prepar-at.ion of Annual Tr-aining
Budget.

Preparation o~ Summary of
Multi~year Tr~inin~ Plan.

Lunch Br-eak ..

Assembly of .Training Plan and
Preparation of Face Page,
Preface, Acknowledgements and
Table of Contents.

PDst-test ..

Participants' Evaluation ·of
Workshop.

. .

All trainers ..

All tr-ainers.

4:00-5:00 Awarding o~ Certificates and
____-::;C;;l psi nq Cerpinonv.



Lf~S~30n Top i c: Pt-i=;)-tf:.~st and Br'-oken Squar:e E;·:et-c i se ..
Lessoh Objective: 1. Assess Participants' Level of Knowl.edge.

2. ·Str-esslmportance of .Gr"oup F'roce='5s, .Team
Work, and Develop Sense of Team.

11.

Lesson Plan Number I
Wednesday 18 September
Two hours: 10:00~12:15

Trainers: Skaky~, Karna,
Rajbhanda.r i
and Brown

LEARNING KNOWLEDGE
I]B) ECT I VES_. --'-F..;.;.~E;;.;;.._Q=.• =U...;;;I...;;..R..:.;:'E:;;..;D",--.

At the'end of this
lesson"i the
participant ,..,ill
be a.ole to:

SKILLS
REQUIJ;~ED

LE(::'iRNING
.l"1ETHODS

t1ATERIALS
REQUIRED

TIME
Fl:EQUIRED

1. Given a
prepa.r-ed list
of questions,;
complete a
lo'-Jorkshop
pre-test in
one hOL~r"

Purpose of test.

Instructi ons,,·

Reading~

Engli sl-!
Compt-e­
hension"

Individual Pre-test 60 miri~tes

Exercise: ques~ionnaire.

-E:~pla.in test
purpose; Pens/pencils.

-E:·~plain
diffel"'ent
~~ays 'to answet­
questions,
t""ulesand time
allowed;

-Ans'",et- any
questions.

2. Share a. gt.. oup
e}~erci5e

12;<per i ence
cies:i. gneci to
pr-omo'te pO':3i ti. Vf2
:l nd i vi du~:;r.l

b:2h ·::\\1 i Clt- in
gt-CJUp'3, (JF'OUp

process and team
!;\lOt- k ..

Task to be doni:
under· what
conditions.

Willingness
to
participate ..

Group
E;< er- c i se:
-8ri efly
e>~plain task
and I'-ul es ..

-Start ..
-Re\/i et.., if no

prc:HjreSS ..
Stc\rt aged n c

-Comr':'llete ..

One Broken 45 miriutes
Square puzzl e
piece f or- each
parti.cipant ..

Table'sa

Set of Broken
Sq UC1.r e E~·~ er c i se
i nstr--uct ions ..



LEAHNING
oBJ ECT IVE9 .,__--:-

KNOhlLEDGE
REQUIEED

S~:::ILLS

REQUIRED
LEP~RNING

, t1ETHDDS
MATER I (~lLS '
REQUIRED

12.

TIME
REQUIRED

3.' Descr-ibe
desirable
individual
behavior in
gl'-oup wor k u

, Put-pose of
E~·; et-C i se:
-'-Disttnguish
between task

, and process;
-CcimbiMing efforts
results in '=''l11ore.
effective and
ef·f:i. c i ent ~"Ork;

-Shar- i 1l1;;:J ski 11 s
and I·::no"..(l edge;

'-Give and take/
compromise

'attitudes;
~Team work efforts~

Group
Discussion:

, ~Ask
pal·-ti ci pants
what they
thought
pur-pose o"'f
e;-::erc isel/'Jas.
~What behavior­

vJas obset-ved?
-What happened?
-:-What did they

1e.:3.rn?

30 minutes



Lesson Topic: Orientation to Wo~kshop.

Lesson Objective: To Familiarize Participants with Workshop
Objectives/General Approch/Process/Products.

13.

Lesson Plan Number II
Wednesday 18 September
Two hours: 10:00-12: 15
Trainers: Shakya,Karna,

Rajbhandat- i
and Brown

.LEARNING
OBJECT lylES

At the end of this
les~50n ~ thl2
pa.r-t i ci pant wi 11
be 3.bleto:

KNOVJLEDGE
F.:EQUIRED

LEt~lRNING

t;IETHODS
MATERIALS TIME
REQU I R~P, --.-;...R='E,,-=,Q~.U.;:..;I,,-,R-,-,'E..;o.;;_D

1.. DE:~scr' i be
goal ~ majot­
obje.ctives.and
product 5 . 'of
~'Jorksho·p ..

2. DE~scr i (H?

..::! \I E~ r ~:d. 1

.;3,ppr-oach to be
.used -Fo!'· the
war- kS!lOp ..

Goal ~

Major Objectives ..

Pr- ad l.lC t. s •

Overall approach:
-Build on t.hree

inter-related parts
in logical sequence:

F'~rt I: Tr-aining
F't-ocess'--c! i. scu~::,s ~

practice and apply;

Part II: Curriculum
Development-apply;

F' 3. t- t I I I: Tr- ~:;l. i n i n 9
Pl.:::l.ll I.')(.?velDpmE'Il"i.::.­
ci.pply ..

-Handout workshop
curr i cull_t.m to
participants and
allow time to read ..

-Group discussion.
-Questions/answersQ

-Refer to Flip Board
outline prepared in
advance as approach is
discussed"

-Explain breifly what
will be covered in
{20.ch par-t a

-Explain importance of
using time during
process to produce
material that can be
used for incorporation
i nta cur-r i cu.1 um
development: (Part II) ..

--Group d i ~~:;cu:;:;si on.
-Questions/answers.

Participant
pack.~.ge

containing
WOt- kstlOP
curro i cui Ulli

a.nd oth~:?r­

matet'-ials.

It.Jorkshop
o u. t. 1 i n e ·f 0t­

e<-.:~ch cI'::~'1 of
t;Jeek a

FI :i p BoaX'd ..

Nelh!Spr i nt a

Fel t pen';::; ..

15 minutes

15 minub=~:;



LEARNING KNOWLEDGE LEARNING
=O-=E;...:;::J:....:E=-r=_,....:.T.....::I'-\.:....:}E=.=S ....:..r;..:...:·:E=.JJ=.:-.-=U:....::I~.F'..;.::F:::.:..::::::......D ~THQD§.~ , _

14.

t"lf~TERIALS

_....-:-R=~E:;:..;QUI_RE.Q _
T I r'1E
REQUIF:ED

"_'. Desct- i be
pt-ocess to be
used du.ring
4oJorkshop.

Pt"-OCI':?SS :.

-Part ic i p~"::\tot"-y;

-LE?2,r-n by doi fll;J;

-Combination of
individual/group work;

-Team or- ien b2d.

~Li !1~='-list on Fl i p
Board ..

-Invite participants
to share views on
pr-OC(-=lSS.

-Discuss/clarify.

Li rp:=~1 i st ing
of pt-:-ocess.

15 minute-;:;

Lj. • Disc u s s r (J 1 e
and responsi­
bilities of
trcl.i nersi n
workshop.

Role/Responsibilities
of .Tt- .3i n e1'-'S:
-Faci 1 itatar"s:
-Lea.rni ng process;
-Training methods.

-Helping:
~Caring, accessible
,-anel DF'I;Jan i z e.d •

-t1a.nagE0r- s:
-Adrni ni stt"'ati on n

-Group discussion: have As above.
participants identify
what they perceive as
role/qualities of trainerc
~Line-list on Flip Board.

15 mint.l.tes

-Present list prepared
in advance and ask
group to respond.

-Give examples of each,
,'::'1.5 reql...f.i r-E·d It ,

5. Respond to
tt-.::d ners
e ~{ p Eo?eta t ion =~

(J f P .;:i. ~- "i.:.: i c i p ';;;i.n t. -:::i

dUTi n9 the
~'-Jor,'k':'ihoIJ ..

Trainers Expectations~

-Par-ticipate/contribute;
-Be receptive to new

learning experiences;
-Be task oriented;
-Sh~31'"e sl-:: i 11 ~~;/ knD ....J1 edfJE'; .
-Be aware of own behavior

in grDups;
- Be c: OmrHl,.J.n i c -=\ t i ve / op 12n ;

-Periodically self-evaluate;
-Be responsible regarding
attendance~ assignments~ etc.

Line-listing
of "tt-di fH2t-5

e:·~pectati01'15 ..

10 minutes

6 • Dt.?SCT i b I?

par-ticipani.:~;j.

e >~ pee t 2. t :i. em s
of war- ksl'10p"

To be identifie~ by
p a to. t i c:·:i. pan t ':5 ~

-Discussion: ask group Flip Board.
what they hope to
1 e-;:;"\I"-' 1'1 /.::-\ccomp 1. i·sh. Ne\·l·~pr·:i.ntu

-L1 fH2-J. i st:"
--. Gr' 0 U P -- k n 0 ~!" 1 e d 'd e / '5 k ills. Fe 1 t P C~n s ..
-SE'!t. pr- i or i '1.::. i es c

-Surnlii.:::\I'" i z c.



Lesson Topic: Training Needs Assessment.
les-=~on ObjE~ctive: Develop F'2.t'··I:.icip,::;trd:·;;;"), BkilJ. in Identifyi,ng

~,and Performing Training Needs AsseSsment.

15.

Lesson Plan Number III
l!JednescJay :1.8 Septembet"­
Two houri: 3:15-5:00
Trainers: Petrich and

Hajbhandari

LEARNING
, , 0 B.J ECT I Vl=:-,-S_, _

(::'\t the ::::!""ld of this
1 es~;t)n 'i t h E~

P -3.1'-' "i.: i. c: i p <:::1. n t tN i ·11
be ·:3.bl e to~

I<NOl!JLEDGE
F~EG!UIRED

LEARNING MATERIALS
______-:t--'-'·1E=--:...T.;...:H=rl=D:....:::;S=--- .... .-B..E;QU I RED

TIt1E
,__~REQUIRED

1... Gi '..'E'f": -3.

pr·ep,:3.r:.;.:d fOt-mat
.:3.nd tr"ai nee job
d (.~ Si c: t-, i. pt :1. CI n ;;; ,
anal ';/212 th(:.::' job
desct'-:i.pt.icn intD
knowledge/skills'
r eq lJ:i t- I:::?d ·f Clr"

'tr·a.ining Df:
-Di s tr- ic:-l:

Ac C (Jun t: ~:'\r"lt: s ;
-D.i.. ·~;'I:.r i ct

St:. c)r E?k E!f.:~p E~t-s;
.- In-J:et'-mi?d i a.t€2,

SlI.pel'-vi ~:;ors.

What is Training Needs
~lssessment?

Why Training Needs
!::\sseSsmerit?

SoGrces of information.

U~!e Df ··F Dt- ma t ~

-Steps involved in
breaki.ng down general
qE~ner·al job ~:;~t·.at.f~fn€=nts

:i. n t 0 ··col·umn far'"
knowledge/skills.

What is difference
bc::twE?E,\n ~

~Major job function;
-Specific duties/tasks;
-'Kno~Jledge;
-·Ski lIs?

Ha.ndouts:
-Job de~criptions~

manuals and formats.

Del1ionst!'-at i'-on:
-Using prepared_Flip
Board format~ with
three job statements
broken down into
various columns,
indicate differences
between function
duties, knowledge
an cI ~;) k i 11 ~5"

-Discuss.

'Plo- act·. i C(-2:

-Using blank format,
take another job
::5tatemE:n t .:,'t.nd !'\,3. \/e
par-i.::i ci p;3nts
~hdividuallybreak it
dowM into the four
components, providing
help o~ly when required"

~Working 30
format"

-aob
descriptions
for- al I
catego,o-i 25.

-Pr DC ed ur' e
manua.l s ..

-Comp 1 e"t,:=d
f o('-ma.t: (Jrl

Nev-Js\=H- i nt
t,,:i t h j CJb

st8.t;:2ment~:i ·for
ill us t r- i:3. t i 0 II ,I

discLlssion.
-Blank format,
to bE? filled
oLlt by
p\~:l.r-t i.e1- pant a

minutes



L. Er-~R/'-': I NG
OBJECT{VES

t:::NO~i.JLEDC3E

FEQUIF\ED
LEAF\~NING

tYIETHO:::;..D.=S__

16.

MATERIALS TIME
REG!UJ RS'.Q__..__.__ Fo:EQU IREQ

Recognize/categorize
each of the above.

Di. ff elrent iate.
between knowledge!
skills.

Application:
~Break into five groups:

Group 1: ~ Finance;
Group 2: 3 Supply;
Group 3: 1 FPO and 1 Section

O·f f i cer-;
Group 4: 1 FPO and 1 PHN;
Group 5~ 1-2 FPO;

~1-2 Intermediate Supervisors
act as resource persons.

-1 Trainer works with each group.

Synthesis:
-Upon completion~ combine

Groups 1-2~ and Groups
3, 4 and 5.

4 hours

1 1/2
hout-S

2. Produce job
ana.l 'lsi-:5
~""(Jr' k sh ee-c
CDmp 1E,lt e ~'Jit h
k n CJ~:" 1 E·(j ';J '::? /
skill:;
i dunt. j. ·f i~:.-~d,/

.:?-.t-r-.::.tn9E,d i. n
1 0 (;l i c ,'::1.1.
learning sequence .

.... :

Compare, dis~uss,

agree and comb ine
~nalyses into one
complete job analysis
sheet for use when
developing curriculum
in "../f.-?ek :2.

Final product
~o,J ill b e j C) b
anaJ.ysi S"> for:
--Dis t r-j c t

Ac c:oun t'3.rl t. s·;
-Di str- i ct.

5 -t or (:~ kE?f!P f.?t-· s;
-I ntl::.:?rmedi·at:.e

Super··-":l. SCH-S.



L~sson Topic: Development of Goals and Learning Objectives~

Lesson Objective: Develop Participants' Skill in Writing
Appropriate and Precise Training' Goals,
Overall and Specifi~ Learning Objectives.

17.

Lesson Plan Number IV
Friday 20 September
Six Hours: 10:00~1:00

2:00-5::00
T~ainers: Shakya, Karna,

Raj bhanclar'i
and Bro~.o,J~

Atthe'ehd of this.
lesson, the
participant ""Ji 11
be able to:

KNO~4JLEDGE

REQUIRED
Sr:::ILLS
REQI..J +. F\:ED

LEARNING MATERIALS TIME
. .:...:1..1=E:.....:.T....:...H.:....=O=-=D=-~S::::..- __--'--:-:REQU I:::..:R-"'~E~IJ=-' ..,.--;-..;R:.::::E:.::::QU I RSJ2__

necessat'-yJ'

Ne~.o,Jspt-int
Listing of
variables/
f'3.c tor-~:5 II

1~ Listl
descr" i be t~'JO

rnaj Ot- f .3ctors
i nf 1Llenc:,i ng
effective
trc.~.in i n9
i nstr-uct i on.

Fa.ctor·s:
. -De\!eI op set of

realistic training
pt-ogr-a.m goa.15/
objectives to use/
guide in prepar-ing
relevant training
E.l;.~ per- i ences n

-Un d €ir s t ·:.:tn d
variabl e:;;
affect i ng ho~·-.I

pec>p 3. f.~ 1 earn:
-ReI ev~\nce and

rei-J.d i ne~jS;
-E;·~ pectat ions;
~Phys i c: aJ.'
environment;

-Active prastice;
-Feedback; .
-Rei nf orcemE'nt;.
~Demonstration~~nd

rolE: models.

l~b iIi ty to
apply
principles
~&~hE::n f:J r- ep (~tr in 9
and condu.cting
oV'Jn tt~ ~d n i ng
pt-ol:;)t-ams"

Gt-ou.p
Discussion:
-Relate

content to
participants
O~LJn 1eat-ni ng
e~<pet-iences;i

-What was his/her
most effective
leat--ni n9
e~< pE~r- i ence?
~~hy'?

-F\~eview
vari alJ 1 (-:?:.:i and
ask participants
to pravi dz::~

eKamples;
-Tr-ai nero
el abot-a.tes as



LEARNING KNOWLEDGE SKILLS
OB,-: ~.GT I '...)E~ f.~ ,-E:EOq I P~Jd__. . ,_ F~t~01U HE~~ ,

18.

LEARNING MATERIALS
r'1ETHQDS,_.. -.B~Q~:1.I.RE D ..

Tlt"1E
REQUIREI?

,
and2 n. C l.::\·~;s'i·f 't

bt-'·i ef 1 y
descr- iOI:';} three
l,~<~,;;=1'~; l:::;-f
Db j ect i,v:;,?':=; for"
u'sei n
de\/!::?lc.1pil1g a
tt-aining
CUt-t- i cLd. um ..

Thr~812 levE-~ls::

--Goa.l s:
-Gel1,=~t-,:3_1 state-
ments desct-i bi nf.:J
br'·o.3d tr'ai n i rl/;)

i nt(~nti ans;
-D~scribeoveral1

p to, CJ g r- -3. in i 11 b t- i E;:' f
ts::=rms ..

-O~eral1 learning
ob j ec t: i ves :
-State in

behavioral terms;
~Describe course

eu. :i: c:omesi;:
-·Sunima.r i z e
specific learning
objectives ..

Abi li t';I to
clisti ngui ~:ih '1

i ntet-pt-et and
~'~r i t(= -.=\ go-:::,.l
'3tat:emen t n

Ability to
VJr:i. te
cot-rect 1 '{­
stated
overall
objectives ..

Present
sevet-al
e;{ amp 1es of
edch and have
pat-tJ ci pa.nt,s
classify ..

Discussion:
-v..Jhy are

c.3.ref u11y­
~~Ot-df=d

ob j E~ct i VE'S

i mpor~ I.: an tin
developing
cur-,.-i cuI a?

Ne(.>Jspt'-i nt
listing of
e~·~ ~.mp1 es of
g6a1'5, and
oVE~r-.:3.11 anr:::1
specific
l(~a.rn i nq
obj ect i ves f or­
identification.

Fl i P Board ..

Felt pens ..



Abi 1 i ty tCJ

~'Jr i te
preci SI?:~J. yo-:
sta'ced
specific
1ec\t'-n i rl<;],

qbjective~5 ..

LEARNING KNOWLEDGE SKILLS
QiL:J.~CT_I VJ;--9 ..,,_.,_.__,_pEq!-=:U.FE !-2 . ---.B.f-:Ql) I RE D

-Specific lea~ning

Db j ect :lVE'S::

-Ena.b 1 e~5 t~·:3.i. rH2r-­
to f OCU':; on
specific
knoL.'Jl edge and
':;k iII s r~equi r-ed;

-Not-'mall \/ preceded
by statement "At
t.he end of this
lesson, the
participa.nt will
b.e ~:\b 1 f= . -t O' 11 ' II ;

-Ensures participant
knO\l'lS wha.t is
e~·~'pected of hi In/her'
c.~,'St.o skiJ.ls~

knowledge and attitude;
-:-Stat(?d "j, n mE=·::.~.sut·-ab 1 e
'a,nd, obset-'"J'ab 1 (2 'term's .
(e<i~~l uati on) ;

'-Of ten C~o'lt:.::\ins
statement of criteri~

and/or condition.

LEARNING MATERIALS
__-:.t~1ETHOD~_______ REQU I RED

Discussion:
~Ho~"J do prec i se

ob j ect. i V(;?S

hel p tr-ai net­
to focus and
1 inkkno\l'Jl edge
·::\nd skills to
appropriate
tra.i ni ng
process and
outcomes?

19.

TIME
REQUIREP



LEi:.)RN I I\lG
9B~J~pTIVES

~<NOl!JL:EDGE

REC!~JI F-:ED
Sr:::ILLS
REG!U I RED _

LEARNING
"'1 ETH.Q12i~L _

MATERIALS TIME
__R...;....'E_·-gU I PED .B~CHJ I REy__

3. Describe seven
character-i sti cs
C1. well....:~'Jr it ten
1 earni 119
obj 12ct i v(:?

shCJuld contain.

f . 0 • R • t-1 n U " L n {4. A

'~Feasible;

-Db servab 1 t:?;

-Relevant;
- t-l' e a. sur- a b 1 e ;
-Un -:3.mb'i guous;;
-Lcl;:Jical ~

, ,-At td~, nab 1 E'.

Ability to
rl:::?cognize and
inter-pre'!.:
i ncomp 1E,te Ot­

incorrectly-
'I,!-.Jr' i 1.:b:~n
'1 E?·3.r-n i ng
objectives ..

Present:
newspr- i I'lt
listing of
incomp 1ete or­
i ncor-r-ectl y­
~.jr i. -t t ell

, objectives.

Newsprint
listing of
i nCQt-t-ect J. '1'­
stated
obj':?cti ves"

Felt pens ..

20 minutes

4.. De'scr i be c1.nd
a.nalyz e the
three major­
components of
a. ,correctly-:­
written
1earn i 119
ob .i,ec.t i ve.

Major ~ompDnents~

-Per-'f ot-m.::\ncE';
-Cr' i tE~r ion;
-Condition ..

Wha.t;. a tr-\.7;!.i nf~e .i. 5

e~{pe.ct,::.~d to dD'l

holtJ weI3. he i ~3

expected to do it
and undet- what
conditions.

,' .., ;

Skill to
choose cot-t-ect
verb, 1evel of
achievement
and stated
conditions.

Abi 1 i ty to
recogn i z e ~""hen

these C':\t'-e not
present"

WI"'i te a
corT8ct 1 y-'
stCl.tE~d

I ear~nJ.'flg

objec:ti. v'=~ that
cont.::.~ins all
t,hr~=e .
componf:?nt.s.

Individual Handouts~

E}~ere i s e = - tI l1J r i tin 9 an
-Use prepar-ed ObJecti veil.
newsprint -Worksheet for
listing of writing
correctly- objectives.
stated 1 (=·;·3.rn i n9
objecti v·es.

-Parti ci p.3nts
identify three
components by'
undet-l ining
each in diff~rent

col or~; a

'-Discuss/clarify
':'l.ny questi ems. ",'

-Hand out worksheet
. and pr:'ovide

i nstr-uct ions"
-Trainers assist

i nd i vi duals a.S
r-equi r·ecl.

- 1ft.. i' ine, ,.,- (;~ v i '= ~'r .
~i.nd ·~UiTlrn·::\t- i z e

20 .mi nut.f2s

30 eni nut:es



LE(::l~-;.~hl I NC3 i<:i'-Jf]t;JL.ErJC1E
O:S.]EC.~T I :1_1;5 .__.. ._ .F.:EfJU I ~:EJ~_I ._.._

21.

Sk I L L.. f.) LE(::)RN I NG t'1ATE~~ J: ALE T It1E
REqU I PED_______ METHODS ._ ~:EOJ) I._REQ..._.__.--.li~JUI REJl

A!:J i. 1 i t. ,;..' t (]
i ntet-pr\?t u.se
o·f each
col umn ,~;'.nd

app 1 ''l
a,ppr'Cip~- i a.tel y
and
';5equen t i alI y
f,.o.,JhE:~n

pr-epc.'.lring a
If:.?sson plan"

Briefly review Flip Board.
necessi t ';/ f Ot-
preparing a Newsprint.~

1 essol'''l pI an a

5.. Cot-rect 1 :.,/ u.se
c;l. q i ven 1 esson
p 1.:3.n f Cit-- rna t. to
pr-epCl.re E~

p 1 ,::~n r.

Review purpose of
a I eS':;;on p I ~Hl :
-What.is a lesson

pI a.n?
-Wt- i te Dt·· d et-l Y 5

step-b;.... -step
pr'ocess to i.:.F2.3Ch
d. parti cu.l ar'
1 esson to gr"Dup
of tr- ai nees ~

-lAJhy pr"epar-e ~i

1 eS';5on p 1 a.n?
-Hel P·=:· tt'"ai net-·

pres.en't Hl.c).tE'r- i 3.1
1 (,:jg i c~.i.l1 :../ ".~J.nd

ef f i c: i en '1:.:.1 Y r.

-Allows. trainee to
1 e·:3F n ~'Jh a. t. i'3
f?:< rH2 c ted (] f him / h i.=! roo a

-En.:3.ble~3 t.r-.:=tirH=:·r·" to

List CJrl Flip
Boar'd II

Hand out
lesson plan
format and
t-evi ew ea.ch
column ..
E ~< pIa i n / I;} i \/e
e:·~ .::J.mp 1 f2':::; f or­
each column"

E~<plai n we
wi 11 no~o\J b(~gi n
c\n e;< e t- c i '::~ e to

15 minute:~'3

Lt:=SSOIl plan
f Ot-ma. '/:: s.

Han dou t·s ~

-"F'repari ng 15 mi nute'~:;
and Using a
Lesson Plan"a

_I! Cht:?c k 1 i ·::.>t
for- EV~3.1uatiflg

a Lesson Plan
fot-· a. Tf2-3chi n91
Learni rHJ
Acti \/i ty·lI.

tS\.-

cv ..J.l uai.:(;:) 51':?], f ,
tT ·:3. :i. n E'E:.' .::;1. n d 3. C~ ':5 '::~ em
fnaterials/p~ocesSn

-What should lesson
pI an i riclud(:~>?

-Hand out "-fDt·111.:3."t:

D.n d too. f~V'i e~'J ~

s t .;3. t·..t a. p ply i n ~;J

~..... r itt. en (J O.::t 1 /
objE'~cti V(==~f.-3!

usi ng fCr-(Tj.:::l.t ..
E;~ f?I'-I.:: i ~5E: t"-!.i. 1 1
cClnt:i. nu.t'::! into
Le~:;son PI a.n V
and '\/1, unt.il
p ,~~.r- I,: i c:: :1. p a.1l t'5
f ill D 1...( t ,3 1 ].
CCJl. U.lnn·~;i~ Fot'''ma.t
·;:,:;1"lclu.l d bE? <';;;.3V·E~d

for this purpose~

20 minutes



22 •

. LEARNING KNOWLEDGE SKILLS LEARNING MATERIALS TIME
gJ?-:J~GJ~12l~2._.. F~f::JJ1Lt5f.~.Q.. __.... -.. . .. .-:.F3:E(JU T. F:~lL_ .. .J1ETJ:!.Qm?-. ._.__._._F3..~__Q!:Lt.F\: E~J2.. .__..f: EDU I 1=\: E D__

minutes30

sheet.~:...

Tra.ining nEE?ds

F' 1 a. i f1 P 2. P e ~.­

2.nd pen~;;.

as'::;essmen -1:.:

Les'~;on plan
f (J roO ma. t. •

I Il d i V i d u. .~}, I

-F~'-Dili t·.t-a.i nj. ng
need~~ a.ssess-
men t ':3h ::2:?t ,

parti ci pa.nts
~~~el ec tone
skill cw
kflo~AJl,:.-"?dqe

t 0 ~o\j 0 t-' k \-.J i L;;:;
-Pdt .. '~1. C i pant s
write own version
of l:.hJ3= ~.;JQr- ksh Dp
goal~ overall and
spec if ic 1 e,::\.1·- n i ng
objecti V'(2;

-When task completed~

t-etu.r-n to five
original work grou.psn

r:11J i ], i t Y t (J:

-{~pp1 y'
knot;Jl edge to
di sti. ngui '::;1-1
betl:\Jec-::'n qO.31 ,
O\/J;:~r- B.l 1
ob j E'!ct i './E.~. dlld

specific
lear-niilg
objecti\,'e;

-~\Jr :i. t.f~: br-o':'i.d 1 y
=:. t. 8. t ,:;:: cJ
hDt-kshc1p goal
c 1 e·=~.r 1 ''/
i nd.i. c·:;!. t i i1 1;)

who ~"1i 11 be
tT2.i rH?d 2nd
for' t'llh .=\ t
PUI'-pose ~

-ttJt- i te O\'!!:=!t- .;0.11

~.i.Jr i. t:.e:

1 fj ~Ji'''n i i! 9
ob j e.ct i. \fe;

-.:3. speci of i c
1e·::1rn i n l:;'

ob j f:f:!Ct:. i V(2 ..

-,'::1. tt"D.i it i ng
~"!(Jr' k S[-l C}P

';]0,::-... 1 ;
-- {':":\ n 0 \/e t- -:3.11

6.. Gi. 'len pr-ep.;;;1.t"·I;?d
1 e,::-:>sCJr! plan
f or-m-:3.t ,
demonst:dte
,3bi 1 it.y tD

ob j ~=C~ t:. i. \/ E-~

C 1 [!c\t-l yo
st2ting in
gE!n (·?r- a.I
oeh.:.:\\.... i D~·-.=;.l

t~er-ms tLJha t
t t- -:3. i Il e I:'::~ ~,\I i ], ],
b<:"? ab 1 (-? tC) do
at WCt- 1-::-::.5l-1op
end,

-LtJr- i t e
, spc·?c.t fie

ll::=d.t-n i nc~

obj ec:t i v,~= a

Sm<:l11 GI'-OUp

E~-:: er-' c i -::.e ~

- E ~< c h a.n t;) e \-A') t- :i. t e - u p /
ob t di 11 ·f :=E~cl b ac k
from group members;

--CorisDl i. dc1.te 0.11
goals/objectives
into onf!:! ::::;f.=t.
comprising goal and
some objectives for
curriculum to be
pr-f.'=p.;::,.t'''E~d i n F'-:?:"I.r.. t~ I I,;

-Gr- oup 1 c:'\.3det-- ·!=Jt·" eS'":.'0n t .~.;;

to J;!r-olq..i -f O~_· CUfT)nV2n t,.­
fee CJ tJ .=~. c. j.:' n

50

60

mi (lu.'Lf.::"·s



t_:'=s~~un T up 1. C ~. De.'\··t':: 1 CJp i r! I~~ .'J.:'-: c! U·::.c. i 1"1 1;j rip P 1'- op t·· i -.3.-1.:.. e Tr- a in i n 9
{:l i ci -:::. .;~;~. f! ci !·"1.;:;:. t: t-:.~ ~., .. i .3.1 s.~

Lesson Objective: Develop Participant Skill in Selecting,
Developing and Using Appropriate Training
Aids and Materials.

LEARNING KNOWLEDGE LEARNING
o BJ ECT..:L~i.~~.__._. . .__.. __..__._Rg_QU I£~_ErL . ._.. -.---:....t'·".:.;:iETHOP",-'=S _

At the end of this
1 ess:,on, t: h €::t

pd.rt,icipa.nt will
be able to:

23.

Lesson Plan Number V
:3uncla.y-· 22 Septemb.::?t­
Five Hours: 10:00-1:00

2: 00-4·: 00
Tr-- a i n(·?t'··~.3 ~ Raj bhanddr- i

a.nd Bt-o""",n

MATERIALS TIME
____~R.~UIRE~.I~) .._~~~\E~Q~.UIRED

Fi.lm;
O\/EO't'-i'lead,

Sampl (?s of
ma.ny v'i su.al
ai ds .;3..::; C,3.ri

colI ecb::-?d"

lu List ten types
of tea.ching
B. ids / ma t. c~r i a.l .::; u

Types of Teaching
Aid s / l"1 r.:J. t f= r- i -3.1 '3 ~

-Flip Board/Newsprint;
- Bl ·:3.C kb Clar- d;
-Posters/Charts/Flash

Cards;
-Diagrams/Drawings;
-Models, Flannel/Cloth

BO.3.r-d;
-Magnetic Boa~d!BDoks;

_. !.-\ ·:::l n d (] 1•..1. t. :~ ,
--F' t-· CJ j ~.::: c t D roo ;~ :

S1.idE~"

ImpG~··t:.3.nct":? Df \,,'1. sU-3.1
{l:i. d ;;:;. i n L £~ ·3. roo n i. n iJ

- 1- r- -:'J. i !'l f:.? r'" ~~

-Imo0ct of hearing/
-=;!:'~E-~inq/cjl.Jing Dn
]. f.-.: .:::l.t n 1. 1'1 I;] mE.' 'U, 0 d n

F'at-ti ci pants:
-Identify and line list

on Fl i p Boar-"d;
-Elicit infor--mation on
materials they can use
and have used in past;

-What was most effective?
-l\Jh;./'"?
-Stl CJ~".1 e;.~ amp 1es ..

as

be

15 mi nut.es



LEARNINr:;
Q..t?_·:Hi:;_GI..I_':·~i_S:_::=;

~4.

KNOWLEDGE LEARNING MATERIALS
_.._ _ __ B1~PJ:LI.J.3.f~.q_._. _. __.._._ _._.__.__.._ .__._tLI;.JJj lJ Q_§_ .__. _.__._E~g.Ql.LJ...B.~J.2.. , ,

TII"'/E
F~EQUI R.~...I2.._..._.

30 Ini nU.tesHandou t -:=i:
.- It I"1eo i ':.1.

Ch a.t·· ·::lC t (·~~l·- i 51.:: i C~3 II ~

- "Good c\nd Bad
E~< amp 1 r:;?s 11 ;

_.11F\:I~t.a.i ni rig Wha.t
lLJe L.e'.3r il II •

Gruup Discussion:
--f3u.:i.de tD include how

peop18 learn best
(Les ::-3Dn F'l an
NU.mb er- I 'vI) "

..:.\.nc:i

HD~"J i.:. (J '~~C1 E~C t
a.p prop t-:i. .;::1. ';.:'::? J. i fll:: t D

1 ;.::? ,':)."'. n :!. n g CJ t,) j :::0.' c'!:. j......' c'

tt·'a.i n i nq fr!E't:hDCi ~

-U:::..(~ CJ+ '..~ i cJ ~

-Knowledge transfer;
-Skill development;
-Attitudinal change.

-What type aid is required
to il'18.ke poi nt?

-Is aid appropriate for
audience/learne~~

liter'atejilliterate~ etc.?
-Is size/visibility of aid

-=1. p P t'" 0 P r- i .;:1. t (~ for '::\ U.dienee '}
individual, small/large group?

-. lsi n for in d. t. i 0 nl C 01"1 t. e.1l t
d.C c u.t- a t €-??

-Is it appropriate in terms
of time, cost maintenanc2 5 etc"

..::I.PP!-Cpt·- i '3~::'E'

\' i ';3 U. ·c~ J. .;:'~. i d
f (J t- t. t- -::.1. :L 11 i n 9
m,=~t.hud ~

..::." Con-=:.tr·uct..:=\

si mp 1 r:.~ "t:ea.ch i nq
aid fcn­
.:3.pplication in
2. trc\i n i rll;J

.=.;. i t. u.a. t. iDil ,

!...I.si n9 1 CJc.3.1l '/.­
.;;'1. V <3. i 1 ~:'1. b 1 I=:

Plan/build teaching
aid using locally­
available materials.

Group work skills.

C:h- oup E~.; et-C i se:
._- E;< p 1 a. i n t ·3 s k ;
-Assign small groups!

ti=:ams;
-Each grou.p/team to

decide training aid
they wish to develop;

-Construct training aid;
-Deci~e how to present

t CJ ]. di·'· (;,i 21" 9 t·- OUfJ •

Poster paper, 2 hou~s

ct'-a'i0rls'i 1;)1 ue,
·f], annel / cot 'Con
mat,et- i .:,d. s, tape '1

sandpapf;::~r" ,
sc i <3'::;01'· S 'i

cardbnar'c! ?

c! t·· d. ~~J i n ~J / t r" Cl. c i n q
paper- ~ cite t

jJr-evibus].y developed
..;. (i a J. i_::::;'SCJi"l P J. .:::\l"!.

4. Demonstrate use
of tr-ai n i n9
.:'1.i d by' 1 j pki ng
't,,: D s;P 0~ c: i. fie
1 ea.l·-· f'l in (]
CJ tJ .j {.::: c.: "1.:. i \.' e ,
kn[Jv·~1 (?duc·~/sk:i.ll·3

a.nci 'l..:r-,J.:i. Pi. r1'::1
fn(:-;: t.: i-, CJ tJ ~~.\

Group communication
~::;kills~

TE;,~~.ch:i.nCI '~ski lIs.

PI!=! iIi t. '/ t.o demonstr" -:;l. t~ I-=!

effective use of the
'/ :i. S 1...1. a.I Did.

SfTl2\.11 Gt·- oup an (.1
Individual Exercise:
-Each group present with

C:.'.;::tch m'2:~illbel'· 9 i vi nq
short demonstration;

-Other groups provide
-feedback (In i·"elE~va.nc:y,

accuracy_ Clarify.
-Link presentation to

S~ c:' ~:; ~;:; 01'1 CJ l"I t·. ,..- .:':!. i n j. n q
rn(·.:-t h (::)d·:::; =

Visual aid 2 hours
d(=YelDpE~d by
part-.f ci Pi-JiltS.

idedti·f i I~d b'::/
p ~:j. j.e. tic i P ·3. n t s."



L';::'S';::ion To:::! j c::: Se 1. ec-l.... i nl:J .::;\.ncj {.'1pp 1 yi nq Appl'-opr- i B.te T.ai n i n l;) 1·'IE:thods ..
Les.';3(}f"\ DbjE~ctiv'e~ Tu Efl ..::\bl~.:;} trl J;:0 p.':'-l.t..·ticip.;3.nt tCJ Select:. a.nd (~!::'Ipl~,'

the Tr a. i 11 i n tJ )"1 (.:;} thocI 5 ~lP P t- () P t- i 2. t I::~ f 0 t­

{:)chil:::!vement. of SpE~c::ified GO-::\J.5 and Objectives ..

25.

Lesson Plan Number VI
Sunday 22 September
One Hour: 4~OO-5:00

T 1-- a. i. n f2 t- 50 ~ Fa j b h a r1d a t- i
and Shakya.

LE?'lF\N I NC3
[;1 E~.f;;.[;'I.I.:l ES _

~:J\~OllJLEDf3E S~::: ILLS
___ F~QU.lf\:E;.D . I=i:EG"!W.1. Rtill

LEf~P!\lI NG
___....;.I".·IETHOD~3

MATERIALS TIME
.. ._ ~:~f.-;!UI~:~D _B.~QUI,B.~D __

At: the end of th i~.

1 eS~3CJn 'I the
p a.too t·. i c: i p ·3.n t Ir'l i 11
be ~::\bJ.e to:'

var- i aus
tl"·oj. ni ng
ml?!t hods 2.nd
I i s·t. d.dv.3.nta'Jes
a.nd
eli sadva.nta';Jes
of' f.=!-3.ch

method.

Training Methods:
-Lectur-e;
-Group discussion:

1 rJ.t"-I~Ji2 B.nd small;
-'--Demollstt-ai.::i on;
--F\olt!:: play ~

-Ca;~.2 study'/
stOt":'/·I:.E~lli ng ~

-Fr' .:;\C t i C~~

F'at-ti ci pants
n cUrl e t r- a i n i n 9
methods they
h.3.ve USE-?d Clt­

.:3re f ami 1 j. ax­
~'li th '1 and 1 J. st.
them on the
nE~w'3pt'-i nt:1

Handout';5
(e;'~dmples of) ~

-Case studie'::;~

-F\ole pIa'}"
situati.ons;

-F'r-~J.ct i CE2

15 mi nutes;

e ~.( e t- cisE' 5 ;

- E ~{ P E~. i en c e i Il

(- t:~a.l -::; i t.: U-9. t:. i 011 ..

Adv;':;!.n.t.:·:J.g(-2S a.nd
c:l i ~;~~-l.c1'~ianta.ge5 of
f.~.:::(ch t.r" .::.~.:i. n i ng
fIi l2thod D

{-lppropr' i dtE2
';:;equence of
mr.:::t.hods c

Di SCI...l.·3S h(J~'-.}

and in wh€.\t
si tU3.ti on'::;
tl! f~Y ~:"et'-e u~:;ecl

€:\nd tl'lei r-
ef f ec t i Vt::-~n f:?SS.

Discuss
·::"i d v -:-;'.n t a.g f? ':5 /

d :i. S/;1c}\l-:3.ri i.:'::'-l.q(;::'..'i­

of ei.":\ch
InE:.~thDd D

F\ f2 V i E~ +"1 r-!. n c:
S;U.fTlHIDT :i. z e c

15 minutes

List of 20 minutes
i.::!·--,ai n i ,'t::]
ill e t. h CJ c! s::·
dnd a.d\/.3nt-::-l.ge~;;;/·

d i ·~:;.::'l.c:l \1 ':J.1l t .:::tqf2·::;j

(:Jf FJ·:3.C h
10 minut:::?s
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T II'y1E
REQU I RED.

, e ~-:: ~~ r" ci s e r.

-Parti ci pant:.
selE":)ct a.
1 (-?'.:u-n i. nlJ
Dbj(~ct:ive;

-F'articipa.nts
51:21 ect
appt-c.lpr· i atE' .
method=~ to
achieve objective;

-Discuss selected
mE.'thocl~;; and
t'" a. t i CH'1-:3.1 e f 0 "00

5eJ. E~ct ion;
-Review/summa~izea

\.""'.,
;.",~~'-~

:2:: Sel ect
.;-;1ppropr i .c~.t:E:

method (s) of or­
achieving
eli. ffo!r-ent kl nds
of t!--=dnin~d

Clu1.:.C()mes"

Training Outcomes:
-DE~\,t~.:?lop :::.k i 11 os;
--PIC qui (.- t?

:1. n f (J r m2. tiDr1 ;

--D2\/f21 of] f .:,1. vor- .:=\b 1. e
B.'!':. tit uc!l..:: r.

F\:c0l at i onsh i i:J of
t r- ~·:t.i 1"1 i ng met.hods
to desi. r"E-?d
au t c: Dme·?:· ~

Ability tD
apply
kno~-\}l edgf2 of
tra.i ni'ng
me-J.::.hodol (,)9Y
,.":;l.nd dE.":si t-'-(-}d

au tCDmt:~~:; to
select
,;":i.ppt-opr- i at.e
training
methods for­
a. qi ven
learning
objc?ct.i ve.

I nd i vi dua.l
E ;.~ e t- cise ~

- F' a r- tic i pan t s
. campI etE?

E:~'~ et-C i se
~3heel. .:;:.;

'-Di SCLt.5S t ~·-/pe5

of tr-ai ni n~J

Dut:.comes and
selection of
I:t-cd ni n9
belosed on the

E~<ercise
sheets
detai 1 i ng.
o::;·e 1 ec t. :i. on of
tt-';::;.ining
methDds.

Camp 1 etE~d
task 2.nal ysi'3
sheet'Sa

10 minut.es

10 minute~;)

1. <) mi !lutes;

5 mi nutE's

10 minut(~s;

15 mi nu.t(?~:5
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LEAF.:hl I i\iG

[~~:J t~~T J.S.:.f=..?.
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..Jif.PLJ 1.13E G_' .. ... .._f~E QU I.['-G.~~__._... ...,......,_.. 1"1_1; THOP~ ._.._.__..__...JiI::GU I f;: ~];~ .. [~;.QV_ I F.: E12 _

1(; mi rlU'l.:f2S

15 (ft i 1"1 U -1.:: E? ~:5

1 <) mi nutS::::"5

1.0 m:i. nu,t.c~s

ob j f}ct :1. \/;';:';3

pr(~\t'i Gusl;/
P 1'-'l=P -:::1.t- E~d "

Li st. of
1ear'-ni ng

gr"C1U.p to
s(-?l'::7!ct sJ~'l.:

of 1. C:'dt-'ni ng
Db j ect ~~ V2S

and identify
tra.i n i ng
methods to
achieve (methods
':5houl dine 1 u.de
sma. I I IJt"OUP

discussion~

demonst.r-ati on,
p to. act ice 'i r u 1 e
play and Cdse
5 t u d y / s t Ot- y tel 1 i n 9
m(~t:hod'5) ;:

-Each group plans
to conduct one
of the following:
-Small ~Jt-OUP

discussion;:
-Demollstrat :i. on /

pr"actice Dr

roleplay session;
-Cas~ study/story­
tell i ng se'3si em n

(3r-oup
E~~ erc i SE':

-Ask ea.ch

Abi 1 i t';/ t.o:
-F'rt'0pa.rc-:;o +Dr­

trdininq
s8s-=::.i on n

-App 1 Y '--(·;:I.r· i E~t. Y
of, tr' .:3.i n i nq
methc:rds
appt·..°{:)(,- i a. t t~

to '::1.ch i E1ve
de'::d red
outcomes;

-Obtain
fef.:?db'.3.ck
dur i nq / -=l.f t.ET

ses·s:i. on~-:;;:

-Use '-./isu..::\l
ai. d~_:;

a p p ~- (,1 P r- i. ate 1 y •

Appropriate use of
vat- :i. ou.s t.t- a. i f1 i ng
tn t2thDcJS.

Methods to obtain
fecc.ibCl.ck =

Appropriate use
of' vi sual a.ids.
f Ot- t t- ':1. :i. n i n 9 n

F roo f-2iJ dr" .:;\ t j, C.lll

~equjred for each
int2thod ..

-·SmEI.;.l gt-OUp

d i 'sc: u. ~:;;..~ i. on;
oo-DemOil':::' 1:t- 2.t i Cln /

pr·-a.cti ce,
including role
f.J 1 c.-l.y;

-·[:.:3.se st.u.dy /
st.or\ltell i nq a

..::. = DemcJnst r'- ~3.t.2 the
dPP 1. 1. r: ,:~.t·. i on of
t h l= f (J 1 1. C.H'J i rH]

tt-c1.inin:::J
/Ti(:.?'l::.hod·::,:; ~
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Tr-.:3.i ner- shou.l d
insu.t-e 1?Cl.ch

participa.nt in
l;Jrou.p sel ect~3 Cl.

d iff el'-unt method
fCH- his/hE-t­
practice session.

Gr'oups to
discuss \'?B.ch
plan and rea.ch
consensus;
then pt-epat-e
mati=r i i:.'ls
r-equi r-ed for
pr·l;.:sen tat ion.

GrCJups to ma.ke
pt-esentati on
to c], a·OSf;; ..

/"10. ter- i a.1 s
per-tai ni ng
to 1 eat'-n i ng
(Jbjecti v'es
(to be
5(::=1 ected b)l

paTtic:ipc:.nts) "

30 mi nute~:;
( F'r-epar.:3,-­

·ti on of
visual
aids ~'lJi 11
be done
on
sepal--a.-I.::(·?
bc1.si s. ;.

~~; ..,.
~~n·

FoIl o~'..Ji. ng <;Jt-'ouf)
p roo 0?S(-?1l t cI t ion
ar:d ·ff.:~edbcl.ck ~

!J-i=l.r-t i c:i. p~=,.nts
comment:. /c1i scu~;s
dpp 1 :1. C.::l.+'::i. t.Jn uf
different methods
based on trainers/
p2l.r·ti ci pant·:;>
1:':-);':: Pf;~!'-:i. !::-?nces r.



Le~:;S·C:Wl -;-Op' c:: Tr3.ill.i.nSI Ev<:l.l u..:;\ti CHI I'''letllud~~:; and Instrument'5~

LE\5~:;;on Db j, .• ;':-1:, i \,"e ~ To Deve lop Pa.!·'· tic i pa.nt Ski 11~:; in tile
Design and Application of Evaluation
j-1 E.' thodsan cI Ins t r- U!11 f:? n t: s •

29.
Lesson Plan Number VII
TUEsday 24 September
8: 30-4·.: 00
Trainers: Petrich and

K{;;\rna

LEtl~~N I i\lG ~::J~Ol!.JLEDGE 51< ILLS LEi;RN I NG t1ATEF~ I f~L.S T I/"1E
oBLH';:: CT I',/ES ... :;:.EiJ!JJB.En_. r.~EQU I j;~E-~E:...-. .__t'_1~Il:IODS , BJ~pU I REP_. ._ R~.Q:1Jl Fi~~Q_._,_.

of
.!. • Iclent.if'"j' ~~.fld

(..1 i SCi...l.·3S

d iff e r- (,il fl t
pUt-pO'52S of
e\l.::."'\1 u.ati ()n ~

Def in it i. on ~

-F'r'OCE,'S'S of
deb-2r-mi n i fir;! ho~"J

l--'-Ie11 things are
b i2i.nq done~

Trainee:
-·Ha~"'J much doe'=:;

the traine~ know?
-How well does the

t t- 2. i nee per f Ot- !l1?

Training and trainer:
-What should the

tt-ai ni ng be?
-How effective was it?
-How can it be improved?

Revi e~"J a.nd
d i SCl'.S·3 the
d(-?f i fl i t i on and
purpDsec! of
tr'ai ning
eV2.1 u.:::d: i Dn ~

Ha. n d cJl.rt ~

_II Fi r:d i n~1 Ou.t
Hcn··..j Eff€-:,cti ve
You1'- F't- [) g t- a. m
I~.ll •

15 minut.es

2:1 I oe"rlt i'f ';l a.nd
c! i scuss f our­
:;:.peci fi c type'=:;
c, -f e\/<:ll u.a. t ion n

Types of Evaluation:
-Pre/post-test at
bE.~g inn i n l;! / end D-F
training workshop (or
other training activity>;

-Evaluation during the
training workshop;

-Evaluation on the job,
b (::? f 0 t- e I a f '1:.: e r- t!l (-?

training workshop;
-Evaluation of wbrkshop

.:3. 5 ~:\ hIh (J 1 e n

F'ar-ti ci pants
r(=ll a.tf~ prf:?vi OLl.S

evaluat.ion
e~qJer i f:?n ce::-; 2.11 c!
\/.:J.lu.e t.o tr""a:i.ning.
If not offered, ask
how they evaluate
their trainees at
different stages.

Line list responses
on f 1. i p bO.::-H-d •

Re\li. E::W./ c t-.unp c\i"" e lfJ i t h'
c::u.r"r· icul umcontc;nt.: fOr'

e: amp]. et: en e5·S.

Participants copy
i n for'· m!,::1. t i CJ f'l f r' O

C1 m f]':i. p
b C) ,':3 toO cl f 0 r-' +u. i.: u. r- r:.~ r- {== f ~? ~.- f'7! n !: i:~~ r.

30 Hli nutes



LEARNING KNOWLEDGE SKILLS LEARNING
oE: ~J g T I l~.s§.,, __.._. .__.J;~E QU I F~IT~_. . ....._ F\: EUUI fiE D . I'1E THO DS

30.

t"I(:)TERIP1L.S TIME
___F:i~QUl.BfQ REQU I REl?_..

•.:~ n I d(~flt i·f Y/ discuss·
d i i: f el'-en t. types
o·f pl'-i?/post
evall...I.2.ti on
QU'2'::it ions.

Types of Pre/Post
Evaluation Questions:
-Tt-ue/fa.l Sf.=.';

-Multiple choice;
-Fill-in;
:':"'ShDt-t. answer;
-Essay;
-Demonstt-at i. on (sk i 11 s) •

Advantages/disadvantages
of each type of question.

Revi. e~o,J/discuss
each type of
eva.l ua.t ion
question and
a.d v·:3.n tag es /
di sa.dvantages.

Trainer explains/
demansi.:t-·ai.:f2s hO~'\1

to ~"-!t- i i.:e mot-e
difficult objectives:
.-Tt-u.el f al s.;:.~;:

-Multiple choice;
-Fill-in ..

30 minu.tes

4. Desi 9n set. o·f
.. 21 t E~ r n D.t: :1. ve
pt-e/Pi.J5 t: -i.::e~;t
ques·t:. ion s for'
-3. Spl;?C if i.e
1 t:'~a.t·-Ili nu
;,:)1] j (~C t:i. \iE~.

Hot-··J t. 0 wr- i 'I.::~:?

d iffet-en t t '{PE:S

of p t-:2,1 p os t -t (::-?s t
questions.

L(~ar'''n ing
obj(-?!cti Vf~ t:o fJf2

e\,!,::;l.J.''-.I.a.t(?d.

Ability to
write
follo~"1:i.ng

-/:: ,>'pes of
pre/post-test.
qu.est ions:
-Truf.-?/f a,l SE');

-/YILtl tip 1 E'

choice;
-Fill-in;
-Sh or- t an S~'lJet- ..

Trai net'·
t-e.vi e~'lJs th!;?

v;lor kshe~?t to
be compI etecl
and e~·~ el'-C: i 5e
ins t t- UC t j. on =:...

F'aTt i c i p'an t -:-i·

f ill ou"l:: the
t·.sDf-ksheet by
desi gn i ng t.est:
qu~?St ions ..

Les=..oll plan
canted n i n<.;)
pr'-evi ousl "/­
pt-eparE:c!
11.~arni nCJ
CJbject.i "le.

VJ 0 i.... ks hI:=;e t: ~

-- !I Pt'· [;; / F'O-::i i.:-­
Tf2St

JJU.fiJst. ions II ..

15 minutes

60 mi nlJ.t(~=)

B'o

('~lbility t.o
c!e·;;:t I;;}n pt-e/
PO-:3t·-t.e·st
qt...tt::2st i (Ji"l-;;:j

6:.~. p P r:- () P[. i ·3. t e
t 0 ,1 ~2 t:;l, t'- n in 9
objec:'t.i've=

l~~b i 1 i t \/ t u
a.ccept /USt"?

-F c~E-?d b .~J.c:. k "

F' ar" -::: i c i P ·::\Il t. S

P t- f.0·=.;(-?n t. r' esu]. t::; /
obt.a.i n f c:.·)t?db,:.~.L k
of ,.- (:.>m t t·? ,"0. n, mc;)mb I=;I"-:S"

Individuals revise
q U E-? ';:> t. i. to) n s i f
feedback suggests
ilc:~ce5si t.y.

/1·5 Hi i i1 U. t (-.~ =-~



LE{;PN I N13
OBJECTIVES

KNJJlt,JL.EDGE
______REC!U I F\ED

31.
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5. Design t~aining

wor-kshop
e '1.:3. 1 u.at ion
i nstt-Umf2nt for
f 0 1 1 0 t'J i n 1;1

curr i cu.l U.11l

ca'i.":.eqor- i es by
ti·- a.ns tat i llg I
ad .:3.p t :i. rl (J '3.rl

i nst,·-ument ..

Purpose of
training workshop
eV2.1l~.;;.,t i. on.

It:· o. ill in q v·.Jc)r k '~:;h op
qO.:':l.l f 01'- ~

- Int. e f- m('? d :i (':j. '1:. e
Supervi -;~ors;

- Dis t roo i ct.
AccountD.nts;

-District
Stot-ekeeper s.

f-ibility to~

-Tt-ansl E.-\te
English -1.::'0

I\fepa.l i ;
-:3el ect

COt-r·ec-l.:.:
char 8. c t er- i s-'
ti C<':5 to be
eV'::tll..:.lCl.ted'1
i ncluc.ii ng
per-formance
oft r" a. i n e t- s •

-Negotiate
di fft~rences
of opinion
in tr-aining
tea.1ll '5(~t t i Ill;} ..

T,'-ai ner-
r'evi et'Js/
di scusse~~
e~-: ere i SE.\

inst.ructions
and e;< i st i nq
4\1orkshop
evaluation
instrument tn
be translated/
ad.3.pted ..

Pa.rti ci pa.nts
f or-m teams to
tt--:3.nsl-::"1te/
adapt
p\/.:3l uat ion
i nst.t-ument.

Lesson plan 15 minutes
pt-evi Gusl y
pt-E:-:pcl.red ~

descr' i bing
tr-.:3.i n i ng
hlorkshDp I:;)oal.

Existing 2 hours
~"'(,Jr- k~:; h (JfJ

evalu.J.tion
i n'::?t"I'-'umE~nt a.nd
.:.~.dap ta.t i on.

Training teams
Sh~'3rI2 ada.pt.?d .
i. nstr"ument ~'J:i. th
e.:3.c:h othet- '::i.nd

Db t -=1. i 1'1 f f:? e cI b a. c: k •

Each team revises
its i n ~7.- t ~-Uf!lE\rI t Dn
basis of feedback.

30 minutes
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(-'lecou.nt.in l;]? .:3.nd c) Dist·.r·ict. Stor-ekeeping.
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Les',"3orl PI ·311 NurnI::H~C't- V I I I
Wednesday 25 September
to Monday 30 September

LEARNING KNOWLEDGE SKILLS
o~0J7:.h.IJ~lsS,_"".,.__,_",_,__" ,. ._BfJill":LlE~ EQ . F~ EJ2LJ I F~~ ED

LEAf':N I NG
t'1ETH.ODS

MATERIALS
. REQUIRED

TI,..1E
REQU I RED _

(See:Lesson Plans
III to VII.)

Completed
sa.mp 1 e 1 esson

" pI a.n.

1 a Pr- t?P ~:'IT f~

appr-Opt- 'i. i.;l.tF;

.:3.nd camp 1 i:::~t.e

1 eSSOfl p 1-:";),n =:.
f a r- en t i r- i:?

t ~'.,!D~~·"!et:: k
training workshop.

(81=i2 LE'SSOIl

F'la.ns III to
\,.J I I . )

RF! ..../i ;=~·J/di SCU.S5

comp 1eted j O;J

-:3.n.31 ysi s
sheets and
~'Jor-kshopgoal
statement..

F'artici p.3.nt.s
form tf.?ams to
develop
outline of
major
CUTr i cuI urn
t.opics to be
C CJVt?r· ::.=d ~

CampI etE'd
job anal'lsis
~'.,!or· ksheet5"

Lesson p 1 a.n
~'.,!Ot- ksrl eet s.

F'rocedu.t-es
Ref er-E1rlCe
!,,1anual.

20 minutes

30 mi nutc'::'

Each topic se~ves

a.s ~:5ep'::l.t-'3.t.. f.:~

1esson pI CI.n.

Teams 'shc\t-e
proposed ou.tline
of top:i. cs/obta.i rl

fef?dba.ck n

T (:.:'.::(0'\':; p r' ep Cl.r- e
final topic outline
based on feedback.

30 mi.nutes

20 minutes
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LEARNING KNOWLEDGE SKILLS LEARNING MATERIALS
PB.-2E~_I.I\)~S.__._.._...._.._...__. .._..6~~~=:~le~.n. . ..__.. ..._.__B_f;PUI f': EQ...__. "1~llir-1P S__..._._.. . REQl' I f':g~ _

Te':3.il1S di vi de
curriculum topics
and assign topics
to members to develop
draft lesson plan.

Participants develop
lesson plan for each
topi c a.ssi gned.

Participants exchange/
obtain feedback on
each lesson plan developed.

Training teams review
lesson plans/feedback
and prepare final version
of each lesson plan.

TIt-IE
REG"!U I RED

15 minute~·

3 hour"s

1 1/2
hour"s



LEARNING KNOWLEDGE SKILLS LEARNING
PB.] EC T I}l,E~ F:E 1]~:,LlR ~..T2..,, -.:.F\~E iJU I RSD . l'"1E THQP~ .._.

34.

MATERIALS TIME
REQU I f~~~ !3EQW. I RED

Curriculum 30 minutes
CDr! tent Sou.t··ce
!TI.:3ter i .al So,

i nel udi nrJ
pt'"ocedur'e
reference manualsn

-:3. f.J i:J t- C) IJ !- i -:3.·t e
tr"a.inill'"J
mao t e!'''' i 81.::; f ClI""

':::'::1.ch ]. e.sson
pIan Df ·the'
t~'JD-""Jeek

tt-2.i ni nq
~'JD!'- k sll op •

(See Lesson Plans
\/ and VII.)

Completed training
workshop learning
objecti. ""E?S.

AV2.ilabilityof
curriculum content
rna. t et- i a 1. S D

(f:3ee L_esson
Plans \./ and
VI I .. )

Re\li ew/di scuss
development
of training
ma. t e t- i .:;t.1 s •

F' '::1.~·- t :i. c: i pan t '=0.

f or'en te~;l.ms to
divide/assign
~"!ot'-k •

Team membl=t-s
prep ·:3t-,=
assigned
t 1'" .:3. i n :i. n 9
m2,terr' i a.l s.

Completed
1esson pI a.lis D

Training aid
su.pplies"

15 minutes

·3 hours

Individuals
exchange training
materials to obtain
feedback. Feedback
will be written down
for future reference.

I nd i v:i. dual s
t-e'l.:·.u.t-·fl to te·2in5
tCI prf~parr'E~ final
versions of training
materials. Revise
~~or-k on basi s of
f e(::::od lJ etC k an d
additional ideas
from team members.

2 hour's



LEnRN I NG l<r'-lI]~!JL.E-:DC3E: S!< I L.LS
QB'~ST I \··,~E.:~~L .._,__".__.. [~s~QJ) IB.~P . . ,_B...!;.[;HJJ REQ__.__

LE?'1RNING
r-1ETHODS

t'1PtTER I I~L..S

,__~h-,-:E_QU~ F\ED .

35.

T It1E
F\~EQU I RED

"-r
,_111 F'rep8.re

Cl.ppropr i ate
pre/post-test
instrument on
basis of
le8rn{ng
ob j E'.:'C t i \;'(-25

i ncl ucjed in
training
~""orkshop
lesson plans"

(See Les~5(Jf1 PI an
\,j I I D )

(See LE~sscm

PI an t../ I I
Participants
f ot-m tf:'!am'3
and assign
i nd i "',Ii dual s
to ~""or k tC1.'=..k5,

e i t: her" IJ y
curl'" i cuJ. urn
topic or by
1 ec:u-n i ng
objecti VI:?

Individuals
desi gn pre./'
post·-tE~st

q U.(·?s"l.:: i. on'3 fen­
cur'r- i cu.I um
top i cs c)r
1 earni n(:J
objectives
':::\SS:l 9ned D

Completed
~'Jor' ksht::~et:5

for 1. E.~~;s(Jn
plan V I I •

Complet.ed
1es~~on pI all S
f Ot- t V"(J-~"et::.: k
training
~""orkshop•

CDmpleted
trai ni. ng
materi a.1·3 few
trcdninq
~.",or kshop.

20 minutes

60 minut.es

E;{ c: h -':1 n 9 e ./
obt'::J.in fe(=db3.c:k
on CIUI:?st: ions n

FeJ??dh,~;i.c.k v.JI,·-i tten
cJ o~"n f cW'f u. t u.r e
t'.. e-F erell c: f? II

Te'3.m·~3 pr'epa.re
final pre/post-test
instrument on basis
of feedb':::l.ck ..

30 mi nute-:::;
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LEARNING KNOWLEDGE SKILLS LEARNING MATERIALS TIME
GBJ EC T I \.... EJ3 . . f;: ~~ C! UIE;ED.. . R.f~Jj1l~.1 Fi:F D .__. r1ET.HODS_._.~__ REQ1/ I t~ED Rs.ol.l1..R ;;'!2..-

20 minute'::;

30 minutes

Completed
S':;l.mp 1 e 1esson

p 1 a.n"

Completed
job anal ,:-"'si s
~"o r- k she E~ t S a

F't-ocedures
Reference
1....1anual "

Lesson plan
J,"Jor ksheets.

Tea.llls develop
outline of
maj ot-

cu.r-r- i cuI urn
topics to be
covered in
tt-ainin ,;:;)
~"(Jr- k sh op "
Each topic
serves as separate
lesson plan.

Revi el/-J/d i SCu.ss
completed job
analysis
sheets and
~...,or-kshop goal
objective~

(S,:?e Lesson
F'la.ns III
tD VII,,)

(See Lesson Plans
I I I to VI I • )

4- ~ Pr- ep ·:;l.t·· e
apprc:>pr-i dtC'? ~

comp 1 E-?te 1f~S50n
pI a.n-::;; f Of-

(~n -1.::. ito. e t Ii~o-~'-!t:::e k
~'.;or·k·:.;hop r.

Teams share proposed
outlines/obtain
feedback ~

30 minutes

Teams prepa.r-t=
final topi c
outline based
on f eedb'':'-l.c k n

20 mi nutc::'s

TecHTlS rJ i vi del
assign curriculum
topics. Each member
Ir-esponsi. t.J 1 f2 for'
developing first
draft lesson plan~

15 mi nute~;



LEARNING KNOWLEDGE SKILLS LEARNING MATERIALS
QfuJ-G.CT I \/E£ ._._...._...__.._....__..._-'3~91.H..E~~n. ..__._. . .RE ()UIf\EQ. t1E TriD DB ..-_-c-..- .It~! LJ LE~ED _

P~J.!"·t·.i.cipant-:; devt210p
complete lesson plan
for assigned topics.

37.

TIME
__-.:..R..:...::E=-.;f.)=:r.,!J I RE !L__

3 h<..lUr~3

Participants exchange!
obtain feedback on
lesson plans developedu
Feedback should be w~itten

011 lesson plan.

Training teams review,
obtain feedback and
prepa~e final version
of each lesson plana

1 1/2
hOU~5

7 hours



LEARNING KNOWLEDGE SKILLS LEARNING
osa r~J~I_I.:{fSi. . .._F:~Q'-;:LJ..:5;1~2 ... .. F~QU I RED l:iE1J-IQQ.?- ... _

38.

MATERIALS TIME
REQU IB..~.Q.__. .-..B£Q_LJ I f': ED _

5 II FI t·- e I:J .~I. t·- f2

CrJillP], c::,te
sch0:~dul e 1:0i­

t wo-·-~··}C'e k
tt'-.;:;:1,:i. n i t'lIJ

\I-.} I'::' r-- k'i;hop in:
- I nl.:er"mc:d i c'·d:E

Su.per· 'i 1. S ion;
-Di Sl.::T i ct

HCC::C1unti ng;
-Di stt- i ct
Stor-ekeeping.

?'imoun -1.::. of t i mE'~

ea.ch 1essorJ pI a.n
wi 11 r-equi re n

Appropriate hour-s
of the dd';/ c:\rld
ddy'S' ·of ~'-!eek 'to
conduct workshop.

Time
schedu.l i nl;J.

F'e.rticipants
fot"m tf?amS
to t'-eCDnc i ], e
e~·d '::it i ng t. i me
di fferf.=nc:esn
a.nd tD i n·su.r·e
eVE'ryth i n';J
tha.t nt:?eds to
be donf."~ in
t WO-~"Jee k s

2.V2.i 1 ab 1 e can
be done.

Comp 1 eterJ
1 eSSOrl pI -.:t.ns.

Complet.ed
tra.ining
mater- i ..3.1 s.

Completed
eva.l uai..: ion
materials.

l&.lor kshE~et ~

_II Two-l1Jeek
T ~- ,.';;1. i n :1. n 9
llJOt'- k~shop
Schedul e J!.

1 1/2
hDLW'::;



L (:?'s ~::; 1..]n i (J P :i c ~ T t- ~~. i n :L !l ~J F' 1 ,~.;t, n D(-: \/ E~ 1 C) P In 1':2 n t. •
Les-:;on OiJjf~ct::i. \/8: To Demonst:!·-a.tl:':: {-=-lbi]' i ty t.o D2\/e10p and Defend

d Tt-aininq Pla.n for- ~"::1.) I!l'i.:E2r-mE~di.atE? Super'viSCH-'S'1
b) District Accountants, and c) District
St(JrekeepE~r-'stI

39.

Lesson Plan Number IX
Wednesday ? October
to Friday 4 October

LEARNING
9BJ .~.G.-TJ V.s..§ .._.._, .

KNOlAJL.EDGE
REQU I RE=D _

SKILLS LEARNING
REOU.:;:.1:-R;.::'E:::.:~D=- --=-1""..:.:1E=.·...:...T..:..-H::....::':....:'D=-~=.J_

Mf-"1TER I f~LS
___-=-R...:..:;·E:::...:-Q:;.:..·.. U,.;...I;....:.F=E=D _

T I (VIE
F.~E()U I RED

1.. F't- E"!P aT e
a.ppt-opr i a.te
introductory
i nforma.ti on
to guide
deta.i 1ed
planninge

T r- a i 11 i n 9 l1.J 0 r k s h Cl P
Goal developed
in Lesson F'lci,f'! IV.

Curl~ i cuI u.rn

dE'velopf:d iI"'
Lesson Plan VIII.

(See Lesson
Plans I tCl

VIlle)

Tr ai ner­
reviewsl
discusses
pt-oduct to
be product'?d,
including
pr[)posE~d

t t·.. a i n 1. n 9 plan
outline:

llJor ksheei.:
f r' om LE!~:~son

Plan IV
conta.ining
war- kshop l;;Joal ..

Handout~

_. II T r- ~d 11 i n 9 F'l an
Ou.tlillC~II ..

30 minutE?s

Tt- a i fl t~r'

rev i e~'J~) I'
discusses
wor- kshf=et:. and

:i nstruc:tic.lnsn

llJDr ksheet # 1 : 15 mi nu.tes
_II Introductot-y

I nf or;l1a"t ion
f or' Tr".~... i n i ng
Pla.n '!:

F'aT t J. c: i pan t s
:i nc:l i vi du,;;\11 y
p~epare wo~ksheet ..

Participants fo~m

teams '1 rev'i e~"" .
individual worksheets
c;1.nd p!""-ep.=).r-l~ on::;?
~"'.I0t"!<·::;hF~i:?t.:. ba.~:i':2c1 on
t.:. e·::'~ill c on ~::jen 'su~:;.

60 m:i. nu.t::2s



40.

LEAF.:N H··JG r<l\10~!~LEDC3E 81< I L.L.S L.EPIRNI NG 1"1r-ITER I AL~J
pBJ ECT I \,.l.f::.l;: .__._F:E;:C!h~l F; ED . ...._.._. ..-r.:;:EQU I ~:ED .------.,.__..-.l1ETti0DS B~C!I='_IR.ED__

Teams share their
introductory workshop
i nfor-mat ion b;l
presenting to large
group and obtaining
feedback"

Teams revise/discuss
worksheetn

Tlt1E
REQUIRED

60 mi nu.tf~~S

30 mi nut.e'!:;

.,
L;: Identi f\;/

tt-· ai nees b ';/
IDca.tiDn,
numbet- .;;"nd
t to. ..::~. i n i n iJ .
l,;-Jor- kshop
grDu.p i ng'3 ~

D-:1C ..:.1 on tar-get
t. to. a. i nees b ';l

cli ~;t!'''i c.:t a.nd
numbet- •

Tt-aining f.:;1.cilii.:'/
1 OccJ.t ions and
tt-anSpot-tati on
~3.ccess •

Op t i mun:, /lu.mbE~t-· of
tt-a.i nE:f::"·S pet-
t·oKH- k sh up •

f-lbiJity to
gr-oup
t,··-a:i. nf:=;(?S by
g£:?ogt··cq::>hi cc"\l
]. OC~3. t:i. Oil

t-el atE~d to
tra.ining
facility
1oca.t i ems,
and b','
appr'Dpr i ':J.tE?
numbE'r- pf::'r
9r-c~u.p "

Tt-ai nero.
reviews/
discu.sses
e;{ et-C i 5e

i nstt-ucti ons
and ~"'Ot- kslleet a

P ar- tic i p a.n t s
f Ot-m te'.3.ms a.nd
tt-ansfer da.ta
to col umn':=; I 7

I I a.nd I I I o·f
~"'Ol'··ksheeta

FF'/I'"ICH Sta.f f
Lists by
Dj.strictn

~...Jor· ksh l2et: :J:l:2:
-"TI·-aineE'·::. by

Location,
Numbet- a.nd
WOt- kshop
Gt-Dupi nt;Js ".

20 mi nute~~

20 mi nu-l.::es

J
o

Teams assi.gn
i.:r-ai rlf2P-S to
workshop groupingsa

60 minutes



41.

LEf~lPN Ifo,lI:3
DB..:Lf.CT I \.'EE;

i< !\~ tJ VJ l_ E DGE
r:~:EPU I RI:::D

SkILLE
_____.__f:E DJ.J ~ RE I2._

LE(iRNING
l"1ET HDD=-J=S _

t1i~TEF~ I nLS
REQU I B.~.n__

TII"1E
PEQUIPED

15 minutes

45 minutes

Compl etf?d
tIJOt- ksheet. 4*2.

lAJot- k'sheet #3 ~

-tlTraining
tJ.Jor- kshop
Schedule ll

=

t-1astej'­
Tt-.;;\ining Plan

team f or- FF' It-1CH.di.scusses

Tr a i rl (:?t'­

f'ev i eVJ~:; I

t-?;·::erc i se
i nstn.Jct. ions
and ~:"Iorksheet.

Participants
for'Hi teamsl
a.ss i gn each
~.;jor'kshop to a
Spt:ci fie ti me
per- i DO / 1oca.t i Oil •

s€-=qu.ence.

Ability to
orgB.ni zel
schedul ''=
~·4or· kshops in
,:'1. Vel. i· 1 ·:3.b 1 (.?

t.i me pE"!r-:L ods
and PI'" i or' it Y'

Avai 1 ab i]' it: '/ of
t ~- .::'- i n i. fl 9
of 8,C iIi -1.:: i.€-?~5 by p·3.me.

Pt\lG'. i 1 B.b i 1 itY of
trainers by name.

Uncommi t ted t i 01f?

av.;;;\i 1. a.b 1 e f CH­

schedul i rliJ
wCH-I::·shop-=:.•

3 ~ F't- t-?~) a. fr e '
t.t-dining
~",cr-kshop

schedule.

Teams share/compare
workshop schedules
to t-E~concile a.ny
schedu.li ng or~

location conflicts.

45 minl...i.tes

Teams revise t.heir
training workshop
schedules ..

30 mi Ilu.te~i



LEAF:N I N(3 KI\IO~jJL.ErJC3E SK ILLS
oBJI:J~T rs·!.f:.:?L_. -BEDV I f.i~L.__.. "__BEQlJl...R....:.:~E:===D _

LEnRNII\lG
''''/ETHO;;;:..D.=;:.S__

42.

MATERIALS TIME
__R_'E_QU I RED . FEQUI RED .._

~~ a Pr ep 8.~·" ::':!

annu.::i.l
t ~- c!. i n i. ill;]

P 1 .:::~. n 's -F Clt­

1985/8,~.~

86/87 2.rld

I n t ~- (J d u. c t 0 r- 'I'
i nfo~-m.3.ti Dn to
gui c1e WOr- kshop
pl~.nning.

Tr ..::-d nee's by
t:.',/pe'} numbet- and
1 cJcati on Q

Ability to
tt-ansfet-
d c..t d bet~''')f:?en

\\Ior ksheet·::;
comp1 12tel y
'3nd
C~.ccur··atel y.

Tt-ai nero
reviews/
disc.:uss;,;-?s
how to
preparE-?
\'JOt- k':sheet
tF4 ..

Campl et:ed
WOi- ~::sheet5

4:1:2 and 4:f3.

~lJor· ksh eet: ~t4::

-IIAnnual
Training
PI an II •

20 minu.tes

T~-aini ng
workshop schedule.

Participants
form tf.?ams and
prepare worksheet
1*L~ fot- 19:35/86.

T!~a.ms e:·: Ch.3.rl ':;Je
\")(Jr" ~::sheets an d
obtai n feedba.ck
on worksheet"

Teams t-E,lvi se
t"Jor- ksheet for
1985/86 and prepare
wot-ksheets for'
86/87 and 87/88=

60 mi flutf~S

30 mi nU':':cl's

1 1/2
h CJ '-! t'- f_;



LEARr'>! I Ni3
Q.§ ,J ECI.L::~~ E; _

t:::NrJLIJLEDC3E S~::: I LL.S LEAF~N I NG tvl(.l TER I (~LS
. F\:ECL~7i I f;: E)) ... .-,- . F~ ~.klJ.J I F\~s1J__-,- j·1ETf-iQJ2§.__. .... Rt;J:~U IRf.:It

43.

T I t-1E
__:..-:R=E-=Q,-",U I RJ~IL_.._

In f Ot'- mat i on
sheet on
tr-a.i n i 119 e~{pense

item unit costs.

v-Jor- kshe'2t #5:
·-"Tr~2.inillg 60 minutes

F'l a.n Budget
fOI'- Two-l4Jeek
l4lot-· k sh Dp !! •

5 a F't- ~2P d.r' c:; ·3.n n u..3l
t t' .::1. i. n i fl 9
bud (.;j:-:= t ';;;:, for"
1985/86~ 86/87
.3.nd 87/88 n

Un i teos t '.:5 f (J r'
t t- -:3. i n i n 9 e:< p e" .::; e
i t:.em~:i ..

Tr-,J.i n i n9 11;101"- !::':::;hDp
e:< p e fl '::i £;2 i t ems b '/
type a.nd ';;:1.I1\OU.11 t: n

r~tJilit·.y to::
-Estimate

i~~.mDUrlt s of
e>~rJense

items;
-CO;TlputE\

-I.:::o-l.::.al cost',s
-l: r'um un it
costs .;:l.nd
::iubtotal
"-'':0·:51.::5u

Tr-ai net'-
t-evi e~"-Is/

d:i SCUSSf:2S

the bu.dget
p roo ep .;'l.!'" .:3. t ion
e;.~ E'I'- c i ':;e ':;1.n d
how to fill
ou.t ~",or-ksheet
*[,5 ..

F'ax' tic i. fJ ant s
f Dr- iT! t ea.ms
and prf2par-e
\.-"or-kshop
bu.dget usi n i;)

~·Jot·- ~:: sll eet. *':5.

Parti. all y­
completed
~..... or- k:::·heI2t. #4 ~

15 minu.t.c::!s

Tea.ms present:.
'tCJtal wor-ksh(Jp
budget and briefly
I"';~~vi ew b,3,':5i ';::. o·f
co·:;t estima.tes"

TeC:l.m·;:3 pr·ep-:J.I·-E~

fined budof2"':: i:J'3~:.:.I::;d

on f eedbc:\c k and
f=l'l t. ef- t-- (-:!su 1 t s
on l--·"Ot·· k sh ef:!t. it 4- •

60 minutes

60 wi Ilut(~:.:;



LEARNING KNOWLEDGE SKILLS LEARNING
~~.JJ~GI.L~/.~-.::~ ..__..__._.__._._._.__.....l1f~Q1J I F~:~D . .. .. F:EiJU I r;:ED lJET~PD.S

44.

j'11;TER I ALS
REQUIRE!L_

Tlt1E
REQUIRED

6. F'rf=p~re

SUmfTl2.r y of
mu J t i ·-~..,!e-:3t··

t t- a. i n i n 9 p]. c.-\n •

PIn n u a It,..· .:-\ i n i n 9
plans and budgets~

IntrDduct:c:.wy
in f (Jr-I!1.:3.t :1. on to
I;} u i cl e p], ,;:l.1l n i n 9 •

f-ibility to:
- Tt- a.nsf er­

data between
ifJOr- ksheet-;::.
cDmplet '2l y/
.=.-\ c C U t- 2. t I:? 1 ';/ ;

-Comput.e c.~ost

pel'-' 'I.::t·· ai n i ng
da,?; .=.i.nd cost
per tt-ainee.

Tr-a.i net'-
r-evi ews~/
discu.sses how
to complete
wor' ksheet :f1=6.

F .:":\ r' t :l c i P 8. fl·I.:. s
f or'm te.:3.ms
2.nd pr-epare
~o\jor ksheet ~f6.

Tea.rns e~< cha.nge/
p t- I::J'·/ ide
f E:edb.:;l.c k on
wor- kshE':et. t-l=.:S.

worksheet::

Completed
~o\jcw k-::;heet #4.

l,·Jot-I::~~h'eet. #6:
._IISummar·y of
Multi-Year
Training
Plan!!.

15 minut.es

45 mi nu.tc~s

20 minutes

20 minutes



I_EAPNING
QBl.! ECT I \,J~::....::E=-~ _

t:::NOltJLEDGE
F\EQU I F\:ED

SI<:ILLS
PEQUIHED

L.Ef-If':N I NG
'''1ETH.9D§ . _

45.

t"1f"~TER I ALS
REO'-) I RED

TIt1E
REQUIRED

15 mi nutE::!s7. flssemb 1 e
tt·-ai.lling plans
and prepa.r'e
fa.cf~ pa.g(~'i

pr-e'f2cl~,? page
~"1 i t. h
·3.C kn(J~'''!l edgment·;:; ~

.3.nd ta.b 1 e qf
contents~

Intr'oductot-y
i nfot-mati on to
guide development
of training plan.

(ir1ilual ancl
In U 1 t i - :....' e ·:u- t r ':;t. i n i n 9
p 1.3.n5.

What is appropriate
i n·f or"ma i.:. ion f at-·
face page, preface
page and table of
contE?ni.:s?

Ability to:
-ltJ,.-- i tE? f a.ce

and pt-eface
pages;

-O"--';l,3.ni ze
paqe':;; of
t,.--.:J. in i n 9 P 1 ~\n

in logical
sl?quenc,=
accor"di ng to
Dut 1 i IlE'

pr-ovi ded a.nd
p"--(~parl=

t.able of
cont.ents ,,\Ii th
a.ceu.,.--ate page
nu.mbe,.--s.

TI.... ai rlE!r""
r- e v j. £' v.JS

tra.ining pl.3.11
Dutline .::l.nd
d i :,:;;cu·.:;se·:,;
assemb 1 i n l;)

tt··a.ining plan
wat·- ksheet 5

and p,.--epar i 119
the f,.--ont
pages.

F'ar-ti cip2nts
fDnll teams
a.ncl -:'1ssE~mb1 e
vJor k ~-:.heE?t 5

and pr-epare
fr'oni: pages.

Tr-aining
F'l~\n Outline.

Complet.ed
~".jor·ksheei.: s
~tl, 4, 5
and 6.

::::;0 mi nl.Jt';5

Team';:,; e:< chanl;J€-~

front. pa.ges and
obt.ain fpedbacke

Teams p t- f?P ~~l.t- (:~

f :i. 11 c.~], Vt?"--'3 i on of
f ,.--ont pC:l.ge-::.~. and
assemble complete
tr'a.i ni rl9 p], a.n n

:::::0 mi nutes

1.5 mirlu.i.:es.



APPENDIX D

LIST OF MATERIALS DISTRIBUTED/DEVELOPED



APPENDIX 0----------
FP/mCH TOT WORKSHOP-------------------

eQ~~~B~L_~§e~~

LIST OF mATERIALS DISI~l~QIIQLQI~~~QEIQ-fQ~-~Q~~~~Q~~---------------------

List of Materials

1. Pretes~ Questionnaire

2. Broken Square Game pieces
and instructions

3. participant package containing
workshop curriculum & other
materials

4. Works~op outline for each
day of week

5. Line listing of process to
be used during the workshop

6. Line listing of

- Role and responsibilities
of trainers

- Trainers' expectations of
participants

7. Working formats for job
analysis

8. Job descriptions for all
categories

9. Procedure manuals

10. Completed forma~ of job
analysis for illustration

11. Blank formats for job
analysis by participants

12. Handout
'Retaining what we learn'

13. 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

II

Orientation
to workshop

II

"

"

Training need
assessment

II

"

"

II

Factors
influencing
effective
instructions

Development
of objectives

Day when
needed

LP

LP I I

LP I'

LP I 1

LP I I

LP I I·

Lp 'I I

LP I I I

LP I I I

LP I I ,

LP I I I

LP I V

LP I V

AVdilable
To be

prepared



APPENDIX D - Page 2.

List of Materials

14. Handout
'Writing an objective'

15. Identification of objective
components worksheet

16. Worksheet containing incomplete/
i.ncorrect learning objectives
and complete/correct objectives

17. Lesson plan format

18. Samples of teaching aids/
materials {as many kinds as
can be collected}

19. Handouts

a. 'Media characteristics'

b. 'Good and bad examples'

20. Examples of objectives in
lesson plan format

21. Poster paper, crayons,
flannel materials, glue,
sandpaper, cotton material,
cardboard, drawings, tracing
paper, scissors, tape etc.

22. Examples of sample

a. case studies

b. role play situations

c. practice exercises, etc.,
used in training

23. List of training methods
with advantages &
& disadvantages explained

24. Exercise sheets on selecting
training methods

~5. Filled out task analysis
sheets (filled out by
participants)

Needed for
Session on

Development
of objectives

II

II

"

Developing
and using
Training aids +
materials

"

II

Preparation
of visual
aids

Selecting and
applying
appropriate
training
methods

"

II

..

Day when
needed

LP I V

L P I V

L P I V

LP I V

LP V

LP V

LP V

LP V

LP VI

LP VI

LP VI

LP VI

Available
To be

prepared



APPENDIX D - Page 3.

List of Materials

26. List of learning objectives'
previously prepared by
participants

27. List of participants

28. Examples. of Pre/post
test questions

29 modified participant
reaction f~rm for
trainee;

3D.Pre/post test
work sheet format

31. Lessdn Plan Format

·32. Checklist for
e a training

UJorkshop

33. Training Plan Outline

Needed for
Session on

Selecting and
applying
appropriate
training
methods

II

Evaluation
methods

I I

I I

Curriculum
Development

II

Training Plan

Oay \-men
needed

LP VI

LP

LP V I I

LP V I I

L P V"

LP' VI I I

L P V I I I

LP I X

Available
'j"1 be

3 '-l • List of I • S • by II II LP IX
District

35. FP/mCH training/sterilization II II LP IX
plans fo r 85/86/87

36 Training Plan
II II LP IX

Wo rk sheets




