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INTRODUCTION TO THE TRAINING GUIDE

NEEDS ADDRESSEDBY WORKSHOP

The workshoppresentedIn this training guide Is designedto Improvethe skills of trainers
responsiblefor training extensionor district-level field workers. It may also be useful for
training trainers of cornmunity-Ievelworkers.This training guide Is intendedto be a
complementto the_subjectmattertraining guidestheWASH Projectbasdeveloped.It wifi
help trainersto usethoseguidesaswell asothertraining materials.

The two-weekworkshopfocuseson threemajoraspects:

• Delivery

• Design

• Planningandmanaginga training event

Deliveryskills includegroupfacilitation; managingsmall grouptaské;andusing casestudies,
roleplays, lecturettes,demonstrations,andfield exercises.Theseskills arereinforcedthrough
practicetraining sessions.Theframeworkfor designingsessionsis basedon thetheoryof
experientiallearnirig using a seven-stepdesignmodel. The workshopdevelopsskills in
planningandmanaginganentiretrainingeventthroughafive-claysimulationusingreal-world
examplesselectedby participants.

Participantskeepa journal during theworkshopto help themplanfor applicationof their
newtrainingskills backin theirwork situations.At theendof theworkshop,participantsuse
theirjoumals in a sessiondevotedto back-at-workplanning.

ASSUMPTIONS

Adult Learning

Adult leaming is approacheddifferently from child learning becauseadults differ from
children in self-concept,experience,readinessto leam,and theirperspectiveon applylng
what they leam.Adults find learningto bemostenjoyableundera variety of circumstances
dependingon theirpreferredstyle of learning.They learnmost effectively whenthey can
build on theirexperiences.Experientiallearningprovldesa frameworkthatenablesadultsto
learnfrom experience.
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The experientialapproachis learnercenteredand allows the participantsto manageand
shareresponsibiity for their leaming with their trainers.Effective training strategiesthat
incorporateexperientiallearningapproachesprovide opportunitiesfor a personto engage
in anactivity, review it critically, abstractuseful insightfrom theanalysis,andapply theresult
in apracticalsituation.Theexperlentialleamingcycle(ELC)dividesthis leamingprocessinto
four stages:(1) the experience—theinitial activity andthedata-producingpartof theELC;
(2) processing—reflectionson theactivity undertakenduring theexperience;(3) generalizing
—drawingconclusionsandgeneralizationsstimulatedby thefirst two phasesof thecycle; and
(4) applying—incorporatingwhathasbeenlearnedIn thefirst threephasesof thecycle by
developingplansfor moreeffectivebehavlorin the future.

Trainers

The trainersusing thisguide are assumedto havehadconsiderableexperienceworking in
training. Theyshouldhaveat leasta secondary-leveleducationand significantprofessional
training.Theyshouldhaveatleastfive yearsof experiencetrainingcommunity-levelworkers
andfive yearstraining peopleat thesupervisorylevel. Ideally, theirknowledgeshouldinclude
exposureto (preferablyeducation/trainingin) atleasttwo of thefollowlng areas:

• Communitydevelopmentpromotion I
• Health/hygieneeducationmethods

• Communltywaterandsanitation

Thetrainersshouldalsohaveexperiencein organizingandfacilitatingatleast10 workshops I
usingactive,participatoryadult leamingmethods.At leastthreeof theworkshopsshould
havebeenfor training of trainers(TOT). Further, theyshould have parlicipatedin at least
oneTOT workshop in which the methodologyin this training guidewas used.Preferably,
thetrainerswill haveparticipatedin morethanoneTOT workshop,including anadvanced-
level workshop.They should haveskllls In designingand conductingsessionsusing case
studies,rote plays,andexperientiallecturettes.Theyshouldalsobe ableto integratesession-
level skills wlth thosenecessaryforplanningandmanaginganentiretrainingevent.In short,
this guide is not meantto be usedby beginningtrainers.Training trainersrequiresa high
level of skill andconsiderableexperience.

This guideis designedto be usedby two co-trainers.Althoughonly onetrainercould usethe
guideby making someadaptations,deliverywith two trainersis stronglyrecommendedand
mandatoryif thereare more than 10 participants.When co-training, trainerssharethe
responsibilityfor delivering eachsession,eachone preparingandexecutingone or more I
stepsIn altematingfashion.This approachenablestrainersto

I
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• Follow more closely the acquisitionof knowledgeand skills by the
participants

• Distribute workbetter

• Providegreatervarlety for the participants

• Improveparticipants’training skills by providing ongoingfeedback

• Continue Improving designs and sessionplans for their training
programs

• Modify plansmoreefficieritly andrapidly during theimplementation

of a programin orderto respondbetterto participants’needs

Participants

The participantstrained with this guide are assumedto be regional- or national-level
personnelwith supervisoryand training responsibilitiesfor watersupplyand sanitationor
other public health developmentactivities. They should haveat leasta secondary-level
educationand signlficant professionaltraining. They should have at leasttwo years of
experienceworking atthe communitylevel andtwo yearsat the supervisory/tralninglevel.

Theparticipants’knowledgeshouldincludeexposureto oreducation/trainingin atleasttwo
of thefollowing areas:

• Communitydevelopmeritpromotion

• Health/hygieneeducationmethods

• Communitywaterandsanitation

It is assumedthat the participantsknow the subJectmatterin which they will be training
others. This guide is intendedto give them the skllls they needto design and deliver a
training event.Thetotal numberof participantsshould not exceed20 sothat eachperson
will havetwo opportunitiesto practicedeliveringa training session.

3



OVERVIEW AND GOALS OF THE WORKSHOP

Overvlew

This training guide describesa 10-dayworkshopfor trainerswho will train field workersIn
performingthetasksneededto work wlth communltieson waterandsanltationactivities.
Thetrainingcari coveractivities Involving technicalskills, suchaslatrineconstruction,spring
capping,or well construction,or suchprocessskills ashygieneeducationor community
participation.Theguideincludesexamplesof suchactivitiesthataredrawnfrom thesubject
maftertraining guidesdevelopedby theWASH Project.

The workshopbeginswith somebackgroundon experientialtraining methodologyand on
facilitation skills importantfor trainers.Theri, the trainersdemonstratethe techniqueof
deslgninganddeliveringasmallgrouptask,which is followed by asessionongiving feedback
and helping othersto give feedback.Next, the trainerscontinueto demonstratetraining
techniques,including casestudies,role plays, experlentiallecturettes,andfield exercises.At
theendof eachdemonstration,oneortwo participantspracticethestepsusedin thedelivery
of thesetechniques.Next, trainersleadasimulationof thedevelopmentof an enitiretraining
event.At the end of this simulation, eachparticipantpracticesleading an entire session
selected from the simulated training event. The last day is devoted to back-at-work
application,workshopevaluation,and closure.

The workshop design is based on an active, participatory, experience-basedleaming
approach.Participantsareexpectedto takeanactive part in a variety of activities, suchas
case studies, rote plays, and simulations. This approachalso provides time for group
discussionof theseexperiencesand theirapplication. Trainersare expectedto model the
experientialapproachthroughouttheworkshop,therebyprovidingcontinuai reinforcement
of this participativemethodology.

Overall Goals

By theendof theworkshop,participantswill beableto

1. Define the basicprinciples of aduit educatlonand of expenlential
learning

2. Use a design framework for preparingand carrylng out training
sessions

3. Demonstrate facilitation skills (paraphrasing,asking questions,
summarizing)

—

4. Give andreceiveconstructivefeedback

4
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5. Describethecharacterlsticsandtheleamingpurposeof suchtraining
techniquesascasestudies,role plays, small grouptasks, lecturettes,
demonstrations,andfield exercises

6. Deliver a sessionusingoneof thesetraining techniques

7. Plan for andmanagea training event

8. Adapt this training methodologyfor usein back-at-worksituations

USING THE TRAINING GUIDE

Training Approach

The workshopis designedto attain its overallgoals throughanapproachthat is consistent
with adult learning needs.The participantsare expectedto takean active role in their
leamingbasedon theirexperiencesIn the field of waterandsanitationand in training.

Eachof the sessionsis designedto walk participantsthrougha seriesof stepsintendedto
maximizewhat theyareleamingby first experiencinga presentation(whlch maybea case
study, an instrument,a small grouptask, a role play,or a short interactivelecturette),then
analyzingit, drawing conclusionsaboutIt, and looking for ways to apply what they have
leamedto theirown situation. Eachsessionis thereforestructuredasoutlinedbelow.

1. Introduction

• Questionsto involve participants,basedon theirexperiences

• Presentationof sessionobjectives

2. PresentationorExercise

• Short lecture,casestudy, grouptask, discussion,rote play,

practicetraining, or the like

3. AnalysisandReflectionQuestions

• Questionsdesignedto get participantsto think critically about
the previous group task, case study, role play, practice
training,simulation, or otheractivity
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4. Conclusions

• Questionsto generallze,comparethemeaningderivedfrom
this experiencewith that of sirnilar experiences,andidentify
thekey areasof learning

5. WrapUp

• Questionsto help participantslook at applicationsof what
theyhaveleamed

• Brief summaryof thesessionand revlewof theobjectives

Training SiteRequirements

This workshoprequiresa room largeenoughfor 20 participantsandtwo smallerbreak-out
roomsthatcari accomrnodate8 to 10 participants.Theparticipantsshouldsit attableswith
five orsix chairseach.Thesitemaybe a hotelora traininginstitute.Ideally, thetrainerswill
havethreeorfour flipcharteaselsandplentyof paper,markers,andtape.Two setsof video
cameras,recorders,and monitorswill greatlyenhancethepracticetraining sessions.

Workshop Schedule

Theworkshopscheduleis shownat theend of this section.

Options for Adapting theWorkshop Design

The recommended duration of the training program in this guide is 10 days over a
consecutivetwo-weekperlod.Tendaysis consideredthe minimumtime necessaryto give
participantsbothabackgroundin experientialtrainingmethodologyandanadequateamount
of practiceusing experlentialtraining techniques.However, for a variety of financial and I
otherreasons,it maynotbe possibleto conducttheworkshopovera consecutivetwo-week
period.Thefollowing aresomeoptionsfor adaptingthis designto different time frames.

Option1—Twoseparateweekswith a time interual

Oneoption is to dMde the workshopinto two one-weekworkshops,separatedin time by 1
a perlod of threeto six months.In this situation, it would be advisableto lengtheneachof
thetwo workshopsfrom 5 to 6 days,for a total of 12 training days:

In WorkshopI, keepthe full five daysof WeekOneand adaptthesessions
from Day Five of WeekTwo: Sessions20—”Back-at-WorkPlan” and 21—
“Workshop Evaluationand Closing Ceremonies.”This additional day gives

6 I
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participantsthefull benefitof WeekOneIn thecurrentdesign,time to plan
what they will do in betweenthe two workshops,and time to conducta
properevaluationand closureof WorkshopI.

In WorkshopII, the first day can be devotedto debniefing participantson
theirexperiencesin thefleid andto revlewingthoseskill andknowledgeareas
from WorkshopI that needto be reinforced. For the remalningdaysof
WorkshopII, trainers can proceedwith the five daysof Week Two, as
describedin this guide.

Option II—A one-weekworkshop

In somecases,usersof this guidemayonly haveaone-weekperiodduringwhichto conduct
aTOT event.Therecommendedoption in this situationis to conducta six-dayworkshop:

Useall thesessionsfrom Day OnethroughDayFive in WeekOne;then,for
the sixth day, adaptSessions20 and 21 from Day Ave of WeekTwo in
order to leadparticipantsthroughsomeapplicationplanning, a workshop
evaluation,anda closing ceremony.

It is possible,thoughlessdesirable,to usethis guidefor a one-week,five-day workshop:

UseSessions1 through9 In Day Onethroughthemorningof Day Five of
Week One; then,for the aftemoonof the fifth day, usemuchshortened
versionsof Sessions20 and 21 from Day Ave of Week Two to do
applicationplanning,a workshopevaluatlon,anda closingceremony.

PREPARATIONFOR THE WORKSHOP

Thisworkshoprequirescarefulplanning;manyarrangementsmustbe madepriorto thestart
of training. The following table indicatesthe key stepsand time framesfor planningand
impiementingtheworkshop.

Time Completed
Activity BeforeWorkshop

Recruitandselectparticipants 2 months

Identify/hire training staff (trainers,workshopcoordinators,and 2 months
sitesupervisors)

Idenitify leamingneedsandroles andexperiencesof participants 2 months

7



Selectanappropriatetraining site

Arrangestaff lodging and meals

Arrangeall necessarytransportation

Prepareneededworkshopmaterialsand handouts

Preparefor training

Conductfinal preparationat training site

Begin training

2 months

1-2 months

1 month

1 month

2 weeks

2 days
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Workshop Schedule

WEEK 1

liME DAY 1 DAY 2 DAY 3 DAY4 DAY5

Sam (1)

Opening Ceremony

lce Breaker
Expectatloris
Goals/Schedule

Norms
(2.5ht.)

(3)

Facilitation Skills:
Paraphraslng,Asking
Questions,Surnmarlzing,
and UsingEncouragers

(3.5ht.)

(5)

GMngand HelpingOthers
GiveFeedback

(2 ht.)

(6)

CaseStudyClinic
(3.5ht.)

(8)

Lecturettesand
Demonstratlons/
Preparationfor Practice

(3.5 ht.)

(9)

PracticeTrainingRound
One

l2pm L U N C H

2pm (2)

Principlesof Mult
EducatlonandExperiential

Leaming
(3.5 ht.)

(4)

Small GroupTaskClinic
(3.5ht)

(6)

CaseStudyClinic

(7)

SessionDesignFrarnework
(1.5 ht)

(9)

PracticeTrainingRound
One

(7hr.,45rnIn.)

(9)

PracticeTrainingRound
One

(10)

AeldExercises

(2 ht., 10 min)

(11)

WeekOneEvaluatlon
(30min.)

6p.m End End End End End
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Workshop Schedule

WEEK 2

liME DAY 1 DAY2 DAY3 DAY4 DAY5

8am (12)

RotePlays
(2 ht., 15 mln.)

(13)

Planning and Managing a

TrainingEvent.
Roteof theTrainer

(2 ht, 45 mln)

(14)

1. AssessingTraining
Needs

(15)

PlanningandManaghiga

TrainingEvenb

2. TrainingDevelopment
Program

(5.5 ht.)

(16)

PlanningandManaginga
Training Event~

3 OrganizingtheEvent

(1 ht., 45 mln.)

(17)

Planningand Managinga
TrainingEventi

4. EvaIUatIOrI of Training

(3 ht., 15 mln.)

(19)

PracticeTrainingRound
Two

(7 ht, 45 min.)

(19)

PracticeTrainingRound
Two

(20)

Back-at-WorkPlan

(2 ht., 45 mln.)

12p.m L U N C H

2 p m. (13)

Role of theTrainer

(14)

PlanningandManaginga
TrainingEvent.

1 Assessuig Training
Needs
(2 ht , 45 min.)

(15)

2. TrainingPrograni
Developrnent

(17)

4. Evaluatlonof Training

(18)

Preparatlonof Practice
TrainingRoundTwo

(2 ht)

(19)

PracticeTrainingRound
Two

(21)

WorkshopEvaluatlonand
ClosingCeremonies

(3 ht.)

6 pm. End End End End End

— — — — — — — — — — I
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SESSION 1

OPENING CEREMONY AND INTRODUCTION
TO THE WORKSHOP

Total Time: 2.5 hours

OBJECTIVES

By theend of thesessionparticipantswill have

• Becomeaçquainted

• Ciarified theirexpectatlonsabouttheworkshop

• Revlewedtheworkshopgoalsandschedule

• Discussednormsof behavlorfor theworkshop

OVERVIEW

The opening sessionsets the tone for the entire workshop. After the official opening
comments,participantshave a chanceto get to know eachotherbefter throughan ice-
breakingactivity. Thentheydiscusstheirexpectationsabouttheworkshop.Trainersrevlew
thoseexpectatlonsto seewhich onesare coveredby the overall workshop goals and
schedule.Participantsthereforeunderslandwhlch expectationswill bemetandhowtheycan
takeresponsibilityfor addressingunmetexpectatlonsoutsideof formai workshopsessions.
Thesessionendswith adiscussionof thenormsof behavlorthatwill be followed throughout
theworkshop.

Thesessionmaybegin wlth official openingceremoniesor commentsin countrieswhere It
is common for governmentor programofficials to saya few words at the start of a
workshop.Trainersneedto plancarefully andcoordlnatesuchactlvitiesbefore thesession
begins.

Although this sessionshouldtakeabout2.5 hours,theentiremorninghasbeenallocated.
This will allow for a late startorfor a longeropeningceremony,If required.

13



PROCEDURES

1. WelcomeandOfficial OpeningComments Time: 40 minutes

Introduceyourselfandwelcometheparticipants.Explainwho is sponsoringtheworkshop.

Introduceanygovernmentand cornmunltyofficials andaskthem to saya few words. Set
asideabout30 minutesfor speechesby theguests.

Explaintheoverall purposeof theworkshop,focusingon theImprovementof training skills
by using anactive,participativemethodologythat hasproveneffectivefor the training of
field workersaswell asmanagersin envlronmentalhealthprojectsthroughouttheworld. The
workshopwill drawon the practicalexperlencethat participantshavegainedin the field. It
is structuredto involve their activeparticipationin sharingtheircurrentknowledgeandskIlls
asthey learnnewideasanddevelopnewskills.

Explaln that you will go into fuller detailabouttheworkshopIn a momentaftertheguests
haveleft. Theguestsmaynow leave.Distribute thewelcomingpackage.

2. Introductions Time: 35 minutes

Pointout that you wantparticipantsto startwith an exercisethatwill helpthemgetto know
eachother in an Informai atmosphere.Ask participantsto turn to someonetheydo not
know well and to get to know that personby intervlewing him or her for five minutes.
Suggestthat theyaskthequestionspresentedon FllpchartA: InterviewQuestions:

• Whatis your nameand whatdo you like to be called?

• Whereareyou from?

• Wherehaveyou beenworking,andfor how long?

• What is the mostinterestlngexperienceyou havehad either as a
trainerorasa participantIn a training program?

• Take10 minutesfor this interview, 5 minutesperperson.

Tel! the pairsto bepreparedto Introducetheir partnerto the restof the group.

Whenthe interviewsarefinished, startby introducingyourco-trainerin iessthana minute
in a light, relaxedmannerto setanexamplefor thegroup.Thenaskfor vo!unteers.Try to

14



keep the Introductionsbrief. Explain that everyonewill have a chance to becomebetter
acquaintedduring the rest of theworkshop.

3. Expectations Time: 35 minutes

Explain the importanceof discussingtheir expectationsof theworkshop.Saythat you wlsh
to discusswhat theyhopeto accomplishduringtheworkshopsothatthetrainerscanassess
whlch partsof theworkshop will meetparticipants’needsandwhlch needsmayeithernot
be addressedor notdealtwlth In muchdepth.In addition, discussingtheirexpectationswill
help identify which toplcsshouldbe partlcular!ysiressed.

Display FlipchartB: IndividualTask:Write downIndividuallywhatyou expectto accomplish
or getout of this workshop.

Give themaboutthreeminutesto write.

Dlsplay FlipchartC: ExpectatlonsTask and explainIt asfollows:

• In groupsof four, share your expeclatlons

• Agree on two to four expectationsthat you all share

• Selectsomeoneto presentyour list of two to fourexpectatlonsto the
entiregroup

Give them15 minutesto finish this task. Inform themwhentheyhave5 minutesleft.

Havesomeonefrom eachgrouppresentthegroup’sexpectatlons.Recordtheexpectatlons
On a fiipchart. Do not repeatexpectationsalready listed, but notetheonebeing repeated
wlth a mark. After all thegroupshavereportedout:

• Point out the mostcommonlyheldexpectations

• Ask groups to explain unclear expectatlons

• If an expectatlon is outside the purpose of the workshop, ask if
everyonewants to speridsometime on It during the evenings,or if
theycanmeetit on theirown (see“Trainer Notes” for more on this
typeof situation)

Explain that you will now presentthe workshop goals and comparethem with their
expectatlons.
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4. Overall Workshop Goals Time: 15 minutes I
DistributeHandout1-1: Overall Workshop Goals. Have thesamelist of goalson Fiipchart
D: WorkshopGoals.Ask theparticipantsto readalongasyou presentthegoals.Clarify any I
goalsthat werenot dear andrefer tothelist of expectatlonsto showwheretheyarecovered
by a goal.

Explain that you wil! now turn to the workshop scheduleto show when participants’
expeclatlonsand the workshop goals will be met over the courseof the workshop.

5. Workshop Schedule Time: 10 minutes

Distribute Handout 1.-2: Workshop Schedule.Go over the main sessionheadings In the
schedule.Point out the following while going over the schedule:

• Time frames

• Classroomsessions

• Field exercises

Make the following points about the workshopmethodology:

• Use of small and large group discussions to encourage active
participation

• Useof presentatlonsin combination wlth casestudies, role plays, and
practicaltasksto create an active leaming environment

6. Workshop Norms Time: 10 minutes

Explain that so far you have looked at what participants will learn. However, In order to
accomplishtheworkshopgoalswithin thescheduledtime, everyonemustagreeonhowthat
learning can be donemost effectively.Say that you proposethesenorms to helpeveryone
work andlearnbettertogetherasa group.

Display FlipchartE: WorkshopNorms asfollows:

• Shareresponsibilityfor leaming I
16 I
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• Participateactivelyin all sessionactivities

• Startand endsessionson time

• Respecttheviews of otherparticipants

• Help oneanother

• Refrainfrom smokingin thetrainingroom

Ask participantsIf they agreewlth thesenormsand haveany othersto add. Dlscussthe
normsandseekcommonagreementon following them.

7. Wrap Up Time: 5 minutes

Thankthem for their participationso far in theworkshop.Ask themto makeaneffort to
rememberthegoals, the schedule,andthenorms andwhat everyonehasagreedto do in
order to makethe workshoprun smoothlyso that participantswill enjoy themse!vesand
leam.

Notesto thetraîner

1. It is important for workshop participants to think about and express their
expectationsbeforerevlewingthegoalsandschedule.Theywill workbettertogether
if theyrealizetheyhavea commonsetof expectations.Theyare alsomorelikely to
acceptthegoalsandscheduleIf theyarere!atedto theirexpectations.

Donot spenda lot of timediscussingthoseexpectatlonsthatare outsidethe purpose
of theworkshop.Although It is importantto discusstheseexpectationsandtry to
adaptthe workshopto meet them If possible,only small changesIn the goals or
scheduleshouldbe madeat this time.

The discussionof participantexpectatlonscan be madeeasierby providing the
intended participants with information about the purposeand structureof the
workshop before they arrive.

2. Keep the scheduleandfllpchartsof thegoalsandnormspostedin theclassroomso
that you canrefer to themthroughouttheworkshop.
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MATERIALS

Welcomingpackagefor participantswlth padsand pends
Handout 1-1: OverallWorkshopGoals
Handout1-2: WorkshopSchedule

FlipchartA: InterviewQuestions
FlIpchartB: IndMdualTask
Fllpchart C: ExpectatlonsTask
FlipchartD: WorkshopGoals
FllpchartE: WorkshopNorms

I
I
I
I
I
I
I
I
I
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GUIDE TO SESSION2: PRINCIPLESOF ADULT EDUCATION AND EXPERIENTIAL LEARNING

Total Time: 3.5 hours

SIJBJECT PROCEDURE TIME O~flWA1~ALS

1. Introduction QuestionsandPresentation 10 minutes A. Session2Objectives

2. TrainingInventory IndIvid~edTask,
SmallGroupTask, and
ReportOut

60 minutes Handout2-1:TrainingInventory
Handout2-2. TrainingInventosy
ScoringSheet

B. IndividuelTask
Instructions

C Small GroupTask
InStnICtIOns

3. ThreeTrainingand
LearningStyles

Presentationand DISCUSSIO~ 20 minutes Handout2-3V TrainingInventory
InterpretatlonWork Sheet

D. ThreeTrainingand
LeamingStyles

Exercise,Presentatlon,
and Discussion

E. Objectiveof Exercise
F lnstnictlonsfor the

Exercise

5 TheExperlentialLearning
Cycle

Presentationand
Discussion

45 minutes Hrindout2-4. TheEq~erientlaL
Approach to Training

G Analysis of Stepsin
Exemise

I-L TheExperiential
LearningCycle

6 Conclusions Handout2-5 TraditionalandMult
Educatiori

7 WrapUp/Journal Discussionand
Presentatlon/

IndividualTask

15 minutes Handout 2-6: Journal

I-’
‘o

FLIPCHARTS

4. Dernonstrationof the

ExperientialLearning
Cycle

45 minutes

Discussion 15 minutes



I



SESSION 2

PRINCIPLES OF ADULT EDUCATION
AND EXPERIENTIAL LEARNING

Total Time: 3.5 hours

OBJECTIVES

By theendof the sessiontheparticipantswill be ableto

• Identify someassumptionsaboutthe wayadultsleam

• Describehow thoseassumptionsaffect theway peopleview training

• List the majorcomponentsof theexperlentialleamingcycle

OVERVIEW

This sessionexploresthe princlplesof adult leaming and the experlentialleaming cycle
(ELC). The basic premiseis that adults team dlfferently from children and our training
approachshould reflect thosedifferences.The ELC is thetraining approachthat underpins
thetraining guide.This sessionprovidestheconceptualframeworkfor theworkshop.

This sessionbeginswlth theTraining Inventory,an Instrumentthat participantsf111 out to
identlfy theirpreferredtraining styleandleamaboutthe predominantstylesof leaming. In
thenextpartofthesession,trainerspresentademonstratlonsessionthat illustratesthesteps
in the ELC. The trainerscondudewith a presentatlonof the ELC that draws On this
demonstratlon.

PROCEDURE

1. Introduction Time: 10 minutes

Begin this sessionin a relaxedway; askpeoplehowtheyfeel, andjoke a bit if appropriate.
Thenaska few questionssuchasthe followirig, making surethe answersare brief.

• What are some differencesbetweenthe way aduits and chiidren
leam?
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• What are some examples of leaming experiencesthat were
particularlymeaningfulto you?

Someof thekeydifferencesbetweenthewayadultsandchildrenleammight be thatchildren
needmoredirection,havefewerlife experiences,arelessself-motivatedto leam,andsoon.

Explainthat adult leamingIs approacheddlfferentiy from child leamingbecauseadultsdiffer
from children in self-concept,experlence,readinessto learn,and perspectiveon applylng
what theyteam.Adults find leamingto bemostenjoyableundera varlety of circumstances
dependingon their preferredstyleof leaming.

introduce the objectiveson Fllpchart A: Session2 Oblectlves.

2. Training Inventory Time: 60 minutes

Say that you want to startthis sessionby looking at someof theirassumptionsabouthow
aduits learn.

Expiait-i thatyou want theparticipantsto examinehow theythink a trainingeventshouldbe
conducted,onethatwould be comfortablefor themasatrainer, orasa participant.You will
beasking themto do this by filling outa two-pagetraining inventory.This inventoryconsists
of 30 statementsthat reflect preferencestrainersand participantsmlght have for how
different aspectsof a training eventfor aduitsshouldbe conducted.Participantsshould put
a checkmarknextto thestatementsthat reflecttheir preferencesandleavetheothersblank.

Make sure they understandthat this is not a test. It is for their own useand will not be
handedin. ThendistributeHandout2-1: Traininc~Inventory.UseFlipchartB: Individual Task
Instructionsto explainthe instructionsoncemorebeforethey fil! out the inventory.

Individual Task

• Readandfl11 out the Training Inventory

• Leaveblank thestatementsthat do not reflectyour preferences

• Take 10 minutesfor this exercise

Suggestthat they f111 out theInventoryquickly. if theyhaveproblemswith somestatements,
ciarify them. However,If theyseemto be getting stuck, tell them to leavethat statement
blank.

I
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Whentheyhavefinishedfillirig outtheinventory,distributeHandout2-2: TrainingInventory
ScoringSheet.Explain thescoringsheetby telling themto look at the number next to those
statements they checkedon the Training Inventoryand place a checkmark next to the
corresponding number on thescoring sheet,leavingblank thosenumbersthat are blankon
the Inventory. Then, they should calculatethe total numberof checks in eachcolumn
(columnsA, B, andC), giving eachcheckavalueof “1.” Give themfive minutesfor this task.

Ask all thosewho scoredhighestin the “A” columnto raisetheirhandsandthen write the
numberon a fllpchart or a chalkboard.Do thesamefor “B” and “C.” 1f you havea fairly
evendistributionof peoplein eachof thecategorles,divide themInto threegroupsaccording
to theirhighestscore.1f not, you will probablyhavea very largegroupunder“B,” a small
groupunder“A,” and possibly no one under“C.” In that case,askanyonewith a scoreof
“5” or morein “A” or “C” to join thoserespectivegroups.1f oneof the groupsstilI exceeds
six in number,breakit into two groups.

Oncetheyhaveformedgroups,give thetaskon FlipchartC: Small Group Task Instructions
asfoliows:

Group Task

• Share your scoresand discussthem briefly

• Discussyourassumptionsabouthowaduitsleam(howyou feeladuits

ieambest)
• Choosetwo orthreeof theassumptionsthat bestreflecthowpeople

in yourgroupfeel

• Prepare to report out

• Take20 minutes for this task

Ask eachgroupto write theirassumptionson a flipchart and report out briefly. Note the
differences and similarities betweenthe assumptions of each group. The reportsand
discussionshould lastnomorethan20 minutes.

3. ThreeTraining and Leaming Styles Time: 20 minutes

Make apresentationon thethreetrainingandlearnirigstyies—deperident,collaborative,and
independent,showing the leamirig needsand trainer rotes for eachstyle. Explain that
trainerstendto makeassumptionsabouthow peopiewill leamwithout carefuliyanalyzing
their participants’preferrediearningstylesand needsor Iheir own predominantstylesof
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I
trainingthathavean impacton learners.Thethreepredomlnantlearningandcorresponding
training styles are (1) Type A—Dependent (leamer)—Directive (trainer); (2) Type
B—Collaborative (both learner and trainer); and (3) Type C—Independent(ieamer)—
Facilitative (trainer). There is no one“right” leamirig ortraining style. Ail leamingmust be
approachedaccording to theneedsof the leamerandthecircumstancesof thesituation. I
Ask participantsfor examplesof trainerbehaviorsandthenleamerbehaviorsfor eachstyle.
UseHandout 2-3: Training InventoryInterpretationWork Sheetto guideyourpreparation
of this presentationand discussionandto developFlipchartD: Three TrainingandLeaming
Styles. On FlipchartD, list the threestylesand the leamingneedsand trainer roles that
correspondto eachone. Usethis flipchartduring thepresentation.Tel! participantstheydo I
not t-ieed to takenotesbecauseyou will give thema handout.

Indicatethat thesestylesare meantto providea frameworkfor analyzingleamerneedsand I
trainerroies. They are not Intended to show that onestyle is betterthananother.Thereis
no one rlght way to leam or train. Eachof thesestylesmay be appropriate in a given
situation, or evena combinatlon of styles.

Ask themwhat they thinkare the principalstylesusedIn this workshop. The answerswill
probably be between“A” and “B.” Give examplesof whenyou will usemoreof an “A” style
or a “B” style.

Distrlbute Handout2-3 when you have completedthe presentation. I
4. Demonstrationof the ELC Time: 45 minutes

Explain that you now want to examinea framework that showshow adults leam. Remind I
themof thepoint madeIn the introductionabout how adults teambestby building on their
existingknowledgeandby beingactivelyinvolved in the leamingprocess.Say that thereis
a seriesof stepsIn this leamingprocessthat you want to demonstrate.You will usean
exercisein communicationfor this demonstration.

Ask themto understandthat If you cutoff someof thediscussionthatfollows the exercises, I
it is becauseyour primat-y goal is to demonstratethe stagesof experientialleaming.
Encouragethemto rememberthequestionsyou askduring thedemonstration sothat they
cananalyzethemlater.

Begin thedemonstration.Belowaretherecommendedstepsandtiming (in parentheses)for
this demonstratlon.

I
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COMMUNICATION EXERCISE

A. Introduction (3 minutes)

Explairi that this exerciseis a demonstration of theexperlential leaming model, and
thatadiscussionof themodelwill follow attheendof thedemonstratlon.Thesubject
of thedemonstrationis communication.Ask participantsto actastheywould in a
regularsession,while observingthe different stepsthe trainers usein delivering the
session.

B. Objective (2 minutes)

Flipchart E: Oblectiveof the Exercise:“Dlscusssomeof the factorsthat can block

effectiveoral communication.”
C. Experience(10minutes)

Presentthefollowing procedureon FlipchartF: Instructionsfor theExercise:

Procedure: — Divide into two orthreegroups,eachforminga line (no more
thaneight pergroup,no fewerthansix).

— Thefirst personin eachline recelvesa message.
— He or sheshould whisper that message(only once) to the

next person,andso on.
— The last personin eachgroup writes the messageon a

fllpchart.
— Thefirst groupto finish andgetthe mostaccuratemessage

wins.

Message: “Indeperidentleamersusuallyprefera fadilhlative trainer who helps
themfmd theirown solutions.”

Write themessageon a fllpchart—tumIt aroundsono onecanseeit. Invite the first
personin eachline to comeand readthemessage.At theend,showeveryonethe
original messageand compareIt with theonesparticipantswroteon the flipchart.

D. Process(7 minutes)

Ask: “How wasthis exercise?Easy?Difficult? Why?”
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E. Generalize(6 minutes)

Ask: ‘Whatconclusionscanwedrawfrom theexperlenceaboutwhatblockseffective
oral communication?”

F. Apply (5 minutes)

Ask: ‘What cari we do during this workshop to overcomethe thlngs that block
effectiveoral communication?”

G. Wrap Up (2 minutes)

Summarizethelrmain conclusionsandreviewthe objective,askingif ht wasreached.

5. The ExperientialLeamingCycle Time: 45 minutes

Ask participantsto recall thedifferentquestionsyou askedandthetasksthatyou gave.Write
themain questionsand tasksIn theorderof presentatlonon FlipchartG: Analysisof Steps
in Exercise.Leave blankspacesabovethe tasksand questIonssothat you canlater addthe
stepsin theELC: experience,process,generalize,andapply.

Explain that aduits leam most effectively when they can build on their experiences.
Experientialleamingprovldesaframeworkthatenabiesadultsto leamfrom experlence.The
experlential approach Is leamer centeredandallows theparticipantsto manageand share
responsibility for their leaming with their trainers. Effective training strategies that
incorporateexperlentialleamingapproachesprovideopportunitlesfor a person to engage
in anactivity, revlew it critically, abstractuseful insightfrom theanalysis,andapplytheresult
in a practical situation. The ELC divldes this learning processinto four stages:(1) the
experlence—the Initial activity and the data-producing part of the ELC;
(2) processing—reflections on the activity undertaken during the experlence;
(3)generalizing—drawing conclusionsand generalizationsstimulated by thefirst two phases
of thecycle; and(4)applylng—incorporatingwhathasbeenleamedin thefirst threephases
of the cycle by developingplansfor moreeffectivebehaviorin thefuture.

As you addeachstepto theflipchart, explainwhat is happeningateachstepandwhy, using
Handout 2-4: The ExperlentialApproachto Training asa guide.Thendlsplay FllpchartH

:

The ExperientialLeamingCycle, on whlch the cycle on page1 of 1-landout2-4should be
reprocluced.Explaineachstepagainandshowhow the stepsfit into a leamingcycle.

1f theconceptof theELC seemsdifficult for the participants,reassurethem by saylng that
thesestepswill be revlewedandanalyzedseveraltimes throughouttheworkshop;tel! them
that this sessionis meantasan introduction.Dislribute Handout2-4.
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6. Conclusions Time: 15 minutes

Ask what conclusionstheycandrawaboutassumptionsof how adults learn.

Ask whatarethemostImportantthingstheyleamedduringthis session.Write theiranswers
on a flipchart. Distribute 1-landout2-5: TraditionalandAdult Educatlonand explainthat It
summarizessomeof themain pointsaboutadult education.

Referto theirconclusionsand things leamedand askwhat theymlght do differently now,
andwhattheywill want to emphasizewhentheytrain In theirwork situation.Thenaskwhat
are somethingsboth participants andtrainerscando durlng this trainingprogramto apply
what they have leamed.

7. Wrap Up/Joumal Time: 15 minutes

Summarizewhathasbeenleamedduring the sessionandrevlewthe sessionobjectives.

DistributeHandout2-6: Journal.Explain that this journal will be an Importantpartof their
back-at-workplanningat the end of the workshop.At theend of eachmajorsession,they
will record what they have leamedsoas not to forget It. They will also usethe journal to
write downsomeways of applylngwhathasbeenleamedIn the workshop. Give them 10
minutesto f111 out this first journal.

MATERIALS

Handout 2-1: Training Inventory
Handout 2-2: Training InventoryScoringSheet
Handout2-3: Training InventoryInterpretationWork Sheet
Handout 2-4: The Experlential Approach to Training
Handout 2-5: TraditlonalandAdult Education
Handout 2-6: Journal

FlipchartA: Session2 Objectives
F!lpchartB: Individual Task Instructions
FlipchartC: Small GroupTaskInstructions
FlipchartD: ThreeTrainingandLeamingStyles
FlipchartE: Objectiveof theExercise
FlhpchartF: Instructionsfor the Exercise
FlipchartG: Analysisof Stepsin Exercise
FlipchartH: The ExperleritlalLeamingCycle
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GUIDE TO SESSION3: FACIUTATION SKILLS—PARAPHRASING, ASKING QUESTIONS,
SUMMARIZING, AND USING ENCOURAGERS

Questionsand

Presentatlon

2 Analysls of Paraphrasing Rote Play and

Presentatlon

30 minutes Haridout 3-1k ExtensionAgentRole
Play Sheet
Handout3-lB: CornmltteePresident
RotePlay Sheet

A. Session3 Object~.~s

B. Rote Play !nslnictions
C. Paraphraslng—Key

Points

3 PracticeParaphrasing Rote Play and
Discussion

D. Closedand Open-
endedQuestions

E. StarterPhrasesfor
S~anslng

F. Encouragers

5. DemonstrateFacilitation
Skills

Dernonstratlonand
Discussion

30 minutes

6 PracticeFacilitationSkiIls hidMdual/SmallGroup Task

andDiscussion

60 minutes Handout3-2: h,dMduatandGroupTaak

Instructions

Handout3-3 Individuel Generalizingand
Applylng Task

SUBJECT PROCEDURE TIME HANDOUTS/MATERIALS FLIPCHARTS

1. Introduction 10 minutes

Total Time: 3.5 hours

4. Analysis of Asking Presentatlon
Questions,Sumrnarlzing,

and UsingEncouragera

25 minutes

25 minutes

7 Conclusions Discussion 20 minutes

10 minutes8 WrapUp/Journel Discussionand Handout3-4~FacilitationSkiIls
Presentation/IndividualTaak Handout3-5. Journal





SESSION 3

FACILITATION SKILLS—PARAPHRASING, ASKING
QUESTIONS, SUMMARIZING, AND USING ENCOURAGERS

Total Time: 3.5 hours

OBJECTIVES

By theend of the sessiontheparticipantswill be able to

• Demonstrateeffectivefacilitationskills, suchasparaphrasing,asking
questions,summarizing,andusingencouragers

• Explain how thesefacilitation skiils are important for managing
discussionseffectively

OVERVIEW

Facilitationskills areanimportantelementin deliveringeffectivetraining.Trainersmustbe
able to usea variety of communicationtechniquesin orderto createan environmentthat
enablesparticipantsin a training event to participateactively in the leaming process.
Although the range of communication skffls necessaryfor effectivefacilitation encompasses
most of humaninterchange,the skills of paraphraslng,asking open-endedquestions,
summarizing,andusing encouragersareparticularlyimportant.Further,theycanbe learned
in a relatlvely shorttime. This sessionoffersan opportunityto leamandpracticethesefour
skills.

Thesessionbeginswith participantsanalyzlngandpracticingparaphrasingusinga role play.
Next, theypracticeusingopen-endedquestions,summarizing,andusingencouragersin small
groupdiscussions.

PROCEDURES

1. Introduction Time: 10 minutes

Startthesessionby giving theovervlew In yourown words.
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IntroduceFlipchartA: Session3 Objectivesby explainingthatthis sessionIs Intendedto help
participants leamways to make sure thateffectivecommunicationtakesplace and recognlze
how importantIt Is for trainersto mastercommunicationskills in orderto fadilitate group
discussions.

2. Analysis of Paraphrasing Time: 30 minutes

Explain to the group that they will work In teamsof two in order to practice how to
communicate.Eachpersonwill be assignedeitherthe role of extensionagentor committee
president.Both will be given a sheetof paperthat givestheminformationon the role they
are to play.

DMde the participantsInto two groups. Ask thoseIn one group to play the role of the
committeepresident.Ask those in the othergroup to be the extensionagent.Give one
group Handout 3-lA: ExtensionAgent Role Play SheetandtheothergroupHandout3-lB

:

Commiftee President Role Play Sheet.

Allow thegroupsa few minutesto readtheirsituations.ThenaskeachgroupIf their role Is
dearandclarify therole If necessary.

In eachgroup (separately)give the following instructions using Flipchart B: Role Play
InstructIons.

It is your task to convlnce the committee president
that It is critical to coilectinformationusing a survey
in order to beginthe hygieneeducationcampalgn.Do
this in any way you think appropriate. I
It Is yourtask to try to convincethe extensionagent
that he doesnot needto coilectInformation wlth a
survey,andthat he should changetheway he works
so that he is more flexible in schedulingwork wlth
committeemembers.Do this In any way that you
think is appropriate.

Give bothgroupsa few minutesto discusshow theyare going to approachthe task.

Ask themto fom-i pairs of extensionworkersandcommitteepresidentsandto begintrying
out theirstrategiesoneachother.Ask themto acttheway theynormallywould, andnot be
unnecessarllydifficult, Give themtwo to threeminutesto startwork on this role play, Uien
stoptheaction.Ask themto remainwheretheyareandto write downwheretheyarenow I
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in theirdiscussionand wheretheywant to go to accompllshthelr strategies.TeIl themthat
they will continuetheir role playin a few minutes.

Explalri thatyou will discussanddemonstrateoneof theseskllls. Then theywill continue the
role play and try this skill out themselves.

Use Handout 3-4: Facilitation Skills (distrIbutedat endof session)to prepareand delivera
lecturetteon paraphraslng.Indudethefollowing keypoints,which shouldbesummarizedon
FlipchartC: Paraphraslnq—KeyPoints:

Communicationseemslike a simple processof sending and recelving
information amongpeople.

But It is one of the more complex things that peopledo. We maythink we
are sending a dear message,but the personwho receives it hears it
differently from thewayit wasintended.Sometimeswearedistractedanddo
not “hear” or listen very carefully.Oneway to ensurethat communicationis
really taklng place is to useparaphrasIng.

Paraphrasingis “capturlngthe meaningof a statementand saylngIt backto
theother personIn your ownwords”:

—original message——>

paraphrase

Demonstrate the processof paraphrasingby asking for a volunteerto discussa subject of
your choosing,for example,“How is thework going in your reglon?’As you talk wlth the
participant, make a consciouseffort to paraphraseat appropriatetlmes using different
phrases,such asthe following:

“You aresaylng. .“ [Uiensay in your own wordswhathasbeensaid]

“In other words...”

‘1 gather that...”
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“1f I uriderstoodwhatyou aresaylng...”

“You mean...”

Ask participantsto Identify thephrasesyou usedto introduceparaphraslngand wrlte them
on a flipchart. Ask themfor otherexarnplesof introductoryphrases.

3. Practice Paraphrasing Time: 25 minutes

Ask thegroupto resumetheir role playby first reviewlngtheir notesto seewheretheywere
andUien continuingtheirdiscussionusing a “paraphraslngrule.”

Before you respond to the other person,you must first paraphraseto the
satisfactionof the otherperson.

Allow this exerciseto go on for about threeminutes. Thenstop the role play briefly,
Instructingthe groups to relaxand only paraphrase whenthey find It useful to darify the
communication.TelI them they can now conciudetheir role play and try to reachan
agreementbetweenthe extensionagentand the committee president.AIIow them to
continue for another three minutes to concludetheir discussion.

Bring the full group back together andhold a discussionby askingthemsuchquestionsas
thefollowing:

• Whatwereyour reactlonsto this exercise?How wasIt?

• What did usingparaphrasingdo to the communicationprocess?

• What did the requirement to use the “mle” do to your
communication?

• When the “rule” was relaxed, what kind of changetook place In
communication?

Ask a fewgeneralizingquestions, for example:

• Whathaveyou foundusefulaboutparaphrasing?

• Whatwaseasy/dlfficult?

• What have you leamedaboutparaphraslng?
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4. Analysis of Asking Questions,Summarizing,

and UsingEncouragers Time: 25 minutes

Explain that paraphrasingIs a key facilitation skill. Now you want to spendsome time
lookingat theotherfacilitationskills: askingquestions,summarizIng,andusing encouragers.

Ask themto explainthedifferencebetweenclosedandopen-endedquestions.

Dlsplay Flipchart D: Closed and Open-endedQuestions,a list of someclosedand open-
endedquestions.Encouragethem to think of startingopen-endedquestionswlth question
words, such aswhat, who, how, where, why, when. List thesewordson the fiipchart. Then
ask them to rephrasesomeof the closedquestionson the flipchart to make them open
ended.

Examplesof questionsto write on FlipchartD:

• Are you feeling tired right now?

• Isn’t todaya niceday?

• Was this last activity useful?

• What did you thlnkof theparaphrasingskit this morning?

• How are you feeling right now?

• When shouldwe takeournextbreak?

• Why amI askingyou so manyquestions?

Ask them to share briefly some of their own experienceswith closedand open-ended
questions.Thenask for suggestionsof ways that couldhelpthem rememberto askopen-
endedquestions.Someexamplesmlght be (1) writing themdown before asking them, (2)
thlnking about questionwordsbeforeaskingsomeoneaquestion, and (3) decidingwhatkind
of answerthey want and whether the question wifi elicit thedesiredresponse.

Next, askthegroupto definesummarizing.Draw out a definition from thegroupandwrite
It on a fllpchart: “Summarizingis....”

Be aware that every group may definesummarizingusing slightly different words. It is
Importantfor thegroupto try andcomeup wlth its owndefinition. It maybe somethinglIke
“Summarizlngis recallingandstatingin a few wordstheessenceor mostImportantpoints
in a conversation.”
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PresentFlipchart E: StarterPhrasesfor Summarizlng.Make sureyou havea list of two or
three starter phrases,such as

• These seemto be the key Ideasyou have expressed...

• 1fl understandyou, you feel this wayaboutthesituation... I
Ask them to add theirown examplesof starterphrasesand write themon the flipchart. I
Display FllpchartF: Encouragers.Go overthe list of encouragers,drawing from the list of
“Other Facilitation Skllls” on the last page of Handout 3-4: Facilitation SkIlls, and explain 1
eachone.

5. DemonstrateFacilitation Skills Time: 30 minutes

Do a qulck demonsirationof leading a discussionusing all of the facilitation skIlls. Ask for 1
three or four volunteersto be membersof an imaginarytaskforce.This taskforcehasbeen
askedby the Ministerof Healthto makerecommendationson waysto Improvesanilation
practicesby the population.You (or the othertrainer)arethefadilitator for this taskforce.

Have the volunteers sit in a clrde In themiddle of theroomIf possible(fishbowl technique).
Theother participantsare to be observers, who will notedown how the facilitator usedall
of the facilitation skills and the Impact of their use on the discussion.When you lead the
discussion,explain that you havethreeItemson the agenda: (1) issuesand concernsthey 1
have about householdsanltation practices; (2) possiblesolutions; and (3) recommendations.
Introducethe discussionwlth open-endedquestionsrelated to the first item, paraphrase
appropriately, summarizewhat theysaidabout the first Item and move to the seconditem, I
doing thesame.Stop after theseconditem (maximum tenminutes) and explain that you will
ask for specificrecommendationsin thenextmeetingof thetaskforce. Thankthemfor their
participationandasktheobserverswhat theynoted.Thisdiscussionby theobserversworks I
best1f It is led by the trainer who wasnot conductlng the demonstration.

6. Practice Facilitation Skills Time: 60 minutes

Give the task outiined in Handout 3-2: IndMdual and Group Task Instructions.Then
distributeHandout3-2. Explain thatthis exerciseis an opportunityfor themto practiceall
the skills demonstratedin this session, Inciuding asking questions, paraphrasing,and
summarizIng. If you want to give them the option of discusslnga topic other than
experientialtraining, beforetheygo into theirgrouptask, leada brainstormingsessionof
possibletopicstheymight cover.Write themonafllpchart.Encourageparticipantsto choose I
toplcsthat are narrow in scope,becausetheywill haveonly five minutesto discussthem.
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Give thema few minutesto prepare.When theirindMdualpreparatlonis completed,break
participantsinto two largegroups, eachwlth one trainer. Then, in eachgroup,askfor a
volunteer who Is wIlling to lead the discussion.Have thevolunteerlead thediscussionfor five
minutes.

Watch for examplesof paraphraslng,open-endedquestions,summarizlng,and encouragers.
Wheneachpersonhasfinishedleadingthediscussion,conducta brief feedbacksession.Ask
thegroup for examplestheyheardofopen-endedquestions,paraphraslng, and summarlzing.
Focusmostlyon what workedwell. Allow thisentirediscussionto lastfive minutes,Uienask
for anothervolunteer to lead the discussion,either using the questionsthat person has
preparedor picking up wheretheotherpersonstopped.

Allow the secondvoluriteer to leadthe discussionfor five minutes.Then, conducta brief
feedbacksessionsimilar to thefirst one. Do the samething for a third person,and a fourth
If time permits.

7. Conclusions Time: 20 minutes

Distribute Handout 3-3: Individual Generalizingand Appivlng Task. When they have
completed the task, ask a few participantsfor examplesof their answersto the question
about things they have leamedin this session.Thenaskfor a few examplesof answersto
the questionabouthow thosethingsapply to their work.

8. Wrap Up/Joumal Time: 10 minutes

Summarize the main points leamedin this session.DistributeHandout3-4: Facilitation SkIlls
and explain where the sectionson paraphraslng,summarizing,asking questions,and using
encouragerscan be found. Answer any remainingquestionsabout thesefour skills, Uien
return to the sessionobjectivesand see if they have been met. Distribute Handout 3-5

:

Journalandgive themUrne to fiiI it out.

MATERIALS

Handout 3-lA: ExtensionAgent Role Play Sheet
Handout3-lB: CommitteePresidentRole Play Sheet
Handout 3-2: Individual andGroupTaskInstructions
Handout3-3: Individual GeneralizlngandAppiying Task
Handout 3-4: Facilitation Skills
Handout 3-5: Journal
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FlipchartA: Session3 Objectives
FllpchartB: RolePlay Instructions
Flipchart C: Paraphrasing—Key Points
Flipchart D: ClosedandOpen-endedQuestions
Fllpchart E: StarterPhrasesfor Summarizing
FlipchartF: Encouragers

I
I
I
I
I
I
I
I
I
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GUIDE To SESSION4: SMALL GROUP TASK CLINIC

Total Time: 3.5 hours

SUBJECT PROCEDURE liME HANDO~X~S/MAl~ALS FLlPcI-L~tRTS

1 lntrodLatlon Presentationand
Discussion

10 minutes A Session4 Objectives

20 minutes Handout4-1: Ushig SmallGroups
1-landout4-2: Impactof Latrines
Handout4-3: MakingSmallGroupWork

Effective

3. Proceduresfor Small Presentation
GroupTasks

35 minutes B Proceduresfor Small

GroupTasks

4 Prepaxatlonfor Practice Taak In Small Groups 45 minutes 1-landout4-4. Using SuccessAnalysis C Small Group Task

Instructions

6 Conclusions Discussion 10 minutes

10 minutes Handout4-5:Journal

D. SmallGroup Taak

Instructions

2 Examplesof Small Group
Tasks

LargeGroup
Brainstomiing

5. SmallGroupTaakPractice Practice 80 minutes

7. Wrap Up/Journal Discussionand
PresentatlonjlndMdualTaak





SESSION4

SMALL GROUP TASK CLINIc

Total Time: 3.5 hours

OBJECTIVES

By theend of thesessiontheparticipantswill beableto

• Identlfy the characterlsticsof an effectivesmall group lask

• Describewhen to usegroup tasksandfor whatpurpose

• Formulate a small group task

• Leada smallgroup task

• LISt someoptions for smallgroup reports

OVERVIEW

Adults learn bestby drawing from their experienceand from interacting with other aduits.
Therefore, aduit learners benefit from a training environment that enablesthemto reflecton
severallevels: on thelr own, in a smallgroup, and In a largegroup. Thetrainershouldvary
the training format to allow leaming to occur at eachof thesethree levels. This sessIon
focuseson thesmall grouplevel throughanapproachknownasa smallgroup task. A small
grouptaskprovidesopportunitiesfor leamersto practiceanewsklll togetherorto formulate
In their own words newly acqulred knowledge. It Is one of the more frequently used
techniquesin experlential training.

When preparing to dlvide leamersinto small groups,the challenge for the trainer is to
formulateataskthat will reinforceknowledgeorbulidskllls in a meaningfulandefficient way.
Therefore, the task must be statedsothat It is directly linked to the objectivesof a session.
It must also be dear andrelatlvely simple,sothat leamerscan beginthelrwork qulckly and
complete it within a reasonableamountof time.

In this session,thetrainersbeginby eliciting from participantsexamplesandcharacteristics
of small grouptasks, and making a presentationon proceduresfor managingthosetasks
Then,aftera perlodfor preparation,participantsaredivldedinto two groups.In eachgroup
a volunteersetsup a smallgrouptask andmanagesthereportout from the small group.
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PROCEDURES

1. Introduction Time: 10 minutes

Ask participants to identify situations in which they leam best. Ask them to use examples
drawing from this workshop and other leamlng situations.

Encourage them to remember group tasks, such as in Session3, when they prepared
questionsto usein leading a group discussionor did role plays.Then explain thatthis session
will focus on small group tasks.

Give an overviewof the sessionin your own words and presentthe objectiveson Flipchart
A: Session4 Oblectlves.

2. Examplesof Small Group Tasks Time: 20 minutes

Lead a brainstorming sessionby asking participantsto think of situations In a training
program in which a small group task mlght be approprlate. Write theirideason a flipchart.
Then, revlewtheir Ideasandaskthemwhat thepurpose of uslng this techniquewould be in
eachsituation.Distribute Handout4-1: Using Small Groups.

3. Proceduresfor Small Group Tasks Time: 35 minutes

Display Fllpchart B: Proceduresfor Small Group Tasks, which should list the four stepsand
the main points under eachstep, as shownbelow.

Explain that there are four basic stepsto preparing for a small group task.

A. Link the task to a sessionobjective.

Analyzewhether theobjective is aimed at knowledgeor skills; for example,the small
group task aimed at using facilitation skills In Handout 3-2. Then refer them to
FllpchartA: Session4 Objectives.Ask themwhlch objectivethis taskis linked to (list
objective). Identify It asa sklll objective.

Then display Flipchart C: Small Group Task Instructions, basedon Handout 4-2: 1
impact of Latrines.

Ask them whether this task is llnked to a skill or to a knowledgeobjective(answer: I
knowledgeobjective). Distribute Handout 4-2. Have them compare It with the task
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in Handout 3-2. Notethat participants are askedto performan analyticaltaskrather
than to demonstratea skill.

B. Decidewhether a small group taskis appropriate for reaching that objective.

Ask for somereasonswhy one might chooseto involve the larger group, and why
onemlght choosea small group:

(a) a small group: more people can participate, more examples or ideas may be
generated, it varies the format, It movespeoplearound, It Increasesenergy in the
group, and so On;

(b) a largegroup: less time thanin a small group, thetrainercanadd examplesand
lead thediscussionso that It will be more focused,and so on.

Add that you decidedto achievethe skill objective in Session3 in a small group and
explain the reason—principally that you wanted participants to practice facilitation
skllls.

C. Formulate the task.

DescribethestepsIn a task. Underline theimportance of thefollowing considerations
in formulating a task.

1. Decide how to group people: look at the total number of participants and
decidehow many groups makesense;what the slzeof eachgroup should be
(preferably no more than six per group); how you want to divlde people up
(letting them go where they want,counting off—”l, 2, 3, etc.,“ or assigning
people by name).

Briefly dlscuss the pros and consof eachcholce.

2. Declde what you want them to accomplish: think of the participants’
knowledge and skffl level and decidehow complex the task should be; look
at what you have presentedprevlously and determine how you can integrate
It into thetask; think of theamountof time you want them to spend on the
task.

3. Decldehow you want peopleto report out: writtenreportson flipcharts,with
a person from eachgroup reporting out, or simply postedfor the trainerto
revlew; a person in the groupwrites the report and sharesIt orally; the
traineraskseachgroup for an exampleof how they respondedto a portion
of the task; and soon.
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Briefly dlscuss thepros and consof theseapproaches,focusingon decislonsabout
how much time It can takefor eachgroup to report out and on the savingsin tIme
when the trainer selectssample responsesfrom eachgroup.

D. Write the task. I
Make sure the taskis dear and that It inciudesa seriesof simple and distinct steps;
write It on a flipchart or chalkboard, or evenon a handout (especiallyfor complex
tasks,or if a group is going to another room).

Explain the advantagesof a written task, for example, visual reinforcement;easier
for peopleto askclarIfying questionsabout a particular step; peoplecan refer to It
throughout the task.

Ask for the disadvantagesof not writing the task, for example, people cannot
remernber; the trainersmaynot rememberclearly; thetask becomeslessdearevery
time the trainer repeats It. 1
Distribute Handout 4-3: Making Small Group Work Effective. Explain that It
summarizesthemain points you have made.

4. Preparation for Practice TIme: 45 minutes

Explain that you want themto practice preparing and delivering a small group task. In order
to focus on the componentsof such tasks, say that you wifi not go beyond the processing
step In the experlentlal leaming cycle. The design and delivery of the generalizing and
applylng stepswill be coveredin Session7. Teil them that you will have two sample tasks
available to them, one theyhave already seen,Handout 4-2: Impact of Latrines, and a new I
one, Handout 4—4: UsingSuccessAnalysis. Distribute and discussHandout 4-4, explaining
that the first part provides somebackground on successanalysis(avold a lengthy discussion
of the content), and the secondpart is the small group task. DMde the large group into I
groupsof five or six people;assignHandout4-2 to half of thegroups and Handout 4-4 to
the other half.

Presentthe task on Flipchart D: Small GroupTask Instructions,asfollows:

• Read the taskassignedto yourgroup I
• Dlscusshow the task was designed,uslng the four stepslisted on

FlipchartB: Proceduresfor Small GroupTasks

I
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• Copy thetask orito a fllpchart

• Take 25 minutes for this task

Walk around to thedifferent groups, offering to help clarlfy the task.

When all the groups have finished thelr task, sayyou want eachgroupto describebriefly
how It analyzedoneof the four stepsIn theprocedures for small group lasks.Go from group
to group, one step for eachone. Take no more than 15 minutes for this discussion.

5. Small Group Task Practice Time: 80 minutes

Ask for two volunteers from two separategroups to practice presentlng their small group
task. Break into two groups, with one trainer In eachgroup. Remind them that you want
them to presentthe task, managethe small group work, and lead a reporting out session.
Begin the practice session.

Allow thesessionto last no more than 40 minutes, cutting It off if necessary.1f you needto
cut it off, act in an encouragingmanner, explaIning that theyshould not worry If thesession
goesover the lime at this point becauseeveryoneIs there to leam the technique, and not
necessarilyto completethesmall group task. if thesessionbasnot progressedvery far during
that time, ask the presenter to describe what he or shewould have doneto completethe
task.

Lead a group discussion. First, ask the group for a step-by-stepdescription of the task
presentationandmanagement.Avold anddiscourageany evaluativecommentat this point.
Then ask both the group and thepresenter what went well. Keep them focusedon what
went well, telling them that they can talk about Improvementslater. Finally, ask everyonefor
suggestionsof Improvements. Encouragethemto ha specific,descriptive,and nonjudgmental.

6. Conclusions Time: 10 minutes

Ask them what they leamedabout managing small group tasks.Write the main points on a
flipchart.

7. Wrap Up/Journal Time: 10 minutes

Ask them for a few brief examplesof how they might usesmall group tasks back in their
work situations. Then return to the sessionobjectivesandask If they were reached.

Distribute Handout 4-5: Journal and give them a few minutes to record what they have
leamedin theirjournal.
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MATERIALS I
Handout 4-1: UsingSmall Groups I
Handout 4-2: Impact of Latrines
Handout 4-3: Making Small Group Work Effective
Handout 4-4: Using SuccessAnalysis
Handout 4-5: Journal

FlipchartA: Session4 Objectives I
FlipchartB: Proceduresfor Small GroupTasks
FlipchartC: Small Group Task Instructions
FlipchartD: Small Group Task Instructions I

I
t
t
I
I
I
I
I
I
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GUIDE TO SESSION5: GMNG AND HELPING OTFIERS GIVE FEEDBACK

Total Time: 2 hours

SUBJECT PROCEDURE 11~ FL~NDOU1WATERIALS FUPCHARTS

1. Introduction Presentatlonand
Discussion

10 minutes A. Session5 Obiectives

2. GMngandHelping
OthersGive Feedback

ReadingandPresentatlon 30 minutes Handout5-lA. Guldelinesfor GMng
Feedback
Handout5-lB: HelpingOthersGive
Feedback

B. GlvingFeedback
C. HelpingOthersGive

Feedback

.1~S

—J

3. Procedurefor Practicing
FeedbackSklIIs

4. PracticeFeedbackSklIls

TaakAsslgnmentfor Trios

Taak In Trios

10 minutes

40 minutes

I-Iandouts5-2A and 5-23: FeecFoack
Situation1

Handouts5-2C and S-2E).Feedback
Situation2

D. FeedbackPractice
TaakInstructions,
Part I

D. FeedbackPractice
TaakInstructions,
Part2

5 RevlewSklllPractice

6 Conclusions

Discussion

Discussion

10 minutes

10 minutes

10 minutes Handout5-3: Journal7 WrapUp/Journal DiscussionandPresentation/
Individuel Taak
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SESSION 5

(3IVING AND HELPING OTHERS GIVE FEEDBACK
Total Time: 2 hours

OBJECTIVES

By the end of thesessiontheparticipantswill be able to

• List the criteria for giving useful feedback

• List the criteria for helping others give feedback

• Apply thesecriteriain giving andhelpingothersgive feedback

OVERVIEW

Feedback Is a processof recelving and evaluating information about our behavior. In
particular, It is informationabouthow ourbehavloraffectsothers.Feedbackalwaysinvolves
a communication process,either verbal or nonverbal, intended or unintended. Feedbackis
also essentialto the learning process; trainers regularly give feedback to participants and
participantsto eachotherdurlng the courseof a workshop.

This sessionbeginswlth a presentatlonof someguldelinesfor givlng andhelping othersglve
feedback. Participants are then given an opportunity to practice giving and receMng
feedbackin trIos basedon a situation betweena supervisor and a f leid worker. The session
erids wlth a discussionof how feedback is given and recelvedin this and other workshops.

PROCEDURES

1. Introduction Time: 10 minutes

Refer to the prevlous exerciseand ask how participants found out how they were doing
when theypresentedtheir small group tasks and what kind of impact they were having on
the group. Encourage them to think of examplesof both verbaland nonverbalfeedback.
Point out that theseare examplesof somethingcalled feedback.” Link to this session,giving
an overvlew in your own wordsandpresentFlipchartA: Session5 Obfectlves.
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2. Presentation Time: 30 minutes

Explain that feedbackis à processof recelvingand evaluating information about our behavlor
and that It comesfrom our day-to-day contactswith people. In particular,it is information
about how our behavlor affectsothers. Statethat feedbackalways Involvesa communicatIon
process,either verbal or nonverbal, Intended or unintended. Flnally, show how feedbackIs
essentialto the leamingprocess,and explain that trainersand participantsmust glve and
receivefeedback.

Give examplesof feedback that you have recelved from participants when they indlcated
their Interest In a session,both verbally and nonverbally. Explain how you directed their
feedbackin theprevloussessionwhenyou askedthemto bedescriptiveandnon-judgmental
in analyzing the small group task presentations.Ask them why they think you insistedon
those rules.Encourageanswerssuchas“being descriptivegivesthe presentera dear picture
of how others were affected by his or her behavior” and “being Judgmentalmay turn the
other personoff, or It may be discouraging.”

Displày Flipchart B: Giving Feedback,whlch should be basedon Handout 5-lA: Guidelines
for Givlng Feedback. Explain the guldeilnes,using exampiesfor eachone.

Indlcate that trainers needto be skilled not only in glvingfeedback,but alsoin helpingothers
give feedback. Refer again to your insistencein the prevlous sessionon following those
guidelines.

Display Fllpchart C: Helping Others Give Feedback,which should be basedon Handout 5

-

lB: Helplng 011-iersGIve Feedback. Explain theseguidelines, using examplesfor eachone.

Distribute 1-landouts 5-lA and5-lB. Ask themto readthembriefly, andencouragethemto
askclarifylng questions.Try to avoid a Iengthy discussionof the relative meritsof one or the
other point, or of how appropriate theguldellnesmaybe In variouscultures.Teil themthey
will havean opportunityto dlscussthesepointslater. First, you want to give thema chance
to practice using the guidelines, in that experiential training meanslearning as much as w

possiblefrom active experiences,ratherthanfrom abstracttheoreticaldiscussions.

3. Procedure for Practicing FeedbackSkills Time: 10 minutes

Divlde participants into groups of three. Explain the following procedures from Flipchart D

:

Feedback Practice Task Instructions, Part 1, and indicatethat therewill be two feedback
practice rounds.

I
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Round One

• Each person in the trio will play a different role:

Rote 1: Ahmed, the extensionagent
Role 2: Mohamed,Ahmed’s supervisor
Role 3: Observer

• Ahmed and Mohamed will eachbe given a separatesituation sheet.
The observerwill be given both sheets.

• Take three to fIve minutes to prepare your role:

— Mohamed, feedbackgiver
— Ahrned, feedbackrecelver
— Observer, looking at how Mohamed and Ahmed follow

feedbackguidelines

• Takefive to sevenminutes for the feedbacksession.

• Take sevento nine minutes for observer to share Impressions wlth
Ahmed and Mohamed.

Explain that you will describe Round Two after they have finished Round One. Distribute
Handouts 5-2Aand5-2B: FeedbackSituation 1 to theplayers and observers.Make sure the
right peopleare given the situation for Ahmed and for Mohamed, and that the observer is
glven both situations.

4. Practice FeedbackSkills Time: 40 minutes

BeginRoundOne. This round should takeno longer than20 minutes. At theend of Round
One, ask for quick answersto questionsabout how many usedthecriteria, what trouble they
had, what they found most useful, and whether the observerusedtheguidelineswhen giving
feedbackto the players.

Then begin Round Two by displaylng and explainlng Fllpchart D: Feedback Practice Task
Instructions, Part 2

:

Round Two

• New situation: Mohamed and his boss,the Division Director.
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• The former Ahmed Is now the observer. The prevlous observer is
now the Division Director. Mohamed remains the same.

• Mohamed and the Division Director will each be given a separate
situation sheet. The observer will be given both sheets.

• Take three to five minutes to prepare your rote:

— Division Director, feedbackgiver
— Mohamed, feedbackreceiver
— Observer,looking athow theDivision Director andMohamed

follow feedbackguldelines

• Take five to sevenminutes for the feedbacksession

• Take sevento nine minutes for observer to share impressionswlth
the Division Director and Mohamed

Distribute Handouts 5-2Cand 5-2D: FeedbackSituation 2. Stop thediscussionafterabout
20 minutes and move to the next step. I
5. Review Ski!! Practice Time: 10 minutes

Ask what they think about the exercise: I
• What was easyand what was difficult?

• Whlch criteria are easIestand which are most difficult to use?

• Which itemsdid theychooseto give feedbackon?(Explainthat they I
should chooseonly one or two itemsthat are appropriate given the
guidelines for giving feedback.)

Ask themwhat are somecultural conslderationsabout feedbackin their country and how the
guidelines mlght be adapted to them.

6. Conclusions Time: 10 minutes

Ask what they learned about giving and helping othersgive feedback. If possiblerecord their
answerson two fllpcharts, one for givlng and the other for helping others give feedback. I
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7. Wrap Up/Journa! Time: 10 minutes

Ask for someexamplesof how theyplan to usefeedbackin their work situations. Focus both
on opportunities and on possiblebarriers. Then talk briefly about how they wijl have many
more opportunities to practice feedbackdurlng this workshop and encouragethem to thirik
of theseguldelinesat all limes in thenext few days.

Summarize the major points of this sessionand review the sessionobjectives. Distribute
Handout 5-3: Journal and give them time to completeIt.

MATERIALS

Handout 5-lA: Guldelines for Giving Feedback
Handout 5-lB: Helping Others Give Feedback
Handout 5-2A: Feedback Situation 1: Ahmed
Handout 5-2B: FeedbackSituation 1: Mohamed
Handout 5-2C: FeedbackSItuation 2: The Division Director
Handout 5-2D: FeedbackSituation 2: Mohamed
Handout 5-3: Journal

Flipchart A: Session5 Objectives
Flipchart B: Giving Feedback
FllpchartC: 1-lelping OthersGIve Feedback
FlIpchartD: FeedbackPractIce Task Instructions, Parts 1 and 2

53



e — s s e e — s ~ i



GUIDE TO SESSION6: CASESTUDY CLINIC

LargeGroup
Brainstomiing

Presentation

TotalTime: 3.5hours

FUPCHARTS
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C. CaseStudyTaak
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D. TaakIn Pairs

PROCEDURE
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U,
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SUBJECT
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Handout6-6~J~al

Taakin Pairs

Practice
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SESSION 6

CASE STUDY CLINIc

Total Time: 3.5 hours

OBJECTIVES

By the end of the sessiontheparticipants will be able to

• Identify the characterlstlcs of a goodcasestudy

• Descrlbewhen to usecasestudies and for what purpose

• Prepare a dellvery plan for a casestudy

OVERVIEW

Experiential training is based on a varlety of learning experiences. These learning
experiencesall have different objectives, but the overall purposeIs the same:enabling
leamers to draw on their work and life experiencesto acquire new knowledgeandpractice
new skills. This sessionIntroduces partIcipantsto the casestudy asan experlentialleaming
technique.

A casestudy is a narrative accountof a seriesof eventsor situations that revoive around a
specific problem or problems. Case studies can address a wide varlety of problems:
relationshIpsbetweenpeople,unclearrolesbetweenpeoplewhowork together, inadequacles
of bureaucraticsystems,andso on.

This sessionfocuseson building skIIIs for the delivery of case studies. It beglnswlth a
demonstratlon of a model case study. This demonstratlon Is used to analyze the
characterlstics of a goodcasestudy, Its leamlng purpose, and a casestudy delivery plan.
Participants then prepare to deliver a casestudy usinganothermodelcasestudy.Whentheir
preparation Is completed, the participants are divided into two groups and two volunteers
practice delivering a casestudy.
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PROCEDURES

1. Introduction Time: 10 minutes

Ask participantswhat a casestudy is from their viewpoint and experienceand whether they
have usedthem before In their training, either as trainers or as participants.

PresentFlipchartA: Session6 Oblectivesand presentan overvlewofthesessionin your own
words.

2. CaseStudy Demonstration Time: 40 minutes

Explain that you will demonstratethe delivery of a casestudy. You wantparticipantsto be
themselvesin this demonstration. In addition, you want them to observehow you deliver the
casestudy and to reflect on how the caseItself is written. Once thedemonstratlon is over,
you will ask them for their observationsand reflections. Finally, explain that you will stopat
the processingstep in the experiential leaming cyclesothat they canfocus on all the steps
used for case study delivery. The generallzingand applying steps will be covered In
Session7.

Baseyour demonstratlon on Handout 6-l: Demonstratlon CaseStudy. Use thefollowing
stepsasa guide In your presentation.

A. Introduction (5 minutes)

Ask participants what training techniquestheyhaveseenused in schoolsand training
institutions, and whether the trainers andteachersthey haveknownwould be open
to trylng different techniques.

Draw on their examplesoftradItlonal techniquesandinflexible instructors and explain
that you want to spendsome lime discussing how to convince people to try new
approaches.

Display FlipchartB: CaseStudy Oblectivesand read It out loud.

B. CaseStudy (20 minutes)

Introduce the case study in your own words, then distribute Handout 6-l

:

Demonstration CaseStudy. Give them five minutes to read it and think abouttheir
responsesto thediscussionquestions.Then presentFlipchart C: CaseStudyTask
Instructions,which shouldincludethefollowing information: I
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• DIvIde Into groups of four or five people

• Discussyour answersto the three questions

• Agree on themosteffectiveapproachto preventing or solving
theproblem

• Take15 minutes for this task

C. Processing(10minutes)

• Ask one group to brIefly descrlbetheproblem

• Ask the others 1f they agree

• Ask ariother group what theywould doasthemanagerof this
office

• Ask the other groups 1f they have different ideas

• Compare andcontrast the dlfferent proposedapproaches

• Ask anothergroup to suggesthow to avoid this problem, and
tum to other groups for dlfferent suggestions

• Compare and contrast brlefly

• Ask them what they thought of the case, and whether It
seemedrealistic

That-Ik them for their participation and saythat thedemonstration is over.

3. Characteristicsof a Gooci CaseStudy Time: 25 minutes

Presentthe taskOn Flipchart D: Task in Pairs as foliows:

• Turn to your rielghbor

• Look at the casestudIes on Handout 6-l and Handout 6-2: The
Interrelationship betweenWater and Health
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• List what you thlnk are two or three characterlstics of a well-written
casestudy

• Take15 minutesfor this task

Distribute Handout 6-2.

After 15 minutes,ask particIpants to sharethecharacteristicsthey identified andrecordthem
on a flipchart. Make sure answers similar to the following are Included:

• Situation is clearly stated

• Short andto thepoint

• Not too many details

• Complicated enough sothat the solution is not obvlous

• Reallstic and believable

• Solvable

• Clearly wrltten

• Capable of generating discussion

4. Leamirig Purposefor CaseStudies Time: 10 minutes

Ask the total group to suggestthe purposes for whlch a trainer would use a casestudy.
Write thelr responseson a fllpchart. Make sure to inciude answerssimilar to thefollowing:

• Practicedevelopingalternativestrategies

• Portrayfield experienceIn theclassroom

• Practicedecislonmaking

• Practice problem identification

• Practice problem solving
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Ask what the dlfference is betweena casestudy and a small group task. Accept answersthat
identify the small group lask included in the casestudy. However, explain the distinction
betweena small group task, such asin Session4, which Is a one-dimenslonalexercisealmed
at working through a problem, and a casestudy, which Is a multidimensionalhypothetical
situation that involves opposing viewpoints or perspectivesand Is aimed at the leaming
purposeslisted on the flipchart.

Distribute Handout 6-3: Put-poseand Characterlstics of a CaseStudy.

5. Delivery Plan for a CaseStudy Time: 15 minutes

Conduct a brief presentationon how to deliver a casestudy. Ask participantsto recall the
major steps in the dellvery of the demonstration casestudy in Step 2, the Case Study
Demonstration. Write the stepson a fllpchart andexplain what washappening at eachstep
and why.

Distribute Handout 6-4: Delivery Plan for a CaseStudy. Ask participants to read It. Then,
encouragethem to ask questions and brief ly expialn the stepsdescribed in Handout 6-4,
especlallyIf thewording is a bit different from what you wrote on the fllpchart.

6. Preparation for Case Study Delivery Time: 35 minutes

Dlsplay Flipchart E: Practice Preparatlon Task Instructions and explain the instructionsthat

follow:

Task in Pairs

• Read Handout 6-5: CaseStudy—Latrine 1-lyqiene In Kabora arici/or
Handout 6-2: CaseStudy:The Interrelatlonshlp betweenWater and
Health

• Write a 35 to 40 minute delivery plan for setting up and processlng

this casestudy (useHandout 6-4asa guide)

• Be sure to include

— How to introduce the case

— When to dlstribute thecase
— Task Instructions, including how to group people and how

much time to spend in groups
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— Specificprocessingquestions
— Theamountof time allotted to eachdelivery step

• Take30 minutesfor this task

Explaln that you will later askfor two peopleto delivery their plansin a practicesession.
Give themthe optionof deliveringtheir plansaloneorasa two-personteamof co-trainers.

Distribute Handout 6-5: CaseStudy—Latrlne[-lyqieneIn Kaboraand/orHandout6-2: Case
Study:The InterrelatlonshlpbetweenWaterand Health.

As you walk around to help the groups of two, try to identify the two deilvery plans that
seemthe most solid. Encouragethe peoplewho preparedthose plans to volunteerfor
dellvering them. If they seemto be ready before the othergroups,you may askthem to
begin actual preparations by writing thecasestudy objectiveandthetaskinstructionson a
fllpchart. This early preparationwill save time, and should be serlouslyconsideredif the
sessionis runningbehlndtime.

7. Delivery and Critique Time: 60 minutes

DMde thelargegroupinto two groupsthat areappropriatefor the numberof participants
and trainers.Chooseone participant (or a team of two) who will deliver thecase.

Keep the case study delivery to a maximum of 40 minutes, stopping the presenterIf
necessary.Before the practicesessionbegins, be sureto explainthat you will stop at 40
minutes,and thatthepresenter(s)shouldnot feel badaboutIt, becausethemain purposeof
thesessionis to practiceandlearn,not to achieveImmediateperfection.

Leada critique of the deliveryplanuslng questionsmodeledon thefollowing:

• Whatwas___________‘sdeilvery plan?

• Whatwasthe climate-setting question?

• How did he/shegroup people?Appropriate?

• What instructions did she/hegive? Appropriate?

• Whatwashis/herprocessingplan?

• Whatwastheopeningquestion?WasIt anopen-endedquestion?
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• How did she/hefocusorguide theprocessing(useof paraphraslng,
summarizing)?

• What worked?

• What could havebeenImproved?

Keep the critique to a maximum of 20 to 25 minutes.

8. Conclusions Time: 10 minutes

Ask participants what they learnedaboutcasestudiesandmorespecificallyaboutwriting a
delivery planandhavingto deliver It. Write theiranswerson a flipchart.

9. Wrap Up/Journal Time: 5 minutes

Ask in what situationstheywould considerusing casestudies.Suggestthattheywrite these
ideasdownuslng Handout 6-6: Journal.

Remind participants to hold onto their work becausetheymay want to useIt in the practice
training sessionlater In the week.

Revlew thesessionobjectives.

MATERIALS

Handout 6-1: DemonstratlonCaseStudy
Handout6-2: CaseStudy: The Interrelationship betweenWaterandHealth
Handout 6-3: Purposeand Characteristlcs of a CaseStudy
Handout6-4: Dellvery Planfor a CaseStudy
Handout6-5: CaseStudy—LatrineHygieneIn Kabora
Handout 6-6: Journal

FllpchartA: Session6 Objectives
FlipchartB: CaseStudy Objectives
FllpchartC: CaseStudy Task Instructions
Flipchart D: Task in Pairs
FlipchartE: PracticePreparationTask Instructions
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SESSION 7

SESSIONDESIGN FRAMEWORK

Total Time: 1.5 hours

OBJECTIVES

By the end of the sessionthe participants will be able to

• Identify thereasonsfor generalizingandappiylng

• Write generalizlngandapplylng questions

• List the sevenstepsof a trainingdesign

OVERVIEW

The purposeof this sessionis to leam how the componentsof theexperiential leamingcycle
(ELC) areusedin asessiondesignmodel.ParticipantswereIntroducedto theELC in Session
2, when they analyzedhow the ELC stepswere usedto deliver a casestudy. This session
both reinforcesthat sessionandpresentsa modelthat translatesthe theoreticalframework
of the ELC Into sevensimple steps. In the Small Group Task and CaseStudy Cllnics
(Sessions4 and 6), participantsworked on four of thosesevensteps,from climate setting
throughprocesslng.This sessionfocuseson the generallzlngand applylng stepsaswell as
the wrap up step.

The sessionbeginswith a presentationon thegeneralizlngandapplylngsteps.Participants
then practice writing generalizingand applylng questionsusing the three casestudies
presentedup to this point in the workshop.The sessionendswith a presentationand a
discussionon thesevenstepsIn a sessiondesign.

PROCEDURES

1. Introduction Time: 10 minutes

Referto theprevloussession.Ask participantsfor someexamplesof questionsyou asked
whencrltiquing the practicesession.Teli themthoseareexamplesof processingquestions.
Ask them for otherexamplesof processingquestions.They should give examplesof the
questionstheypreparedto processtheircasestudyor small grouptask,amongothers.
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Explain that you want to go beyond the processingstepin this session,and that the reason
for stoppingat thatstepup to this point In the workshopwasso theycould first master all
the stepsthat leadto and Include processing.

Presentthesessionovervlewin your own wordsand introducetheobjectiveson Flipchart I
A: Session7 Oblectives.

2. Generalizing and Applying Time: 20 minutes

Refer to the previoussessionandaskfor examplesof the questionsyou askedin “Step8: I
Conclusions”and “Step 9: Wrap Up.” List them in two separatecolumris on Fllpchart B

:

Writing GeneralizingandApplvlnq Questions.

Ask what is the purpose of generallzing and how It relates to the otherstagesIn theELC.
Display FlipchartC: TheExperientialLeaminqCycle(the sameasFlipchartH from Session
2) asa referencepoint. Encourageanswers suchasthe following:

• Relating the patternsthatevolvedduring the experiencephaseto the I
experiencesof everydaylife

• Drawing conclusionsthat help derive general meaningfrom the I
experience

• ldentifylng key learningpoints that are of generalsignificance I
• Making generalizatioristhat relateto thesessionobjective

Point out that It is Important not to confusethe processingand generailzingsteps.The
processingstepstil refersto eventsthat occurredduring the experlence.Discussionof
specific events in the experlenceshould end before beginning the generallzing step.
Otherwise,participantswill stilI be thinking of theexperience,andnotwhattheylearnedthat
will be useful to themin theirwork orat home.

Ask for additionalexamplesof generalizingquestionsandadd themto theflipchart. Include
examplesthat are similar to the following: I

• Whatdid you learnfrom this experlence?

• Whatmoregeneralmeaningdoesthis havefor you?

• What conclusionsmight wedrawfrom that? I

68 I
I



• What are the most Important things you have learnedfrom this
session?

• What doesthatsuggestto you about________ In general?

Next, askwhat is thepurposeof applylngandhow It relatesto theotherstagesin the ELC.
Encourageanswerssuchasthefollowing:

• Drawingon inslghts from thegeneralizlngstepto identify how to use
them in everyday life

• Planningfor moreeffectivepost-workshopbehavlor

• Planning for uslng newskllls in everydaylife

Ask for additional examples of applylng questions and add them to the flipchart. Inciude
examplesthat are simIlar to the following:

• How would you apply/transfer that?

• Whatwould help/hindertheapplicationof this concept?

• How mlght you overcometheproblemsthat hinder its application?

• Whatmodificationswould makeIt work for you?

• What would you like to do wlth _______ In your back-home

situation?

• What are theoptionsopento you?

3. Writing Generalizingand Applying Questions Time: 30 minutes
Explain that you want to give them some practice in writing generallzingand applylng

questions.Display FlipchartD: Small GroupTask, as follows:

• Divide into groupsof threeor four peopie

• Choose one of the three case studies used in this workshop
(Handouts 2-4, 6-1, or 6-3)

• Write two generailzingandtwo applylngquestionsfor thecasestudy
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• Take15 minutes for this task

When the 15 minutes are over, ask eachgroup to share examplesof generalizing questions
they wrote. Discuss and critique as appropriate. Then move to the applyirig questions.

Remind them to hold onto the work they havedonebecausethey may need It for the
sessionsof practice training In WeekTwo of theworkshop.

4. TheSevenStep Model Time: 15 minutes

Makea presentationon thedesignmodelusingFlipchartE: The SevenStepModel. Fllpchart
E is basedon thestepsoutlined in Handout 7-1: DesignComponentsof an Experlential
Training Session.

Participantsshould remember thesesteps:(1) climate setting, (2) the objectives, (3) the
experience,(4) processing,(5) generalizing,and (6) applylng. Ask them what theythink the
seventhstep Is, then unveil the “closure” stepand explain It as It is statedin Handout 7-1.
Indicate that It could also be cailed “wrap up,” as It is calledin this guide(In this guide, the
applylng and closurestepsare combined In the “wrap up” step). I
Explain that the generalizingand applylng stepsdo not always immediately follow the
processingof an experience.They usually come at the end of an enlire sessionthat may
Include severalexperiences,such asrole playsand casestudies, that trainers have presented
andprocessed.

Dlstrlbute Handout 7-1.

I
5. Conclusions Time: 10 minutes

Ask what are themostimportantthings theyhavelearnedin this session.

6. Wrap Up/Journal Time: & minutes

Ask participantsto wrlte in theirjournal, Handout7-2. I
Summarizethemain learningpointsIn this sessionand review thesessionobjective.

I
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MATERIALS

[-landout7-1: Design Componentsof an Experiential Training Session
Handout 7-2: Journal

FlipchartA: Session7 Objectives
FlipchartB: Writing Generalizing and Applylng Questions
FllpchartC: The Experlential Leaming Cycle
Flipchart D: Small Group Task
Flipchart E: The SevenStepModel
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SESSION8

LECTURETFES AND DEMONSTRATIONS—
PREPARATION FOR PRACTICE

Total Time: 3.5 hours

OBJECTIVES

By the end of thesessiontheparticipants will be able to

• Identify the characteristics and leaming purposesof interactive
lecturettes

• Deliver an InteractIve lecturette

• List the stepsfor making a demonstration more experlential

OVERVIEW

Traditlonal teachingmethodologyoftenrelieson thelecture for transfening information from
Instructor to student. However, partof thephllosophy of adult leaming is that the leaming
environmentcan be greatlyenriched by the active participation of the leamers.When they
are actively involved in the leaming process, participants are more likely to assume
responsibility for thelr own leaming. Interactive lecturettesand demonstrationsaredeslgned
to Involve participants through discussionand activities that are conducive to the effective
transferof infomiatlon. They areamongthemore frequently usedtechniquesfor transferring
knowledgein trainIng programs. It is therefore critical for trainers to understandtheconcepts
and processesInvolved In delivering interactive lecturettesand demonstrations.

Thissessionbeginsby identifylng thecharacteristicsofa goed lecturette, Its leamingpurpose,
and Its major stages.A brief presentation on preparing and conducting a demonstration
foliows. Then,participantschoosefrom amongseveralsamplelecturettesand outline how
they plan to deliver It. The sample lecturettes lead either to a small group task or a case
study, whlch participants will have prepared in Sessions4 and 6. After preparing their
lecturette, partIcipants prepare an entire 45-minute sessionfor the first round of practice
training,which foliows this session.
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PROCEDURES

1. Introduction Time: 10 minutes

Ask participants how manyuselecturesin their training activities. Find out whether they find
that approacheasyor difficult, and what theyseeastheadvantagesanddisadvantages.Ask
the same questions about demonstrations. State that this session will deal wlth both
techniques.

Presentthesessionovervlew in your own words and Introducetheobjectiveson Flipchart
A: Session8 Objectives. I
2. Characteristics/LeamingPurposesof Lecturettes Time: 10 minutes

Give a definition of an Interactive lecturette.On a flipchart, write a deflnition that resembles
the following:

An interactive lecturette Is a brief presentation that involves leamers through
questionsandvisualaids.

Explain that it is a stimulating andpowerful modefor helping Individuals integrate personal
learning wlth conceptualmaterlals.

Ask what participants think are thecharacterlslicsof a goedlecturette. Write their responses
on the fllpchart and encourageanswerssuch asthe following:

• Is short (10-25minutes)

• Usesopen-endedquestionsto involve participants

• Makesa few key points

• Draws on the experlenceof participants

• Usesvisual aids (fllpchart, handouts,etc.)

• Is carefullyprepared

Ask what are somelearning purposes of lecturettes. Write responseson the flipchart and
encourageanswerssuch asthefollowing:
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• Transferring knowledge

• Exploring principles, models, researchfindings, or theory

Explain that lecturettes are usually one of two or more techniquesused in a session.They
may precede or follow a case study, exercise,or role play. Lecturettes are therefore a
knowledge building block in a sessionthat may Involve the practice of skllls through another
technique.

3. Delivering Lecturettesand Demonstrations Time: 40 minutes

A. Describethe three stagesfor preparing and presenting a lecturette on FlipchartB

:

Delivering Lecturettes,asfollows:

• Introductoryquestions

• Main (key) points

• Summary

Explain the three stagesand provide tips for presenling effective lecturettes. Involve
participants in this lecturette through questions in order to model the technique
effectivelyandconslstently.UseHandouts 8-lA: The Interactive Lecturefte and 8-lB

:

UsingVisual Aids.

Distribute Handouts 8-lA and 8-lB. Then, distribute and describeHandouts 8-2A

,

B, and C: Sample Lecturette Outlines.Show how they are linked to theprevlously
coveredcasestudiesand small group tasks.

B. Make a brief presentation on how to make demonstrations interactive. Ask
participantswhatwould be similar to or dlfferent from betweentheapproachused
to makelecturettesInteractive. Confirm that theapproachesarevery similar, but that
there are someadditional stepsthat will make demonstratlonseffective.

Use Handout 8-3: Preparing and Presentinga Demonstrationasa guide In your
presentation.Put the key points on Fllpchart C: Preparing a Demonstratlonand on
FllpchartD: Presentinga Demonstration.

Distribute Handout 8-3. Then, distribute Handout 8-4: Sample Demonstratlon.
Explain that this sample provides an exampleof a hygleneeducationdemonstration.
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4. Preparation for Practice Time: 2.5 hours

Give the taskon Flipchart E: Practice Preparatlon Task Instructions, as follows:

Taskin Pairs

• Selectone of the lecturettesfrom Handouts8-2A, B, C that you
would like to present

• Preparean interactive lecturette lasting no more than 15 minutes

• Write an objective

• Write the questionsyou plan to ask and describehow you plan to

presentthe key points
• Estimatehow much time eachquestion and key point will take

• Wrlte your objective andkey points on a flipchart

• Take 35 minutesfor this task

Walk aroundandmonitor their progress,offering helpwhereneeded.

Explain that you now want eachpair to developan entire45 minutesessionthat includes
both the lecturette and either a smallgroup task or a casestudy,dependingon the subject
theyhavechosen.Saythat they will deliver thedesignin thenextsession.

Distribute Handout8-5: SessionPreparationTaskandwrite the mainpointson FlipchartE

:

PracticePreparationTask Instructions.

Make sure theyare dearabout the need for a wrItten training planand that all theIr visual
aids should be ready by the end of this session. 1f photocopying Is needed, make
arrangementsin advanceof thesessionsothat participantswill not bedelayed. Providethem
with flipchart paperandmarkersasneeded.

Circulateamongthe groups,helpirig them wlth their training plans asmuch as possible
without being too prescriptive.

Explain how you haveassignedthe presentationtimes. Show a block calendarwith the
namesin eachblock of time. Allow 45 minutesfor eachpresentatlonand 30 minute for
feedbackfrom thetrainer(s).
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You should divide participantsinto two groups,or tracks,duringpartor all of thepractice
training sessions,one wlth each trainer. This arrangementwill allow each parfidpantan
opportunity to be Involved in an entire presentation.

MATERIALS

Handout 8-lA: The Interactive Lecturette
Handout8-lB: UsingVisual Aids
Handouts8-2A, B, C: Sample LecturetteOutllnes
Handout8-3: PreparingandPresentinga Demonstratlon
Handout8-4: SampleDemonstration
Handout8-5: SessionPreparationTask

FlipchartA: Session8 Objectives
FlipchartB: Deliverlng Lecturettes
FltpchartC: Preparinga Demonstration
FlipchartD: Presentinga Demonstration
FlipchartE: PractIcePreparation Task InstructIons
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SESSION 9

PRACTICE TRAINJNG ROUND ONE
Time: 7 hours,45 minutes

OBJECTIVES

By theend of the sessionparticipantswill be able to

• Dellver a sessionusing thesevenstepsIn thedesignframework

• Work wlth a co-trainer

• Identify thoseareasin whlch they needto improvetheir skills

OVERVIEW

Practicetraining is thekeycomponentof a training of trainersworkshop.It givesparticipants
a chance to improve On existing training knowledge and skills and try out new skills in a
situationin which more experlencedtrainers cangive them feedback.

This sessionis dlvlded into five modules,eachlasting75 minutes—45minutes for a sessIon
presentationby a teamof two partIcipants,and 30 minutes for feedback. If theworkshop
has 20 participantswho are divlded into two tracks, there will be five practice sessionsIn
eachtrack. 1f there are more than 20 participants,there will bea time problem. The trainers
can use Handout 9-l: Observer’s Checklist asa guIde for gIving feedbackto participants.
This checklistmay be handed to participants after thepractice training is over. However, it
should not be usedaspart of a foi-mal job performancerevlew.

Theuseof a vldeotapemachine can greatlyenhancethefeedback sessIons.When uslng a
videotape, the trainer notes both highllghts of the sessionand someportions needing
improvement by keeping track of the counter on themachine. After giving some verbal
feedback, the trainer briefly i-uns thetape to show the portions of thesessionhe or shehas
selectedfor review.

The verbal feedbacksessionusually beglnswlth thetraineraskingtheparticipantswhowere
not delivering the sessionwhat went well and what could be lmproved, then asking the
practicetrainerswhattheyleamed.Encouragethemto write downwhatthey leamed.Then
showexcerptsfrom the vldeotape,If oneis available.
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The trainersshould takeat least30to 45 minutes at theend of all the practice sessIonsto
dlscusswhat participantslearnedand where they want to make improvements and to give
them time to write somereflectionsIn theirjoumals.

PROCEDURES

1. PracticeTraining Time: 7 hours

Usethe Information in theOvervlew to remind thegroup of practice training. Allow a few
minutesfor thefirst group to setup and begin Round One. Work through all five rounds,
allowing 45 minutes for the practice sessionand 30 minutes for feedback. Keep to the
schedulesoyou don’t run into trouble at theend of theday.

2. Discussion

Ask the particIpantsthe following questions:

• Whatdid you leamaboutdeliveringtraining?

• Whatdid you flnd difficult?

Time: 30 minutes

• Whatwould you like to lrnprove during thesecondround?

Make any generalcommentsbased on the practice training sessions,highlightIng those
things that went well.

Distrlbute Handout 9-l: Observer’s Checklist.

3. Wrap Up/Journal Time: 15 minutes

Allow time for participants to write in theirjoumals.DistributeHandout 9-2: Journal.

MATERIALS

Handout 9-l: Observer’s Checklist
Handout 9-2: Journal
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SESSION 10

FIELD EXERCISES

Total Time: 2 hours, 10 minutes

OBJECTIVES

By the end of thesessionthe participants will be able to

• Identify thecharacteristics and ieamlng purpose of a field exercise

• Describethe stepsneededto plan and carry out a fIeld exercise

OVERVIEW

Experlentialtraining Is basedon a varlety of leaming experiences.TheleamlngexperIences
all have dlfferent objectives,but the overall purposeIs the same: enabling leamersto draw
on their work and life experiencesto acquire new knowledge anddevelop new skllls. This
sessionintroduces participants to the fleld exercise,one of the rIchest experlential training
techniquesIf properly conceivedand conducted. However, It is probably themost difficult
technique to useeffectively due to the largenumber of variables, both human and technical,
on which It depends.Therefore, a fleld exerciserequlres careful and thoughtful preparation
by the trainer in order to make sure that it will be a meaningful training experlencefor the
participant. In addition, It should be a pleasantand useful experlencefor the community
memberswho are involved In the field experlence.

In this sessionparticipants analyzethecharacteristicsof a goodfield exerciseand Its leaming
purpose. They then work in groups to Identify the considerationsto takeintoaccountwhen
planning and carrying out a field exercise.

PROCEDURES

1. Introduction Time: 10 minutes

Ask participants what experiencestheyhavehad aseither trainers or traineeswith fleld trips.
What kinds of problems did theyencounter?What did they like or not like?

Describethe sessionovervlewIn your ownwords and Introduce the objectiveusing Fllpchart
A: Session10 Oblectives.
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2. Characteristicsof aWeil-plannedField Exercise Time: 15 minutes

Ask them to takea couple of minutesto list individually what theythink are two or three
characterlsticsof a good field exercise.Thenaskthem to sharethe characterlsticsthey
identified and wrlte them on a flipchart. Make sureanswerssimilar to the following are
Included:

• Clearobjectives

• Tasksdearlydelineated

• Set taskswith realistic tlmes

• Follow the seven-stepdesignmodel

• Needsand expectationsof communitymemberstakenInto account

• Communltymemberscontactedwell in advance

• Doublecheckingwith communlty members just before the fleld
exercise

• Fleld exerclsepurposeexplainedclearly to communltymembersand
agreementsreachedon nomis

• Loglstical arrangementsmadecarefully

• Contingencyplans made for loglstical problems

• Briefing anddebrlefingof participantscarefully thoughtout

3. Leaming Purpose for Field Exercises Time: 15 minutes

Ask the total group to make suggestionson the purposesfor whlch a trainerwould use a
field exerclse.Write responseson a flIpchart. Make sureto inciude answersslmilar to the
following:

• Practicetechnicalskills (well, latineconstruction,etc.)

• Practicecommunicationskills
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• Practicedatacollectionskills

• Simulate actual field experlencein a training context

• Practice problem Identification

• Practice problem solving

4. Steps in PlanningandCarryingout a Field Exercise Time: 70 minutes

Presentthe following task on FllpchartB: Small Group Task InstructIons:

• Divlde into groupsof fIve or six people

• List the two or three most importantconsiderationstrainersshould
takeInto accountwhen

— Preparirigthe communltyfor the field exercise
— Organizinglogistics
— Intoducingthe sessionto participants
— Managlng the exercise when participants are in the

community
— Debriefingparticipants
— Debriefingcommunitymembers

• Be preparedto reportout

• Take30 minutesfor this task

In order to savetime, assignone or more setsof conslderationsper group. For example, if
there are three groups, Group 1 would analyze“a” and “b,” Group 2 “c” and “d,” etc.

Managethe reportlng out in the large group sothat eachgroup makesa brief report of rio
morethanflve minutes,focusingon thetwo or threemostImportantconsiderations.Lead
a discussionof no morethan 10 minutesafter all groups have completedtheirpresentations.

5. Conclusions Time: 10 minutes

Ask participantswhatare themostimportantthingsto rememberwhenplanning,carrylng
out, and closinga f leid exerclse.Write thelr answerson a flipchart.
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6. Wrap Up/Joumal Time: 10 minutes

Ask participantswhat theyplan to do when they organizefield exercisesbackat work.

Summarlzethe main learningpointsof thesessionandrevlewthesessionobjectives.

Distribute Handout 10-1: Journal and give partIcipantstime to complete It.

MATERIALS

Handout 10-1: Journal

FlipchartA: Session10 Objectives
FlipchartB: Small Group Task InstructIons
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GUIDE TO SESSION11: WEEK ONE EVALUATION

Total Time: 30 minutes

SUBJECT PROCEDURE 11~ HANDCITrS/MATERIALS FLIPCHARTS

A. Session11 Ol~ective
B. SuccessAnalysis

Questions

C Overafl Workshop

1 Introduction Discussion 10 minutes

2 WeekOneEVaIU~1On Discussion 20 minutes

‘~0

Goals





SESSION 11

WEEK ONE EVALUATION

Total Time: 30 minutes

OBJECTIVE

By the end of the session, participants will be able to

s Usesuccess ai-ialysls to evaluate the first week of theworkshop

OVERVIEW

Successanalyslsbasproven to be an extremelyuseful tool In helping participants evaluate

training programs. It has also beenusedas a tool to help communities evaluate their
participationin the development of local health projects.

Trainers reintroducethe concept of successanalysis(refer to Session 4) and ask the
participants to use success analysis questions to evaluate the first week of the workshop.

PROCEDURES

1. Introduction Time: 10 minutes

Introduce the session by stating the importance of taking some time at the end of each week
of a workshop to assess how well It is progressing, how well the overall goals are being met,
and how the participants feel about the work they are doing. If anything needs to be altered
or improved, trainers can make the appropriate changes In the second week of the
workshop.

Present the overvlew of the session in your own words wlth the ald of FllpchartA: Session
11 Objective.

Present fllpchart B: Success Analvsis Questions:

• What did we do that was successful? Why?

• What problems did we encounter? How did we overcome them?
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• What problems remain to be resolved?How canwe solve them?

Explainthat the first questionasksaboutsuccess,notonly to startoff on a positive note,but
alsobecausepeoplecanleamasmuchfrom theirsuccessesastheycanfrom their failures.
The secondquestion focuseson problemsthatarosethat were resolvedpositively. It heips
peopleunderstandhow they are able to overcomeobstaclesandsolve problems.Thefinal
questionIdentifies the remaining problemsandhelpspartIcipantsproposewaysto resolve
them. Ask if thereareany questionsaboutsuccessanalysis.

2. Week One Evaluation Time: 20 minutes

Refer to FlipchartC: OverallWorkshopGoalsandpointout thosegoalsthatwereaddressed
during the first weekof the workshop.Write eachof thefollowing questionsat the top of
the flipchart:

• What hascontributedto oursuccessin accomplishingthesegoals?

• What hascontributedto our problemsin accomplishingthesegoals?

• How cari we improvethe workshopsothat It will bemoreeffective

In accomplishingits overall goals?

Askparticipantsto respondto eachquestionandwrite their responseson the flipchart. Then
reviewtheir answersasfollows:

• Point out how much of the successwasdueto whatparticipantsdid
In the workshop.Explain how important It Is to havesuchactive
participationin orderfor experientialtraining to be successful.

• Clarify anyproblems that seemunclear. Point to thosethat havebeen I
or are beingresolved.Validateotherproblemsthat you havenotlced.

• Revlew the final list and see 1f the suggestionsrespondto the I
problems.Are theyrealistic?Can theworkshopbe adapted In that
manner? Explain which recommendationsyou feel can be
implementedIn the next week and whlch cannot.Suggestother

alternativesfor respondingto theproblems.

I
I
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MATERIALS

FiipchartA: Session11 Objective
FlipchartB: SuccessAnalysisQuestions
FlipchartC: OverallWorkshopGoals
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GUIDE TO SESSION12: ROLE PLAYS

Total Time: 2 hours,15 minutes

SUB.JECT PROCEDURE TIME HANDO~/MATERL~LS FL~CHARTS

1 Introduction PresentationandDiscussion 10 minutes A. Session12
Ol~ectives

2. RolePIayDemonstrat~on B. Role Plas,Objective
C. RoleP1ayTaal~

Instructions

—J

3. Charactensticsof a Good
Role Play

Task~ Pairsand
LargeGroup Discussion

25 minutes Handout12-l: DemonstratlonRole Play
Handouts3-lA and3-lB: Role Play
Sheets
Handouts5-2A and5-2B~Feedback
Situation1

4 LearningPurposesfor
Role Plays

LargeGroup
Brainstorming

5 DellvergPlanforaRole
Play

Presentation 30 minutes Handout12-2:DeilveryPlan for s Role
Play

6. Conduslons Discussion 10 minutes

7 Wrap Up/Journal DiscussionandPresantatlon/
Individual Task

10 minutes Handout12-3. RolePlays—
CareMaterial
1-landout12-4- Journal

Presentatlon 40 minutes

10 minutes
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SESSION 12

ROLE PLAY CLINIc

Total Time: 2 hours, 15 minutes

OBJECTIVES

By the end of the session the participants will be able to

• Identify the characterlsticsof a good role play

• Describe when to use role plays and for what purpose

OVERVIEW

Role playing is a versatile and basic training technique. It has wide utility for training in
communication skills, improvement of interpersonal relatlonshlps, and team development.
Role playlng is used to build sklll at actually dolng something, as well as to get people
involved In Ufelike situations in whlch there are problems or conflicis. Role plays can be
simple (involving two characters) or more complex (involving severalcharacters). The effective
use of this technique in experiential trainingsessions requires that the user have a dear plan
for its Introduction, implementatlon, and processing.

The purpose of this session is to examine the technique of role playing, its benefits in
training, and the processesinvolved in conducting role plays. The session begins wlth a
demonstration of a role play, followed by an analysls of the role plays’ characteristics and
purpose and a lecturette on how to develop a delivery plan for a role play.

PROCEDURES

1. Introduction Time: 10 minutes

Ask participants what kind of live theater they have experienced In their communities and
what they liked about those performances. Make a distinction between the live dramas they
describe and the role play format they will be working on in this session. Explain that role
playlng as it Is used in this session is not scripted as is a theater piece, but It is based on a
description of an open-ended situation, from which participants decide how to play the roles.
Make sure this distinction is dear and ask if they have experienced this role playing format
before.
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Give an overviewof thesessionIn yourownwordsand introducetheobjectiveson Flipchart
A: Session12 Objectives.

2. Role Play Demonstration Time: 40 minutes I
Explain that you will demonstratethe delivery of a role play. You want participantsto be
themselvesIn thisdemonsti~atlon.In addition, you wantthemto observehowyou deliverthe
role playandto reflectonhow It Is written. IndicatethatoncethedemonstrationIs overyou
will askthemfor theirobservationsand reflections.Finally, explainthat you will stopatthe
processingstepIn theexperlentiallearningcycle sothat theycanfocuson all thestepsused
for role play delivery.

BaseyourdemonstratlonOn Handout12-1: DemonstratlonRole Play. Use the following I
stepsasa guide in yourpresentatlon.

A. Introduction(Time: 5 minutes)

Explainthat you wantto spendsometime discussinghow to convincepeopleto try
newtrainingapproaches.Ask themto giveexamplesof thestrategiestheydeveloped
for convincingpeopleto try theexperlentialtraining approachIn Session6 during
the casestudy demonstration. I
Display FllpchartB: Role PlayObjectiveand readIt out loud. The objective should
readasfollows: I
At theendof thesession,participantswill beableto explain at leasttwo advantages
of the experientialapproach. I

B. Role Play(Time: 20-25minutes) I
1. Setup thesituation

Introducetherole playIn yourownwords,carefullydescribingtherespective
rolesof Muni andAbdI.

2. Ask for volunteers

Ask for a volunteerwilling to play the role of Muni, the director of the
trainingcenter,andfor anothervolunteerwilling to playtherole of Abdl, the
trainer. I
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3. Brief theplayers

Takethe two volunteersaslde,outsidethe trainingroom If possible.Give one
playerHandout12-lA: Muni andtheotherHandout 12-lB: Abdll. Tell them
to readtheir rolesandthatyou will be availableto answeranyquestionsthey
mlght have.Ask themnot to dlscusstheirroleswlth eachother.

4. Brief the observers

In the meantime, have the other trainerbrief therestof theparticipants,as
follows on Flipchart C: RolePlayTask Instructions:

• 8e preparedto observeMuni’s strategyfor convincingAbdi
to usethe experlentialtraining approach

• Remember to be descriptive about the things you have
observed

5. Set thestageand begin

Setup two chairsat the front of the room at anglesso that theplayerscan
seeeachotherandsothattheobserverscanseetheir faces.Teil participants
that thesettlngis in Muni’s office, andthat Muni hasaskedAbdl to comeand
discussexperlentialtrainingmethodology.Remindthemwho is playlngMuni
andwho is playlngAbdl. Ask the playersto begin.

6. End the role play

Let the role play run for five minutes, or tess if the players fInish earlter.
Thankthe players andleada roundof applause.Ask them to stayin their
seatsfor a few minuteswhile you ask somequestions.

7. Process

Ask the observers:

• WhatwasMuni’s strategy?

• How was It working?

• WhatwasAbdi’s strategy?

• How wasIt working?
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Ask the players:

• Muni, whatwasyour strategy?How do you think It
worked?

• Abdi, whatwasyour strategy?How did It work?

Ask the players to relaketheirseatswlth the other participants,thanking
them onceagain and applauding.

Ask all participants:

• Whatotherstr~tegieswould you haveusedfor Muni?

• What difficulties do you expect to encounterwlth
theseother strategies?

Endthedemonstratlon.Explainthatyou would normallycontinuewith somegeneralizingand
applylngquestions,but that you want them to focuson the delivering and prêcessingof a
role play.

3. Characteristicsof a Good Role Play Time: 25 minutes

DistributetheentireHandout12-l: DemoristratlonRolePlay.Ask participantsto readthem
and to pull from their folders and rereadHandouts3-lA and 3-lB: Role Play Sheetand
Handouts5-2A and 5-28: FeedbackSituation.

Havethemtumto their neighborsto discusswhat theythink are two or three characteristics
of a good role play. Give themfive minutesfor their discussion.

Ask the entire groupto sharewhat they seeasthesecharacteristlcsand list them on a
flIpchart. Make suremost of thefollowing areincluded:

• Actlvely involvespeople

• Short, to thepoint

• Well written

• Clear

• Has a point of contention
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• Clearobjective(s)

• Not a script

• Putspeopleinto a situation

• The end should not be predetermlned

4. LeamingPurposesfor Role Plays Time: 10 minutes
Ask theentire group to Identify what the leamingpurposesare for role plays. Encourage

answerssuch asthe following:

• Practicecarrylrig out alternativestrategles

• Play out field experlenceIn the classroom

• Practiceaddresslnginterpersonalproblems

• Practicedecislonmaking

• Practiceproblem solving

• Practicecommunicationskills

5. Delivery Planfor a Role Play Time: 30 minutes

Do a lecturettebasedon Handout12-2: DeliveryPlan for a Role Play. Ask participants to
recali thestepsin yourdelivery of thedemonstratlonrole play. Give examplesof how and
why you usedthose steps.

DistrlbuteHandout12-2: Delivery Plan for a Role Play.

6. Conclusions Time: 10 minutes

Ask participantswhat they leamedabout role plays and more specifically aboutwriting a
deliveryplan. Write theiranswerson a flipchart.

7. Wrap Up/Joumal Time: 10 minutes
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Ask In what situations they might userole plays, what difficulties theymlght encounter,and
how they might overcome such difficulties. Summarize the main learning points of the I
sessionandrevlew the sessionobjectives.

Distribute Handout 12-3: Role Plays—Core Material. Explain that the hatidout is intended I
to provide more information about role playsandto reinforce what wasdiscussedduring the
session.

Ask them to write In their journals, Handout 12-4.

I
MATERIALS

Haridout 12-1: DemonstrationRole Play
Handout3-lA: ExtensionAgent Role Play Sheet
Handout 3-lB: CommitteePresidentRole Play Sheet
Handout 5-2A: FeedbackSituation 1: Ahmed
Handout 5-2B: FeedbackSituation 2: Mohamed
Handout 12-2: Delivery Plan for a Role Play I
Handout 12-3: Role Plays—Core Materlal
Handout 12-4: Journal

Flipchart A: Session12 Objectives
FlipchartB: Role Play Objective
Flipchart C: Role Play Task Instructions

I
I
I
I
I
I
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GUIDE TO SESSION13: PLANNING AND MANAGING A TRAINING EVENT—
ROLE OF THE TRAINER

SUBJECT

1 Introduction

2. RoleoftheTralneras
PlannerandManager

3 TrainingProgram
Developrnent

J— 4 Effective Training
Consultancy

5 Topic Assignnients/
Carifylng TeaniRoles

6. WrapUp

2 hours, 45 minutes

FLII’CHARTS

A. Session13
bjectives

B. Role of theTrainer

C TheFourStage

Mod~

D Small GroupTask

Total Time:

PROCEDuRE ll~ H/MATERL~LS

Presentationand 10minutes

Discussion

Presentation 25 minutes Handout13-1: The Roje of the Trainer

Presentatlon 20 minutes Handout 13-2: liie FourStageModal

Small Group 60 minutes Haridout 13-3: Howto be anEffective
Consultant
1-jandout13-4: Cbaracterizticsof an
Effective Training Team

SmallGroup 40 minutes

Discussion 10minutes

E Small GroupTask
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SESSION 13

PLANNING AND MANAGING A TRAINING EVENT—
ROLE OF THE TRAINER

Total Time: 2 hours,45 minutes

OBJECTIVES

By theend of thesessionparticipantswill be able to

• Explain functionstrainersshould perform

• List the four basicstagesnecessaryfor developing and managing a
training program

• Identify theelementsof an effectivetraining consultancy

• Decide how to work effectively asa team

OVERVIEW

Trainersmust perform several functions in order to plan and managetraining programs
effectively.Theynotonly act asInstructorsanddesigners,but are frequently consultants and
administrators. Trainersare consultants when they work wlth people In organizations to
establish and evaluate program goals for training interventions that address performance
problems. They are designers when they build on those goals to selectand synthesize
methodsand media into an integrated program. Trainers are instructorswhen they deliver
a leaming designand provide ongoing feedbackand evaluation to facilitate learning. They
are administrators when they establishand monitor budgets,setup facilities, and monitor
overall logistics to provide a positive learning environment.

The first portion of theworkshop focusedon theknowledge andskllls trainers need to be
effective instn.ictors. The secondportion of the workshop addressesthe role of a trainer as
consultant, designer, and administrator. Participants then leam about theseroles through a
module that covers planning and managing an entire training event in four stages:
(1) AssessingTraining Needs;(2) Training Program Development; (3) Organizing theEvent;
and (4) Evaluatlon of Training. This sessionon the role of the trainer provides an
Introduction to the moduleon planningandmanaginga training event.
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I
In this overall module, participantsdesignthreeto four training eventsanddlscussways to
Implement and evaluate them In order to develop skills In consulting, designing,and I
administration. When theycompletethemodule on planning and managirig a training event,
participants onceagain practice their skills as instructors by delivering sessionsselectedfrom
thetraining eventsthey will have designed. I
Thissessionbeglnswlth a presentatlonon the role of thetrainerasa planner and manager.
Participants then leam about the processof developirig and managing a training program
In the four basicstages.As trainers work throughthe four stages,they performthe functions
of consultants,designers,adminisirators, andinstructors.

Thissessionprovides an introduction to a simulation in whichparticipants,working in teams,
will practice thesefunctions as they work through the four basicstagesof developing and
managing a training program. The members of each team play the role of trainers/
consultants who are helping a dient developa designfor a training event. The workshop
trainersplay the role of a client who wantsthesetrainers/consultantsto plan and manage
a training program.

Before beginning their teamwork, participants are asked to identify what makes for an I
effective training consultancy in order to establish somenom~sthat will help them work
together better. The trainers then asslgna topic to eachgroup. Firially, participants begin
their teamwork by deciding what their approachwill be for working wlth theirclient. I
PROCEDURES 1
1. Introduction Time: 10 minutes I
Ask participants:

• With whom do you work when you are planning a training event?

• What kinds of problems do you encounter in working with those I
people?

• What kinds of problemsdoyou facewhen mariaging a training event? I
Present the sessionovervlew and introduce the objectiveson Flipchart A: Session 13
Oblectives. Make sure to statethat this sessionis an introduction to a four-part module on t
planning andmanaginga training event. Go over the four parts briefly.

I
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2. Role of Trainer as Planner and Manager Time: 25 minutes

Deliver a lecturette basedon Handout 13-1: The Role of th~Trainer. Explain the
functioris of a trainer first and write them on FllpchartB: Role of the Trainer in
boxesmodeled after those In Handout 13-1. Then f111 In the boxesrapldly using
questions linked to the titles of each box. For example, for the box entitled
“administrator,” askquestionssuch as, “What are someexamplesof administrative
functions that trainers need to perform?” Add functions In each of the boxes.
Distribute Handout 13-1.

3. Training Program Development Time: 20 minutes

Using FllpchartC: TheFour StageModel, presentthe main points In Handout 13-2: The
Four StageModel, as foliows.

• AssessingTraining Needs

• Training Program Development

• Organizirig theEvent

• Evaluatlon of Training

Link eachof thefour stagesaboveto thesimulation in whlch the groups will participate In
Sessions14 through 17. Explain that they will do another round of practice training in
Sessions18 and 19, using someof the sessionsfrom the training program they wifi design
in the simulation. Distribute Handout 13-2.

4. Effective Training Consultancy Time: 60 minutes

Divide participants Into groupsof five or six people.Try not to have more thanfour groups.
Expiait-i that themembersof eachsmall group will play the role of a team of trainers who
are consultantsto a client. The role of theclient will be played by the trainers. Explain that
in a few minuteseachteamwill recelvean assignmentfrom their client. First, you want them
to think of ways theycan work effectively as a team of consultants. Give them the following
task on Fllpchart D: Small Group Task:

• List the two most Important things you can do to be effective
consultants
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I
• Identify two things that will help you work together asan effective

team 1
• Take 25 minutesfor this task

When they have finished their task, ask them to report out and write their answerson a
fllpchart. Then distribute Handout 13-3: How to be an Effective Consultant and
1-landout 13-4: Characterlstics of an Effective Training Team. Suggestthat they add to the I
handouts their answersfrom the fllpchart. Ask if there are any questions, and emphasize
thosepointsyou think are particularly important.

5. Topic Assignments/ClarifyingTeamRoles Time: 40 minutes

Choosefrom among the following topics one or two that you want to assignto the teams:
hygiene education; handpump Installation and maintenance; latrine construction; spring
capping; communityparticipation.

Substitute other toplcs if they seemmore appropriate. You may decide to glve the same
assignmentto all teams,or to give two different assignments,one to two teams,and the
other to thetwo other teams,dependingon their background and Interest in the topics. Do
not asslgnmore toplcs than there are trainers,becausethe eventualinterviews will occur at I
onedesignatedtime. if there are four teamsand two trainers(clients), then there should be
no more than two topics. The two teamswlth the sametopic will interview one trainer
(dient) together. 1
Ask participants to remain in theirteams.Explain that in thenextsessiontheywill meetwith
their dient, who will helpthemdefinetheneedsof peoplewho are to be trained. Then ask
them to discusstheir role as consultantteam members, Induding the following task on
FllpchartE: Small Group Task:

• Agree on your consultant approach to working wlth theclient

• Clarify team roles and responsibilitles—agreeon a different team I
member to take the lead at each of the four stagesof training
programdevelopment I

• Focus on how you will work together—don’t begin work on the
training programdesign I

Give them 25 minutesfor this task.
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Keep themfocusedon their team’s “process.” They will be tempted to start working on the
“task” of developingtheir training programs. Explain that they will beginwork on developing
their program In the next session.

6. Wrap Up Time: 10 minutes

Ask them what was the most Important thing they leamedduring this session.Explain that
in the next sessionthey will have anopportunityto applywhat theyhaveleamed.

Reviewthesessionobjectivesand ask if they werereached. Explain that thenextsessionwill
be the beginning of the simulation.

MATERIALS

Handout13-1: The Role of theTrainer
Handout 13-2: The Four StageModel
Handout13-3: How to be an Effective Consultant
Handout 13-4: Characteristicsof an Effective Training Team

FlipchartA: Session13 Objectives
RipchartB: Role of the Trainer
Fiipchart C: TheFour StageModel
FllpchartD: Small Group Task
FlipchartE: Small Group Task
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GUIDE TO SESSION14: PLANNING AND MANAGING A TRAINING EVENT—
1. ASSESSINGTRAINING NEEDS

SUB.JECT

1. Introduction

2. Needs Assessmenti Why
~d How?

3. Questions to Consider
before a Needs
Assessment

L~) 4 Preparatlon for the

InteMew

5. Practice InteMews

6 Conclusions

7 WrapUp/Joum~

B. Consijitant Team
Task

Total Time: 2 hours, 45 minutes

FUPŒ~WFS

A. Sessionl4
Objectives

PROCEDURE TIME 1-LANDOUTS/MATERIALS

Presentatlon 10 minutes

Discussion 25 minutes

Presentatlon 25 minutes Handout 14-1: Questions to Conslder
before Doing a Needs Assessment

Small Group Task 40 minutes i-iandout 14-2V Needs Assessment
InteMew Questions

Steil Practice 45 minutes Handout 14-3. Practice InteMew

Discussion 10 minutes

Djscussion/Individual Task 10 minutes Handout 14-4: Joum~





SESSION 14

PLANNING AND MANAGING A TRAINING EVENT—
1. ASSESSINGTRAINING NEEDS

Total Time: 2 hours, 45 minutes

OBJECTIVES

By the end of the sessionparticipantswill beableto

• Identify themajor reasonsfor doing needsassessments

• List a range of simple, practical methodsfor gatheringInformation
about training needs

• Assesswhether a performance problem can be addressedthrough
training

• Use the Interview method in gathering information about training
needs

OVERVIEW

Before designinga training program,thetrainershoulddeterminethetraining needsof the
participants. A proper analysisof theseneedsis critical sothattheprogram will be useful to
participants. A trainIngprogramthat repeatsmuch ofwhat participantsalready know, or one
that Is too advancedfor them, will be frustrating to them. It Is also a wasteof scarcefinancial
and human resources.ParticIpants need to be committed to the program’s goals. It Is hard
to obtaln that commitment unlessthejrneedshave beenassessedaccurately.

The sessionbeginswlth a discussionof thereasonandrnethodsfor doing needsassessment
and of questions to consider before doing a needsassessment.Participants then return to
their consultingteamsand prepare for conductirig an interview wlth their client, played by
the trainers.Finally, theteamsInterview the clients.
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PROCEDURES

1. Introduction Time: 10 minutes

Present a brief sessionovervlew in your own wordsand present Fllpchart A: Session14
Objectives. Ask if they are dear.

2. NeedsAssessment:Why and How? Time: 25 minutes

Ask participantswhat they think are the reasonsfor doing needsassessment.Record their
responseson a flipchart. Make surethe following pointsare induded:

• Gather Information from whlch thegoalsandthe ilmits of thetraining

program can be defined

• Identify skills that need to be leamed

• Develop training goalsandobjectives

• Use data to develop training n~iaterlals,such as role plays and case
studies

• Target materlals and leamingactMtles to theappropriate levelof the
participants

Ask whatcanhappen1f a needsassessmentis not done.

Ask participants what methodstheyuseor know for conducting a needsassessment.Uston
a flipchart. Make sure the following methodsare Inciuded:

• Review job descriptlons/taskanalysls

• Have targetgroup f111 out a questionnaire

• Conduct interviews

• Observe performance/behavlors
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3. Questionsto Considerbeforea NeedsAssessment Time: 25 minutes

Presenta brief lecturette about thebasic pre-needsassessmentquestion: to train or not to
train. Explain that thechief testfor determiriing If training Is needed is thequestion: Does
theperson already know how to meettheperformance standards for his or her job tasks?

If the answer is “Yes, the person knows how,” there is no training need.

If theanswer is “No, thepersondoesnot know how,” there may be a training need,aswell
assomeother needs.

Emphasizethat a training need existswhena person lacksthe knowtedgeor skill to perform
an assignedtask satisfactorily. Explain that the chief test for determining a training need is
to find out whethera personknows how to meettheperformancestandardsfor a particular
task. If the personknowshow to meetthosestandards, then there is no training need.There
may stiil be a performanceproblem, but It is not a training need,sincemore training will not
solve theproblem. The trainer must therefore be able to discriminate betweenperformance
problems that reflect training needsasopposedto thosethat do not.

Once the trainer has determined that training will be an appropriate answer to the
performance problem, he or she meets wlth those who are farniliar with the training
situation. The trainer’s purpose is to gather information that will enableher or him to tallor
the training to fit the needsof the participants.

Distribute Handout 14-1: Questionsto Consider before Doing a NeedsAssessment.Ask
participants to read It. Discussthequestions.Ask themwhat theywould do if theydiscovered
that training was not needed.Theobvlous answer Is to alert the client that it maynot be a
training need.However,theclient mayInsist on conductingthetraining programanyway.
In that case,thetrainer can either wlthdraw from the activity or try to adjust the program so
that it will be asuseful to participants as possible.

4. Preparation for the Interview Time: 40 minutes

Explain that In this simulation, the teamswill only have an opportunity to interview one
client. Under normal circumstances,theywould collectinformationfrom a number of people,
such as supervisors, the people who are to be trained, and perhapsthe targetgroup’s
colleaguesand counterparts In other divisionsor organizatlons.

Presentthe following task on FllpchartB: ConsultantTeamTask:

• Developquestionsto determine the information you needto design
the program
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• Use the pre-needs assessmentquestions in Handout 14-1 and

Handout 14-2: NeedsAssessmentInterview Questionsasa guide

• Selectone person to conduct the interview with the dient

• Others are “observers”andshould be prepared to glvefeedback

Distribute Handout 14-2. I
Note to thetrainer

Make sure you are prepared to be interviewed about the participantsin your
proposed training program:

• Where are theyfrom?
• Who are they?
• How many?
• What are their performance problems?
• What is the level of skill they needto attain? I

Try to define the performance problems carefully in order to give participants the
dearestguidance possible.For example, If you are focusing on hygieneeducation,
participants may already have a solid background in conducting community
assessments,but theymaynot be very effectivein thedelivery of a hygieneeducation
session.In a technical area such ashandpump maintenanceor latrine construction, I
they maybe technicallyquallfled In construction techniques,but not In working with
the community.

If you have a total of four groups, organize the interview sothat each trainer (client)
works with two consultant teams at the sametime (there should be no more than
four groups). Each teamcan taketums asking questions. I

5. PracticeInterviews Time: 45 minutes I
Setup the Interviews by explaining that eachinterview should takeno longer than10 to 15
minutes. After the interview is over, eachteam should meetto allow theobserversto share
feedbackwith the interviewer for 5 minutes. Distribute Handout 14-3: Practice Interview.

When theInterviews areover bring thewhole group togetherand ask what It was like to be
a consultant, what worked well, what wasthemostdifficult thing to do. Then ask what type
of data they were able to gather, and what other sourcesof information theywould like to 1
pursue if they had the opportunity to make thedata more complete.
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6. Conclusions Time: 10 minutes

Ask them what they leamedabout needsassessments.Write their responseson a fllpchart.

7. WrapUp/Journal Time: 10 minutes

Ask how they mIght approach needsassessmentsback in their work situations, what
obstaclesthey mlght face,and how theycari overcomethoseobstacles.

Ask them to wrlte in their joumals, Handout 14-4.

Revlewthe main leamingpoints from thesession.Go over the sessionobjectivesandask if
they were reached.

MATERIALS

14-1: Questionsto Consider before Doing a NeedsAssessment
14-2: NeedsAssessmentInterview Questions
14-3: Practice Interview
14-4: Journal

Handout
Handout
Handout
Handout

Fllpchart
Fllpchart

A: Session14 Objectives
B: ConsultantTeam Task
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GUIDE To SESSION 15: PLANNING AND MANAGING A TRAINING EVENT—
2. TRAINING PROGRAMDEVELOPMENT
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5. SessionDesign Lecturette
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E. SessionDesign
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7 Presentationof Training
PlansandSessionDesigns
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8. Conclusions Discussion 10 minutes
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SESSION 15

PLANNING AND MANAGING A TRAINING EVENT—
2. TRAINING PROGRAM DEVELOPMENT

Total Time: 5.5 hours

OBJECTIVES

By theend of thesessionthe participants will be able to

• identify priority leaming areasfor a training workshop

• List theworkshop goalsrelated to those leaming areas

• Developa workshop scheduleusing a block calendar

• Determinean appropriate sequenceandvariety of leaming actMties
for a workshop

OVERVIEW

This sessioncontinues the simulation by focusing on the design of a training program.
Developingan effectivedesignthat is both varied andcreative Is a critical step in the training
process.Without a gooddesign, evenskillful trainers will have difficulty.

This sessionbeginswith a lecturette on four basicsteps to follow for training program
development.Participants then work in theirteams on the first of the four steps,developing
training goals, basedon the data collected In Session14. They continue to work in their
teams on step two, the development of a general training plan, by developing a block
calendar showing the sequenceand timing of sessions.They conclude their work In this
sessionby designingtheoutline (step three) of two training sessions.The sessionendswlth
a presentation by each team of its training plan and sessiondesign for revlew by other
participants andby the trainers. (Step four Is thesubJectof Session16.)

123



PROCEDURE

1. Introduction Time: 10 minutes

Refer to Session13’s Ripchart C: The Four Stage Modeland show where you are in the
simulation. Recail the needsassessmentinformation that they gathered in their interviews
during theprevious session,and how It fom~sthebasis for decisionson the contentof the
training event they will designor adapt.

Give the overvlew of the session in your own words. Display Flipchart A: Session15
Objectives. Read them andask 1f they are dear.

2. Steps for Training Program Development Time: 10 minutes

Presenta brief lecturetteon the four stepsfor developinga training program design. Show
the main points on Flipchart B: Four Steps for a Training Program Design, based on
Handout 15-1: Four Steps for Developinga Training Program Design.Make the followlrtg
additional comments:

• Information from a needsassessmentprovides a basis for selecting
the leamingareasto cover in a Iraining event.

• Trainerslist theselearningareasIn order of priority and feasibillty to
determine which ories should be addressedin a particular workshop.

• Then they translate thepriority learning areasInto workshop goals.

• Trainersuse thesegoalsto selectsessionHiles. Next, they organlze
thetitles Into a logical sequencefor a workshop schedule,which they
wrlte on a block calendar. This block calendar provides a quick
overvlewof an overall workshop schedule.

Onceall the sessionshave beenselected,trainersbegin thework of detenrilning objectives
and actMtles for eachsession.They keep in mmd the needsandbackgrounds of participants
aswell asthesessionlearning objectiveswhenselectingappropriate leamingactlvltles. They
can select from a variety of activitles, such ascasestudies, role plays, small group tasks,
lecturettes,demonstrations,or field exercises.The timing andsequenceof theseactivitiesare
importantconsiderationsIn designingsessions.The flow needsto be logical and the timing I
realistic. Finally, trainers fit theirchoiceof activitles into theseven-stepsessiondesignmodel
(presented in Session7: SessionDesignFramework).

Distribute Handout 15-1 and ask If there are any questions.
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Conciudeby pointing out that all theseelementswifi Influence how you designor adapt an
Individual session.

3. SetPriority LeamingAreas andProgram Objectives Time: 70 minutes

Ask the teamsto meetagain and give themthe following task on flipchart C: TeamTask

—

Leaming Areas andOblectives:

• Revlew the information from the needsassessmentinterview and
identify priority leamingareasfor a one-weekworkshop

• Write or adaptoverall goalsfor a one-weekprogram(no more than

five)

• Ust the priority areasand goals on a flipchart

• Take 40 minutes for this task

Once they have finished their team work, get quick reports from eachteamon their goals
andthe leaming needstheyaddress.Emphasizethe draft nature of thesegoalsand how they
could changeas theyproceedwlth their planning.

4. Making a General Plan Time: 70 minutes

Ask eachteamto developa one-weekgeneralplan accordingto Flipchart D: Task—General
Plan:

• Write thetilles of the sessionsfor the one-weekprogram (basedon
theoverall goals)

• Develop a scheduleon a block calendarshowing thesequenceand
requlred time for eachsession

• Take one hour for this task

Refer themto Handout 1-2:WorkshopScheduleandexplain that this handout showsa block
calendar.

Walk around andhelp eachgroupwlth its design.
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5. SessionDesign Time: 20 minutes

Emphasizeto participants that It Is not always possibleto completean overall training plan
without filling in someof the details. Deliver a lecturette using flipchart E: SessionDesign
to hlghlight themajor stepslisted below:

• GeneralDestgn—explainthat theneedsassessment,thedevelopment
of objectives,andtheblock caleridarmake up the generaldesign(as
they havedone In Steps3 and4).

• Learnlng Actiuitles—referparticipants to the techniques used In
Week One of this workshop: small group tasks, casestudies, fleld
exercises, lecturettes/demonstratlons,and role plays. Explain that
theseare leaming activitlesand that they must decidewhich of these
activities are appropriate for a givensession.Thecriteria for deciding
theapproprlatenessof, or needfor, a particulartechnique are

— DoesIt answer thegroup’s needs?
— How doesIt contribute to meetinga particularobjective?
— Will it help to improve job performance?

• SequenceofActivities—explain that the following considerationsare
Important to determine appropriate sequencingand timing of an
activity:

— Variety helps keep Interest
— Logical flow and transitionbetweenone technique and the

other
— Time avallable—be realistic about what can be done
— Make sure the activities follow theseven-stepmodel (refer to

Session7: SessionDesignFramework)

Discussanotheraspectof timing of adilvitles by using thelecturette techniqueasan example.
Explain that giving a lecturette at theendof theday Is not usually recommendedbecauseit
Is an actlvlty that is a bit more passive than the others; also, it Involves acquiring new
knowledge.Participants maynot retain much of what is presentedbecausethey are likely
to be tired andnot asattentive asearlier In theday. A more active techniquefocusedon sklll
practice would work better, such as a rote play, a small group task, or even a group
dIscussIon basedon an eariier presentation. It is also a good time for indMdual reflection
exercises,such asmaking entriesIn a training journal.

I
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6. Designof Detailed Sessions

Using FlipchartF: SessionDesignTask, give theteamsthe foilowing task:

• Identlfysession-levelobjectivesfor two sessionsfrom thetrainingplan
you are using

• Outline thesessionactlvitles andbe prepared to explaln theobjectives
andthesequenceof activities in thosesessions

• Write theobjectivesand actlvities on a fllpchart In outllne forrn

• Take onehour for this task

Time: 70 minutes

7. Presentation of Training Plansand SessionDesigns Time: 60 mInutes

Ask each team to present lis one-weektraining plan and the sessIon-levelobjectivesand
activities for thetwo sessionsthey selected.Emphaslzethe criteria used for sequencirigand
timing of activitles in your feedback on their presentatioris.

Usesomeof the following processingquestionswhen appropriate:

• Do the goals tend themselvesto a five-day program?

• How does“x” sessionrelate to an overall workshop goal?

• How much varlety is there In the useof technIques such as case
studies,smallgroup tasks, role plays,demonstrations,lecturettes, and
field exercises?

• Is the time allotted to eachsessionreallstic? Doesit include enough
time for openingand dosing the workshop, induding evaluation?

• Doeseachsessionfollow theseveri-stepmodel?

8. Conclusions Time: 10 minutes

Ask particIpantswhat they leameddurlng this session.Write their answerson a flipchart.
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9. Wrap Up/Joumal Time: 10 minutes

Ask particIpantsto fl11 out theirjournal, Handout 15-2,and to think of how they might apply
what they have leamed back In theIr work situations. When they have finlshed writing, ask
for a few examples.Then return to thesessionobjectivesandask If they were reached. I
MATERIALS U
Handout 15-1: Four Stepsfor Developinga Training Program Design
Handout 1-2: Workshop Schedule
Handout 15-2: Journal

FlipchartA: Session15 Objectives I
FlipchartB: Four Stepsfor a Training Program Design
FlipchartC: TeamTask—Learning Areasand Objectives
Fllpchart D: Task—General Plan
Fllpchart E: SessionDesign
FlipchartF: SessionDesignTask I

1
I
1
I

j
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GUIDE TO SESSION16: PLANNING AND MANAGING A TRAINING EVENT—
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SESSION 16

PLANNING AND MANAGING A TRAINING EVENT—
3. ORGANIZING THE EVENT

Time: 1 hour, 45 minutes

OBJECTIVES

By the end of this session,participantswill be able to

• Identlfy what should beconsideredwhenarranging training delivery—
budget, logistics, staff, site selection,and preparatlon

• Develop strateglesfor handllng training implementation problems

OVERVIEW

The bestdesignedtrainIng programwill fail if appropriate arrangementsare not made well
in advance to ensure that sufflcient resources are allocated to the program; the site Is
adequateandavailable; eriough and the rlght type of participantsare Invlted; houslng and
foodare setup; handoutsare pre~ared;equipment isavailable and functioning; and learnlrig
materials are provided.

Even If all the arrangements are properly made, problems canoccur during delivery of
training: equipment can break down; participants may not show up on time; they maynot
be satisfiedwith logistical arrangements; they mayreact negatively to thedesign;theymay
take longer thanexpectedto completecertainexercises,andsoon.

In this session,participantsdevelopa list of thethingsthey must do to make sure that all of
thenecessaryarrangementsare madefor a training event.Then,theyIdentify problemsthat
can occur during delivery of training anddevelop ways to preempt or respond to them.

PROCEDURES

1. Introduction Time: 5 minutes

Refer to Session13’s FlipchartC: The Four StageModel and show where you are in the
simulation.
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Give the overvlew of the sessionIn your own words. Dlsplay Fllpchart A: Session16
Objectives. Read them and ask If theyare dear.

2. Making Arrangements for Delivery of Training Time: 20 minutes

Point out that everytraining situation Is unique—location, number of participants,resources
avallable.Ask participants what to considerwhenmakingarrangementsfor training program
deilvery. Record thelr responseson a flipchart.

If necessary, supplement their list wlth the consideratlons In Handout 16-1: Making
Arrangements for Dellvery of Training. Distribute thehandout.

EmphaslzetheImportanceof planningfar in advanceof a workshop. Give someexamples
from your own experlenceof problems thathave occurredbecausethe arrangementswere
not adequately planned.

3. Identifying Delivery Problems Time: 20 minutes

Recail for the group all the preparatlons they have made for their one-week training
program. Go to the flipcharts developed by a couple of the teamsand point out the
programs they have designed,emphaslzlng the senseof accomplishmentthey should feel
about their preparatlons.

Explaln that they should now imagine that they are delivering their training program. Ask
them what problems they may face,when they deliver the program and list them on a
flipchart.

4. How to SolveDelivery Problems Time: 50 minutes

Ask eachteamto meetanddo the task on Flipchart B: Problem-SolvingTask, asfoliows:

• Revlew the problems listed on the flipchart

• Choosetwo or three problems you want to address

• Recommeridways to

— Avoid eachproblembeforeIt occurs
— HandJe It when It doesoccur
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• Take20 minutes for this task

Before theybegin the task, give them a couple of examplesof waysto handJeone or two
of the problems they identified.

When they have finished their teamwoilç, ask eachgroup to report onone of the problerns
they choseand how they would deal with It. Write their answerson a fllpchart.

5. WrapUp Time: 10 minutes

Ask them what they plan to focus on In planning arrangementsfor training and for
addressingproblemsdurlng traIningwhen they return to their work situations.

Review thesessionobjectivesandask if they were reached.

MATERIALS

Handout 16-1: Making Arrangements for Delivery of Training

FlipchartA: Session16 Objectives
flipchart B: Problem-SolvingTask
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SESSION 17

PLANNING AND MANAGING A TRAINING EVENT—
4. EVALUATION OF TRAINING

Time: 3 hours,15 minutes

OBJECTIVES

By theend of the session,participants will be able to

• Identify thereasonsfor evaluatingtraining

• List the four basic areas of evaiuatlon

• Developan overall evaluatlonstrategyfor a one-weekcourse

OVERVIEW

EvaluationIs thefinal stepin a workshop. It heipsto assessthe effectlvenessof aworkshop
and provideInfonnationto improve future programs.This sessionexploresthe evaluatlon
of training.

The sessionbeginswlth a discussionof why evaluatlonis Importantand what to evaluate.
Trainers presentfour basic measurementareas for evaluatlon: (1) reaction,(2) leaming,
(3) behavlor,and(4) resuits. Participants then return to their teamsto developan evaluation
strategyfor thetraining programtheyhavedevelopedIn theprevloussessions.Thetrainers
continue the sessionwith a presentatlonon the different methodsthat are used for
measuringtheeffectsof training. Finally, after selectingone or more assessmentmethods,
eachteamprepares and presentsIts workshop evaluation plan.

PROCEDURE

1. Introduction Time: 10 minutes

Ask participants how they evaluate their training programs,or how they haveseenothers
evaluatetraining. Most answerswifi probably centeron participantsatisfactionwith the
training program.
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Explain that you have now reachedthe laststagein thefour stagemodel for planningand
monitoringa training event, thatof evaluatlon.DlsplayFlipchartA: Session17 Oblectives.
Readthemand ask If theyare dear. I
2. Why and What to Evaluate Time: 30 minutes 1
Ask participantswhy they need to evaluatetheir training programs.Ernphaslzethat in
additionto providingInformationthatwill helpfutureprogramsbemoreeffective,evaluatlons
can be usedto justify andsupportproposedtraining programsand budgets.

Ask what should be evaluated.Then present a brief lecturettebasedon Handout 17-l

:

Evaluatlon—AMeasurementof Four BasicAreas.

Explain that mostevaluatlonaddressesthe first area,“measuringreaction.”It is thesimplest
approach,yet it only looks at theparticipants’perspective.Therefore,onedoesnot know
how much theparticipanthasreally leamed. I
Thesecondarea,“measuringleaming,”is moredifficult becausethetrainermustassessboth
knowledgeand sklll attainment.Knowledgeattainmentcan be fairly objectlvely measured
through a pre- and post-test. Skill attainmentis measuredmore subjectlvely through
observation.Nonetheless,measurlnglearningcanstil be donewithin the frameworkof a
training program. I
The third area, “measuringbehavior,” is very difficult becauseit requirespost-workshop
assessrnent.It is potentiallythemostexpensive,dueto the needfor collecting pre- andpost-
workshop data on behavlorand contacting participants in severaldifferent locations.
Successfulbehavlormeasurementcanbe the mostconvincingdetermination of thesuccess
of a workshop. However, it is hard to control theexternalvariablesthat are not related to
theworkshop.

The fourth area, “measuringresults,” is also very difficult becauseit assessesimpact of
training on organizationalperformance.As with “measuririgbehavlor,”it Is hard to control
those variablesthat are not related to training. I
Dlstribute Handout 17-1: Evaluation—A Measurement of Four BasicAreas.

3. Developan EvaluationStrategy Time: 30 minutes

Ask participants to return to their teams and completethetask on FlipchartB: Evaluation
Task, as follows: I
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Revlew your training goals and program, and note what you want to
evaluate

• List In four columns(1. reaction, 2. leaming, 3. behavior,4. results)
the things you want to evaluate

• Take25 minutes for this task

4. How to Measure Time: 25 minutes

Ask participantswhat methodsthey know for measuring theeffectsof training. List them In
four columnson a flipchart (reaction,learning,behavior,results)and suppiement them as
necessaryfrom the following list:

Reaction Leaminq Behavior Resuits

Opinion/attitude
questionnaire

Tralner/par-
ticipant group
evaluation
session

Pre-test/post-
test

Trainer
observation of
participants

Follow-up
participant
evaluatlon forms

Follow-up
supervisor
evaluation forms

Follow-up
participant
evaluationforms

Follow-up
supervlsor
evaluatlonforms

Post-training
practice session Action planning

folow-up

Ask them what the advantagesand disadvantagesare of using someof thesetechniques.
Encouragethemto thinkof suchconcernsascost, time, andavallability of participants.

Distribute Handout 17-2: Evaluation Methods.

5. Developan Overall Evaluation Time: 45 minutes

Ask participantsto return to their teamsand present flIpchart C: Overall Evaluatlon Task,
as follows:

• Look at the list of thingsyou wantto evaluate(from theprevious task)
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• Decide whlch methodsyou would useto evaluateeachitem on your
list

• Write your list of things to be evaluatedand themethodsyou want to

use on a fllpchart

• Take35 minutes for this task

Explain that they may decide to drop someof the thingsthey wantedto evaluatedue to
constraintsthey seeIn using someof the methods.

6. PresentEvaluationPlans Time: 35 minutes
1

Give eachteamfive minutesto presentits evaluatlon plan. Allow only clarification questions
after each presentation.Once all presentatlons are made, point out the slmilarltles and
differencesamong the evaluation plans. Emphaslze the importance of having a practical,
doable plan, evenIf It meansonly using a participant reaction form. At leastone evaluatlon
measurementwill have beenused.

I
I

7. Conclusions Time: 10 minutes

I

Ask participants what they learned about evaluating training. Write their answers on a
flipchart.

1

8. Wrap Up/Journal Time: 10 minutes

I

Ask themto turn to their journal, Handout 17-3,andthinkaboutwhat they leamedand how
theymight apply It in theirwork. Once theyhave finished, ask for a few examples.

Review thesessionobjectivesand askif theywere reached.

MATERIALS

Handout17-l: Evaluatlon—A Measurementof Four BasicAreas
Handout17-2: EvaluationMethods
Haridout17-3: Journal
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FlipchartA: Session17 Objectives
FllpchartB: EvaluatlonTask
FlipchartC: Overall Evaluation Task
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SESSION 18

PREPARATION OF PRACTICE TRAINING ROUND TWO

Time: 2 hours

OBJECTIVES

By theend of thesessionparticipantswill be able to

• Identify where a sessionfits In the overall frameworkof ,a training

event
• Plan for the delivery of an entiretraining session

• Prepare appropriate visual aids neededfor thesession

• Work collaboratlvelywlth anothertrainer to plan thedelivery of a
session

OVERVIEW

The key to the successof a training sessionlies In carefully thoughtOut preparatlon. In this
preparatlon, the trainer either designsa sessiontraining plan or adapts an existing design.
In either case,the design follows the steps in the SessionDesignFramework describedin
Session 7: (1) dirnate selling, (2) the objectives, (3) the experience, (4) processing,
(5) generalizlng, (6) applying, and (7) closure (or wrap up).

In this session,participants work in groups of two; eachgroup adapts one of the sessions
participants selectedin their larger group of four to six peoplewhen preparing their trainht-ig
plan In Session15. They prepare to presenttheir sessionwith a co-tralner, dividing up the
sessionamong themselves,rehearslng varlous parts of the sessionwlth eacb other, and
preparing the flipcharts and other visual aids necessaryfor delivery of the session.Each
practice training sessionshould takeno longer than45 minutes.

The trainers cIrculate among thegroups, coachingthem on their training plan preparation
and making sure all thegroups are readyto presentwhen this sessionis over.
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PROCEDURES

1. Introduction Time: 5 minutes

Explain that participants will spend the entire sessionpreparing a 45-minute presentatlon
based On one of the sessionsthey designedin Session15. Presentthe sessionovervlew in
yourownwords. Display andread FllpchartA: Session18 Oblectives.Ask if theyare dear.

2. Selectingthe Session Time: 25 minutes

Ask participants to meetagain in thegroups they formed during the past five sessions.Give
them thefollowing task on FlipchartB: Small Group Task:

• Look at the training plan and the two~samplesessionsyou selected
in Session15

• Identify sessionsor parts of sessionsthat can be adapted to a 45-
minute time limlt

• Divide into pairs; eachpair selectsthe training sessionIt will present
(or the portion of the trainingsessionIt will present)

• Take20 minutesfor this task

Circulate amongthe groups to assistthem in their decisionsand to find out what they have
finally decidedto present.

1
3. Preparing the Session Time: 1 hour, 30 minutes

TelI participants to prepare their sessionsin groups of two. Distrlbute Handout 18-1: Session
PreparationTask and go over It. Explain that they will deliver the sessionthey prepare
tomorrow. They will break up into two tracks as they did In the first round of practice
training.

Make sure theyaredear aboutthe needfor a written training planand that all their visual I
aids should be ready by the end of this session. 1f photocopylng is needed, make
arrangementsIn advanceof thesessionso thatparticipantswill not bedelayed.Providethem
with flipchart paper and markers asneeded.

Circulate among the groups, helping them wlth their training plans asmuch as possible
without being too prescrlpthve.
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Explain how you have assignedthe presentationtimes. Show a block calendarwlth the
namesin eachblock of time. Allow 45 minutes for each presentationand 30 minute for
feedbackfrom the trainer(s) afterward.

MATERIALS

Handout18-1: SessionPreparationTask

FlipchartA: Session18 Objectives
FlipchartB: Small Group Task
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SESSION 19

PRACTICE TRAINING RoUND Two
Time: 7 hours,45 minutes

OBJECTIVES

By the end of thesessionparticipantswill be able to

• Deliver a sessionusing thesevenstepsin thedesignframework

• Work wlth a co-tralner

• Identlfy thoseareasIn which they needto improve their skills

OVERVIEW

Practicetraining is thekeycomponentof a trainingof trainersworkshop.It givesparticipants
a chanceto improve on existing training knowledgeandskills and to try out new skflls In a
situationin which more experlencedtrainerscangive them feedback.

This sessionis divided into a total of flve modules,eachlasting 1 hourand 15 minutes, 45
minutes for a sessionpreseritationby a team of two participants,and 30 minutes for
feedback.If the workshopbas20 participants dMded into two tracks, therewill be five
practicesessionsin eachIrack. Thetrainer canuseHandout19-1: Observer’sChecklistas
a guide for giving feedbackto participants.Thischecklistmay be handedto participantsafter
thesessionis over. F-Iowever, It should not be usedas part of a formaI job performance
review.

The useof a videotapemachinecan greatlyenhancethe feedbacksession.When using a
vldeotape, the trainer notes highlights of the session and some portions needing
improvernentby keeping track of the counteron the machine.After glving someverbal
feedback,thetrainerbrhefly runsthetapeshowingtheportionsof the sessIonhe or shehas
selectedfor revlew.

The verbal feedbacksessionusually beginswith thetraineraskirig the participants who were
not delivering the sessionwhat went well and what could be improved, then asking the
practice trainerswhat theyIeamed. Encouragethemto write down what they leamed.Theri
show excerptsfrom the videotape,If available.
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The trainersshould takeat least 30 to 45 minutes at the end of the practice sessionto
dlscusswhat participants learned andwheretheywant to makeImprovementsandto provide
time for participantsto write some reflectionsin lheir journal.

PROCEDURES

1. PracticeTraining Time: 7 hours

2. Discussion

Ask the participantsthe following:

• What did you learnaboutdeliveringtraining?

• What did you find difficult?

Time: 30 minutes

• What would you like to Improve on when you deliver your next
training sessionback at work?

Make ariy generalcommentsbasedon the practicetraining sessions,highlighting those
things that went well.

DistributeHandout19-1: Observer’sChecklist.

3. Wrap Up/Joumal Time: 15 minutes

Allow time for participantsto wiite in their journal. Distrlbute Handout 19-2: Journal.

MATERIALS

Haridout19-1: Observer’sCheckllst
Haridout19-2: Journal

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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GUIDE TO SESSION20: BACK-AT-WORK PLAN

Total Time: 2 hours, 45 minutes

FLIPCHARTS

A. Session 20
Objectives

B Individual Journal
Revlew

C li~p4erneitationTask

SUB.JECT PROCEDURE l1~E HOI.TrS/MATERIALS

1. ntroductlon Presentatlon 5 minutes

2 Review Journal Entries lndivkiual Task 50 minutes 1-landout 20-1: Action Plan

3. knplementation Plan EndMduaVSrnali G~upTasks 65 minutes 1-fandout 20-2: Implementatlon Plan

4. Dlscuss [mpfamentation
Plans

Discussion 40 minutes

I.-.
Lrl

5. WrapUp Discussion 5minutes





SESSION 20

BACK-AT-WORK PLAN

Time: 2 hours,45 minutes

OBJECTIVES

By theendof thesessionparticipantswill be able to

• Developa plan for applylngwhat they learned from theworkshop

• Developsomeideas for implementing thoseplans

OVERVIEW

Applicationplanning providesa final transitionbetweentheworkshopand theparticipants’
activitlesbackat work. It is thefinal stepin theexperlentiallearningcyde, thus coricluding
a seriesof learnlngexperiences.

In this session,participants revlew all their Journal entriesto hlghlight the main learnlng
pointsof the workshop and plans that they havemadeto apply thesepoints back In thelr
work situations.They consolidatethesepoints Into an Implementation plan that theycan
refer to and share wlth their colleaguesandsupervisorswhen theyreturnto work.

PROCEDURES

1. Introduction Time: 5 minutes

Statetheovervlewin your own wordsandrevlew from FlipchartA: Session20 Objectives.

2. Review Journal Entries

Give participants the following task on FlipchartB: IndMdual Journal Revlew:

• Revlewall your journal enflesfrom theworkshop

• Enter the most important learning points from the workshop and
possibleactionsyou plan to undertake on Handout 20-1: Action Plan

Time: 50 minutes
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• Take one hour for this task

Distribute Handout 20-1: Action Plan. Explain that theseJournal summarles,like their
joumals,are for their useand that you donot Intend to collect them, nor do you intend to
collect the Implementatlon plans they will developlater In thesession. 1
3. ImplementationPlan Time: 65 minutes I
Explain that this exerciseis Intended to help themplanspecificactionsandtodeterminehow
they will Implement them. Give them the following task on FlipchartC: implementation
Task:

• Revlew your list of possibleactions from your action plan I
• List theactionsyou would like to undertake in thenextsix months In

the left-hand column of Handout20-2: ImplementatlonPlan

• For each action, complete in the other columns the following
elements: desired outcomes,resourcesneeded,possibleconstraints,
and strategyto overcometheconstraintsand Implement the plan

• Take one hour for this task

DistributeHandout 20-2: Implementatlon Plan. Ask for an exampleof a possibleaction from I
a participant, then walk through each column on the implementationplan, asking for
examplesof how that action might be implemented and offering your ideasaswell. If the
task is now dear to everyone,have them begintheir work. I
For this task, you maywant to have participantswork in teamsof two or three people if
there are peoplefrom thesamedistrict or division who will be collaborating in someway to
plan and conduct training activitles after the workshop.1f thegroup Is verydiverse,another
alternative is to give people 30 minutes to work Individually on their own implementation
plan, and thento work in pairs In order to get someInitial feedbackand suggestionsfrom
others.

I
4. DiscussImplementation Plans Time: 40 minutes

Ask for examples from the participants’ Implementationplans. Make comments and
encourageparticipantsto commenton eachaction. You will probably have time to revlew
four or five actions. I

156 I
1



5. Wrap Up Time: 5 minutes

Revlewthesessionobjectivesandask If theywere reached.

MATERLALS

Handout20-1: Action Plan
Handout20-2: ImplementatlonPlan

FlipchartA: Session20 Objectives
FlipchartB: lndMdualJournalRevlew
FlipcbartC: ImplementatlonTask
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GUIDE TO SESSION21: WORKSHOP EVALUATION AND CLOSING CEREMONIES

Total Time: 3 hours

SUBJECT

1. Introduction

2. Fl11 out Evaluatlon Form

3 Partlctpant Suggestions

4. WrapUp

5 Closing Ceremonies

PROCEDURE

Presentatlon

kidMdual Task

Discussion

D~on

T~E

10 minutes

Omhiutes

30 minutes

5 minutes

90 minutes

I.
‘J,

F1JP~HARTSHANDOUTSMATERIALS

Handout 2 1-1: WorksJ~opEvaluatlon

Certificates (If deshed)





SESSION 21

WORKSHOP EVALUATION AND CLOSING CEREMONIES

Total Time: 3 hours

OBJECTIVES

By the endof this sessiontheparticipantswill have

• Evaluatedtheworkshop

• Heardformai closingstatementsby trainers, appropriate officials, and
participantrepresentatives

OVERVIEW

Theevaluationform askstheparticipants to scorehow well eachoverallworkshopgoalwas
attalnedand to providetheir commentson theworkshopin responseto questionsbasedon
successanalysis. In addition, the sessioncalls for participantsto share their suggestions
openly with traIners so that areas not covered by the form can be discussedor so that
participantsmaybetterexplalnsomeof thelr comments.

The dosing ceremoniesare intended to be an appropriate ending to the workshopwlth
opportunlties for all the people involved in the training program, induding trainers,
participants,andministry or other officials if appropriate. Theceremoniesallow for formaI
statements,notes of thanks,certificatesof awardsif possible,andfareweils.

The trainers plan the closingceremonieswlth all thoseinvolved(exceptparticipants)before
the start of the workshopand make arrangementsfor producing certificates, informlng
officials, and taking careof logistics. Then, two or three days before the end of the
workshop,trainerscanask participants to selectone or two personswho will speakon their
behalf.

161



PROCEDURES

1. Introduction Time: 10 minutes

Descrlbethe overall schedulefor this last session:workshopevaluatlon(1 hour and 20
minutes)and closingceremonies(1 to 1.5 hours).

introducetheworkshopevaluationby explalning how importantIt is for trainersto be able
to recelve the honestevaluationof workshop participantsof the work they have done
together.Mention that their commentswill helpyou improve the workshop in thefuture.

Point out that thewrltten evaluation form they will receiveIs an exampleof how to adapt
successanalysisto the specificneedsof a training evenf. IL Is anonymousto encouragethe
greatestdegreeof openness,though peoplemayslgn their namesIf theywlsh. It is divided
Into two parts~

• Part I: How well eachof theworkshopgoalswasreached.It usesa
four-point scale to measurehow well the goals were attained.
Participantsshould cirde thenumberthat best expresseshow well
they thought thegoalwasaccomplished.

• PartII: Severalopen-endedquestionsabouttheworkshopdrawnfrom
successanalysis.

Flnally, teli participantsyou will askfor someverbalfeedbackon theworkshopsothatareas
not coveredby the form may be discussedor so that participantsmay betterexplain the
commentatheymay be willIng to sharewlththegroup.

2. Fil! out Evaluation Form Time: 40 minutes

DistributeHandout 21-1:Workshop Evaluatlon andrevlewIt with theparticipants.Give them
35 minutes to f111 it out.

3. ParticipantSuggestions Time: 30 minutes

Ask the participantsto revlewtheiranswersto questions6, 7, and 8 in Part II. Ask themIf
they would be willing to sharesomeof their suggestIonsfor Improving the workshop with
you.

List their suggestionson a flipchart, revlew them, and dIscuss them. And out which
suggestionsare most commonly held and most importantto theparticipants.
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4. Wrap Up Time: 5 minutes

Review the key suggestions.Thank the participantsfor their commentaand their active
participationthroughoutthe workshop.

5. Closing Ceremonies

Activitfes to be decidedon by training staff, lastirig no more than 90 minutes.

MATERIALS

Handout2 1-1: WorkshopEvaluatlon

Certificates(If desired)

Time: 90 minutes
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Handout1-1

OVERALL WORKSHOP GOALS

By theend of theworkshop,participantswill be able to

1. definethebasicprinciples of adult educatlonandofexperientiallearning;

2. useadesignframeworkfor preparingandcarryingout training sessions;

3. demonstrate facilitation skills (paraphrasing,summarizing, asking
questions);

4. give and receiveconstructivefeedback;

5. describethe characteristicsand the leamingpurposeof such training
techniques as case studies, mle plays, small group tasks, lecturettes,
demonstrations,andfield exercises;

6. deliver asessionusing one of thesetraining techniques;

7. plan for andmanagea training event;and

8. adapt this training methodologyfor usein back-at-work situations.



I
I
I
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WorkshopSchedule

WEEK 1

TIME DAY 1 DAY 2 DAY 3 DAY 4 DAY 5

S am (1)

OpeningCcrcmony
1cc Bitaker
Expectadona
Goals/Schedule
Norma

(2.5 1w.)

(3)

FacilitationSkilla:
P~aplwasing,Aaking
Questiona, Siunin~izing,
~I Uaing Encouragera

(3.5 1w.)

(5)

Giving ~d HelpingOhera
Give Fecdback

(2 1w.)

(6)

Caac Study Clinic
(3.51w.)

(S)

Lccturet~a~x1
DcmooaU~ationsJPrep~ation
for Practice

(3.5 1w.)

(9)

PracticeTraix~ngRomd
One

l2p~n. L U N C H

2 p.m. (2)

Piples of MUIt

EducationandExpciieotial
Leaniing

• (3.51w.)

(4)

Small Group TaakClinic
(3.51w.)

(6)

Caac Study Clinic

(7)

SessionDesign Fr*nework
(15 1w.)

(9)

PracticeTrainingRound
One

(71w.. 45min.)

(9)

PracticeTr&~ngRound
One

(10)

FicIdExerciaca

(2 Ii., tO min.)

(11)

WeekOneEvaliiaftoe
(30 min.)

6p.m. End End End End End



WorkshopSchedvie

WEEK 2

.~0g
t

TIME DAYI DAY2 DAY3 DAY4 DAY5

8 ani (12)

Rote Plays
(21w., 15 min.)

(13)

PlanningandManaginga
TrainingEvent
Rote of the Trainer

(21w., 45 min.)

(14)

1. AaaessingTraining
Needa

(IS)

PlanningandManaging&

Training Event

2. Training Development
Program

(5.5 1w.)

(16)

PlanningandManaginga
TrainingEvent

3. OrganizingtheEvent
(t 1w., 45 min.)

(17)

PlanningandManaginga
Training Event

4. EvalusionofTraming
(3 1w., 15 min.)

(19)

PracticeTrainingRound
Two

(71w.,45 min.)

(19)

PracticeTrainingRound
Two

(20)

Back-at.WorkPlan
(21w., 45 min.)

12p.m. L U N C H

2p.m.

6pin.

(13)

Rok of the Trainer

(14)

Planning andManaginga
Training Event

t. Asaessing Training
Needa

(2 1w., 45 min.)

End

(15)

2. TrainingProgram
Developanent

End

(17)

4. Evaluxionof Training

(18)

Preparationof Practice
TrainingRoundTwo

(2 1w.)

End

(19)

PracticeTrainingRound
Two

End

(21)

WorkshopEvaluationand
ClosingCeremonies

(3 1w.)

End

t
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Handout 2-1
Page 1

TRAINING LNVENTORY*

In order to determineyourpreferencesin setting the clirnate for a training event, think ofhow you
feel a training eventshould be...a training event that would be a positive learningexperiencefor
you as a participant...one that would be comfortable for you as a trainer to lead. Read each
statementbelow anddecideif it applies to this experience.1f so,place a check marknext to the
numberin thespaceprovided. 1f the statementdoesnot describeyour preferred training event,
leave it blank.

_____ 1. The trainerpresentsthe subjectmaterial in the workshop.

_____ 2. The trainerparticipatesin the learning exerciseswith the workshop participants.

_____ 3. The trainerdesignsall the activities for theworkshop.

_____ 4. The participants oftencritique eachother’s work with lifile or no directionfrom
the trainer.

_____ 5. The participants and the trainer share responsibiity for decisionsabout what
subject material to explore.

_____ 6. Participantsexplore their curiosity and work to satisfy themselveswith Hale
trainerdirection.

_____ 7. The trainer’s principal role would be to encourage participants to continue
working together, explonng alternatives andmoving toward their own goals.

_____ 8. The trainer designsand describesto the participantsthe weil-detailedplanand
organization for theworkshop.

_____ 9. The participants would be encouragedto developways to accomplish their own
goals, evenif it meant changing somewhat theworkshopplan.

_____ 10. The trainer would makethedecisionsOn what materialsto be usedin the course.

11. The trainer would be very acceptingof the participants’ ideas and thoughts even
if he/she did not agree, or knew them to be wrong.

*Tramjng ResourcesGroup, Alexandria,Va., 1981.
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_____ 12. Participantswould beexpectedto shareresponsibility with thetrainer to adapt the

workshop to meettheir needs.

_____ 13. The trainer is likely not to know the subject matter as much as the participants.

_____ 14. The trainer would allow the participantsto make most of the decisions about
whether theworkshop was successfulor not.

_____ 15. The trainer aliows the participants’commentsandneedsexpressedduring the
workshop to influencemuch of the design.

_____ 16. Participantsareexpectedto evaluate theirown progress through thecourse.

_____ 17. The trainerallows the participants to determine how much time should be spent
on eachiopic.

_____ 18. Participants should spend a good dealof time learningfrom the trainer’s well-
executedlecturesanddemonstrations.

_____ 19. Participantsareexpectedto challenge the trainer’sideas.

_____ 20. The participants are told precisely what to expectfrom the workshop.

_____ 21. The trainer dors not needto remain in the room while small group discussionis
taking place.

_____ 22. The participants’ discussionsare always tightly controlled so that time canbe
usedwisely.

_____ 23. The traineralmostneyermakessubstantiveinputs.He/shewould not be expected
to be knowledgeableabout the subject.

_____ 24. The trainer assumesfull responsibility for the learningactivities.

_____ 25. Participants areasked to help designtheworkshop.

_____ 26. The participants rely on theknowledgeof the trainer for manyof the substantive
answersthey are seeking.

_____ 27. The trainer decideshow successfulthe workshop was.
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_____ 28. The participants would define the subjectsand issuesthat should be coveredin
the workshop;they would be responsible for looklng for answers.The trainer
would assistin helping this to happen.

_____ 29. Theparticipantdecideswith the trainerwhetheror not the workshop would be
beneficial.Oncethis has happened,theparticipantwould be expectedto attend.

_____ 30. The participantshouldmakethedecisionon whether or not the coursewould be
beneficial andshould be free to leaveduring thecourseif he/shethinks It is not
helpful.





TRAINING INVENTORY SCORING SHEET*

Handout 2-2

Directions:Go back over your scoresheet.Count thenumberof checksyou have in columnA
(i.e., if you checked#1, thencheckit on the line of this answersheet.I! you did not check #3,
leave it blank. The A items, then, are 1, 3, 8, 10, 18, 20, 22, 24, 26, and27). Write the total
numberof checksat the bottom in A . Do the samefor columnsB andC.

li ÇA

1. _______

2. _____

3. _____

4. _____

5. _____

6. _____

7. _____

8. _____

9. _____

10. _____

11. _______

12. _____

13. _____

14. _____

15. _____

16. _____

17. _____

18. _____

19. _____

20. _____

21. _____

22. _____

23. _____

24. _____

25. _____

26. _____

27. _____

28. _____

29. _____

30. _____

TOTALSA. ___ B. ___ C.

*Training ResourcesGroup,Alexandria,Va., 1981.





TRAINING INVENTORY INTERPRETATION WOLK SHEET*

CDLUMN LEARNER ~rflE LEAR~GNEEDS TRAINER ROLE TRAINER BEHAVIORS LEARNER BEHAVIORS

A DEPENDENT (may occur in introductory
cognes, new werk situations, language
courses in whicb kamer bas littie or no
information on ensering course)

structure
direction
extrnal reinforcement
eœoon~
ea$eemfrom authority

soswera
lectures

s—

accepts s~wers
depeals on trainer
— trainer
reSta answers
catious

reinforces
truisnits contont

designs m~riah
sets goals

kam from trainer

-on

peer challenge
peereflœm

coftiborakr
eo-kamer
onviroomnat setrer

Serais
b~nS.tacontent occaaionally

—
modela
providea feedback

evalaates jointly
manages go~prooen
belps set goals

sels goals

evalsatea

ex—
~esfetk
t dab
makes decisions
gon
nses trainer to do ail of the above
kws from evcryone

C NDEPENDENT (may coeur to
kamer ha much moqv knowledge or shil
on entenng the course and wania to
continue to search on owu, or his bai
successful expenence working through
new situation alone: may feeltrainer
c~mnotoffer asmuch n he/she likea)

siion
providus req.eatd fbecLack
— to penvide
consuka
list~
negodata
t~es go~pvœu

sets goals
self-depeodent
fada own solutions
littleMo relance on trainer
mâts deciaions
evaluates
kans from everyone

yw

exped

B c0UÀBoRATIvE (may occar wben
learner ha come with knowtedge,
information, ideas cl would like to abn
them or try them ont)

SemaI awwenen
~aS~tion
time

— ~psn

*Training ResourcesGroup, Alexandria, Va, 1981.
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The Experiential Approach To Training

by JantesA. McCaffery

Experiential learning is exactly what the name implies — learning from experience.
The experiential approach is learner-centered and aliows the individual trainees to
manageand shareresponsibility for their own learningwith their teachers.
Effective training strategieswhich incorporate experiential learning approaches
provide opportunities for a personto engagein an activity, review this activity
critically, abstract someuseful insight from the analysis,and apply the resultin a
practicalsituation. (Gudykunst and Hammer, 1983, provide a brief historical review
of the experiential approach.) A graphic representation of the model is presented
below andmay be applied to cross-cultural training in the following ways:

Experience
(activity,
“doing’)

Application Process
(planningmore (sharing,compar-

effectivepost-workshop ing,contrasting,
behavior) reflecting)

Generalization
(Drawing conclusions,

identifying
general principles)

Figure 1
The Experiential Model

This is an excerpt from a paper by Dr. McCaffery cntitled, ‘Independent Effectiveness:A Reconsiderationof
Cross-Cultural Orientation and Training.” International Journal of Intercultural Relations Vol. 10 (1986). 159-178.
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Experience I
The experiencephaseis the initial activity and the data-producingpartof the
experientiallearningcycle. This phaseis structured to enableparticipants to become
actively involved in “doing” something. Doing, in this instance, has a rather broad
definition, and inciudes a range of activities like the following:

• casestudies I
• role plays
• simulations I
• games
• lecturettes
• films and slide shows
• skill practice
• completing an instrument
• living with a family from another country I

This sample list indicates that the range of training techniquesvaries from the more
passiveand artificial (lecturette)to the more activeandreal (living with a family).
Exactly which techniqueone choosesas an educational activity would depend
largelyon the sessiongoals.

Process I
Oncethe experiencestageis completed,the trainer or instructor would guide the
group into theprocesspart of thecycle. During this phase,participantsreflect on the
activity undertaken during the experiencephase,and they share their reactions in a
structuredway with thewhole group. This may happen on an individual basis,in
small work groups, or in a full training group. Individuals shareboth their
cognitive and affective reactions to the activities in which theyhave engaged. In
addition, with trainer assistance,they try to link thesethoughtsand feelings
together in order to derive somemeaning from the experience. I
The trainer’s role as facilitator is very important during eachphaseof the cycle. I
During the processphase,he/sheshould be prepared to help the participants think
critically about the experienceand to help the participants verbalize their feelings
andperceptions, as well as draw attention to any recurrent themesor patterns which I
appear in the participants’reactions to the experience. The trainer’s role involves
helping the participants to conceptualizetheir reflections on the experiencesothat
they can move toward drawing conclusions.

I
I
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Generalization

The generalization stageis that part of the experiential learning cycle in wh.ich the
participants extract conclusionsand generalizationswhich might be derived from,
or stimulatedby, thefirst two phasesof the cycle. During this phase,participants are
helped to “take a step back” from the immediate experienceand discussion,and to
think critically in order to draw conclusions that might be generalizableto “real life”
or to a particulartheoretical construct. This stageis perhaps bestsymbolized by the
following questions:

• What did you learn from all this?
• Whatmore general meaning does this have for you?

The traineror instructor structures this part of the experiential learning model so
that participants work alone first, and then guides them into sharing conclusions
with each other so that they may serveas catalysts to one another. In addition, the
trainer helps to facilitate this step by:

• Asking and helping individuals to summarize what they
have learned into concisestatementsor generalizations.

• “Pushing back” at people to help make their thinking more
rigorous.

• Relating the conclusionsreachedand integrating them into
a theoreticalmodel.

• Making sure,within reasonabletime boundaries, that
everyonewho wishesto sharesignificant in.sights getsa
chanceto contribute.

• Helping the group compare and contrast different
conclusions,identifying patterns where they exist, and
identifying legitimate areas of disagreement.
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Application

After participants have done somefocusedwork generating generalizations,they
areguided into the application stage. Drawing upon insights and conclusionsthey
have reachedduring the previous phase (and other phases),participants incorporate I
what they have learned into their lives by developingplans for more effective
behavior in the future. In an ideal educational or training event, participants would
be able to apply what they have learned immediately after the workshopends. The
applications that they plan may relate to their profession,their personal life, or their
student efforts, dependingon the background and needsof specificparticipant
groups.

Techniquesused to facilitate the application stageinciude thefollowing:

• Individual work to developa thoughtful action plan which puts “learnings I
into action”.

• Participants review each other’s plans, and provide consultation and help as
appropriate to each other.

• Someparts of individual plans might be shared with the whole group in I
order to create a senseof synergy.

• Participants identify other learning needs.

One of the ways the trainer assistsduring this processis by helping participants be as
specific as possiblein developing their application plans.

Conclusion

It is important to stress two other points about the experiential model. First, the
exactnature of eachphaseof the model is driven by the goals of the training or
orientationsession/program.Once thegoals aredefined,then thesessioncanbe
designedusing the model as the framework. Second,theory can come in two
different places— either beforetheexperience,in which casethe experiencebecomes
a way to test the theory or try out theskills implied by it, or after,when-it is

I
I
I
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interwoven into the generalization phaseas participants develop their own
“theory.” When this is added to the “picture” of the model, it looks like this:

Experience

Theory

Goals

Application Process

Theory

Generalization

Figure 2

Adding “Theory” to the Experiential Model

In order for this model to be effective,it needsto be rigorously applied, both in the
designand delivery stages. “Experiential training or learning” is a phrase often
heard in the educational and training world; yet, it is frequently misusedin practice
where it seemsto meanletting peopleparticipate in a presentation,having a
questionand answer sessionafter a lecture, or a role play or casestudy by itself
without the subsequentstepsin the model. Most frequently, the generalizing and
application stagesare simply left out of the designor the program; as a result, the
power of experiential learning is significaritly diminished or is negatedaltogether.

Although the model, when correctly explained, looks very dear, theway it works
out in practice is not aiways as dear. There aretransitionsbetweenphases,and
occasionally(especiallyif the trainer is going too fast), the group will return to a
phaseuntil it is ‘finished.” Also, individuals in the groupmay not approachthe
learningprocessin sucha linear fashion,andthat is perfectly legitimate. Themodel
is meantto serveas a guide for thetrainer or instructorwho is trying to designand
carry outan educationalexperiencefor a group.
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TRADITIONAL AN]) ADULT EDIJCATION

Traditional Education Aduit Education1. Highly effectivefor developmg ideas

andexpandingwhat you know.

2. Highly effectivewith youngerleaniers.

3. Teachercentered.

4. Passiveandtheoretical.

5. Focusedon “right” and “wrong,”
encourageslearnersto fmd the one
right answer to a problem.

6. Measureof achievementis gradesand
certificates.,

7. Can foster a senseof depeudenceon
outside experts.

1. Highly effectivefor developing
sklllsandexpandingwhatyou can
do.

2. Highly effectivewith adult
learners.

3. Leamercentered.

4. Active andexperiential.

5. Focusedon “effective” and
“Ineffective.” Encourageslearners
to exploremanyapproaches to
determinewhich answerwill work
in whichsituation.

6. Measureof achievementis what
you areable to do more effectively
in your life.

7. Can foster independenceand self-
reliance.



u
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JOURNAL

Adult Learning and Experiential Learrnng

1. WhatconclusionscanI draw about iiie way aduits learnand about training styles?

2. WhatcanI do in this trainingof trainers workshop to apply what I have learnedabout
assumptionsand styles?
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EXtENSION AGENT ROLE PLAY SHEET

You arean extensionagentfrom theCommunityDevelopmentAgencyof theMinistry of Public
Health.One of the comniunities in which you work is Koulika, where the Community Health
Committee basworked very hard to prepare for the arrivaI of theweils andpumps. You want to
begin a hygiene educationprogramin Koulika to make sure that people in the communitywill
keep the water from thesenew weils as safeas possibleandmake the bestuseof it.

You feel that it is very important to cariy out a survey of current hygiene practices in the
communityin order to plan appropriate hygiene educationactivities. The commitlee president
thinks he knows that information already, but you think this person is not in touch with many
partsof the community; therefore, you do not trusttheinfonnation he claimsto have.You think
the survey should be conducted in a very organizedmanner andyou bave specific ideasabout
what should be done andwho should help you do it.

You want to do this survey next week, starting on Tuesday. It will takefive days. On eachof
thesedays you will need two peopleto accompanyyou to translate and takenotes,two to inspect
househoidsfor water storage andgeneralcleanllnesspractices, and two to spend time taking note
of how water is being fetched andcarried. You have to conduct the survey on thesedays because
you arecomniitted to work in another community thefollowing week.

You areabout to meetwith thecommitteepresidentto gainhis supportfor the survey.
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COMMITTEE PRESIDENTROLE PLAY SHEET

You are the president of the CommunityHealthCommittee in Koulika. You andothers on the
committeehaveworked very hard to prepare for the arrivai of new weils andpumps in your
community.You are oneof theelders in thecomirnmity,andyourrole as president basmadeyou
very popularwith otherpeople in thecommunity.

You have beenworking with a young extension agent from the Ministry of Public Health to
prepare for theseweils. He is well intentioned, but his suggestionsaiways seemunnecessarily
complicated.For example,beforereceivingapproval for thenew wells,he insistedon meetingnot
only with your committee,but with severalother individuals in the comniunity. He askedthese
people a lot of questions that you thought werenot important.lu anycase,you could have given
kim all of the informationhe needed,savingeveryonea lot of time andtrouble.

Now this extensionagentwantsto startsomekind of an educationalprogram.You do not seethe
needto educatepeople aboutweils, sincetheyobviouslyknowhow to usewater—theyhavebeen
doing it all of their lives. But you arewilling to let kim organize a few sessions,just to keephim
happy. After all, it is important to maintain goodrelationswith the Ministry of Public Healtb.
However, he insistaon talking to severalpeopleonceagain, evenbeforehe starts theeducational
program.

You areannoyedwith this insistenceandyou plan to talk him out of bothering more peöple in
thecommunitywith a bunch of questions.You would be willing to give him all theinformation
he needsyourself,since,after all, you represent thecommunity,andthey trust you.

You are about to meet with the extensionagentto discussyour views on what he wants to do to
prepare for theeducational program.
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INDIVIDUAL AND GROUPTASK INSTRUCTIONS

Individual Task

You will soonbe askedto leadagroupdiscussionon thesubjectofexperientialtraining
or another topic of your choice. If you choosethe topic of experiential training, ask the
groupabout their impressionsof this methodology sofar, for example,ils advantagesand
disadvantages,or somespecificquestionsyou would like answeredabout the experiential
learning cycle. 1f you chooseanother topic, think of questions that you should ask.

Write down a list of three or four questions on the suhject chosen.Then, think of what
might be somepossibleanswersandcheckyour questionsagain.

As you prepare to lead this group discussion, think of how you will use your
paraphrasing, questioning, and summarizing skills as well as encouragers to involve
participants and managethe forward progressof the discussion.

Finally, think of how youwill introduce your questionsandwhat will be the first question

you ask thegroup.

You have ten minutesto prepare thesequestions.

Small Group Task

• Practicefor five minutes usingall facilitation akiils.

• Observerwatchesfacilitation skills being usedand the Impact they have
on the conversation.

• Observerkeeps track of time.

• Observersharesinsights andfeedbackfor live minutes—group discusses
conversation.

Next person’s turn—change roles.
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INDIVIDUAL GENERALIZING AND APPLYING TASK

Think of the sessionon facilitation skills—paraphrasing, asking questions,summarizing,
and using encouragers.

Make a list in two columns completing thesesentences:

The most important things I have 2. The ways thesethings apply to my
learnedin this sessionare... work are...
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FACILITATION SKILLS FOR TRAINERS AND GROUP FACILITATORS

by JamesA. McCaffery

Introduction

Facilitationskills are important for everyone,but are especiallycritical for trainers.
Communicationmay appearto be simple, but it is one of the more complex things
that human beingsdo. Many things can go wrong in this process.For example,we
may send a messagewhich we think is dear, while the person receiving it may not
understand li in the way it was intended. Sometimeswe have things on our mmd,
weare distracted and do not “hear” or listen very carefully.

Although the range of communication activities and the skills involved encompass
most of human interchange, there are three very important facilitation skills that a
trainer can learn or enhancein a relatively short time: question asking,
summarizing, and paraphrasing. With continued practice one may becomevery
adeptin their use.

QuestionAsking

Question askingis a critical trainer skill. Questionscan be asked in two ways -- as
closedquestionsand asopen-endedquestions.

ClosedQuestions

Closed questions generallyresult in yes/no or other one word answers. They
should only be used when you want precise,short answers. Otherwise, they inhibit
discussion.The closedquestion canbe answeredwith one word.

Example:

Trainer: Do you think that recommendation
will work?

Participant: No.

Open-endedQuestions

The open-endedquestion requires elaboration. “Tell me what you liked about that
recommendation” seeks information. How? What? Why? are words that begin
open-endedquestions.

Copyright 1988by Training Resources Group, 1021 Prince Street, Alexandria, Virginia 22314. All rights reserved.
Reproduction by any means is prohibited without written permissionof the author. RevisedJune 1989
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Trainer: What did you like about that
recommendation?

Participant: J think it is a good strategy for
resolving the issue, one that can be
implemented without expending a lot of
resources.

Trainer: What kinds of goals did the group
set?

Participant: They set a wide range of goals.
The first was...

Summarizing

The purpose of summarizing is to:

* Pull important ideas, facts, or data together.

* Establish a basis for further discussion or to make a transition.

* Review progress.

* Checkfor clarity; checkfor agreement.

By using summarizing in a conversation,you can encouragepeople to be more
reflective about their positions as they listen for accuracy and emphasis.

Summarizing requires you to listen carefully, in order to organize and present
information systematically. Summarizedinformation ensuresthat everyonein the
discussionis dearaboutwhat transpiredin thejust-completedportion of the
discussion.

For example, a trainer may summarize to ensurethat participants remember what
has beensaid or to emphasizekey points madeduring a groupdiscussion. In these
instancessunimarizingis very useful. Somestarterphrasesto help you begin a
summaryare:

* There seemto be somekey ideas expressedhere...

* If J understand you, you feel this way about the situation...

* I think we agree on this decision -- what we are saying is that

we in tend to....

I
I
I
I
I
I
I
I
I
I
I
I
1
I
I

I
1
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A real value of summarizing is that it givesyou the opportunity to check for
agreement. 1f peopledo not agree,it is better for you to know during the discussion
than to find out later when a task is not completedor a deadline is missed. One of
the most common complaints is that someparticipants think an agreementhas been
reached,yet things do not occur as planned afterwards. In many instances,that is
becausethere wasnot really agreementduring the discussion.

As an exampieof summarizing, assumethat someonenamed Joan has talked for 3
or 4 minutes, and you summarize as foliows:

Let me see if J have it straight, Joan. First, you say the work is borin g, not
carefully scheduled,and finally, you are concernedabout the number of
hours people are expectedto work, correct?

As anotherexample,the discussionhasgoneon for severalminutes and you
summarizeasfoliows:

In talking about this issue, we have come up with three main points.

In summary, this communication skill is a deliberate effort on the part of a trainer to
pull together the main points made by the person or persons invoived in the
discussion.

Parapkrasing

Paraphrasingis simply restatingwhat theotherpersonhassaid in your own words.
The prefix para meansalong side, as in the word parallel.

Theprocessof paraphrasingis very muchlike catchinga bail andthrowing oneback --

except the bali you throw back is your own andperhapsa bit different from the
original bail. Nonetheiess,it is stiil a bail. You can throw back the other person’s
ideasby usingsuchbeginningphrasesas:

You are saying...

In other words...

I gather that...

If I understood what you are saying...

Thebestway to paraphraseis to listen very intentiy to what the otheris saying.If,
while the other personis talking, weworry about what weare going to saynext or
aremaking mental evaluations and critical comments,we arenot likely to hear
enough of the messageto paraphrase it accurately.
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It is helpful to paraphrasefairly often, 50 that you develop a habit of doing so. You
can eveninterrupt to do so, sincepeople generally don’t mmd interruptions which
communicateunderstanding. For example,Pardon my interruption, but let me see
if I understand what you are saying...

Example:

Participant: It seemsthe basic problem is that someof the people don’t know
how to use the managementinformation system,

Trainer: In other words, you see the problem as lack of know-how.

Another exampie:

Participant: I think the most important thing is to teil the staff member
clearly and directly how he is contributing to the problem.

Trainer: So you are saying it’s important to tel! the staff member directly
what kind of impact he is having on the problem.

Other Facilitation Skils

There are a number of other heipfui facilitation skilis, someverbal, some
non-verbal. Examples are:

* Nodding one’s head.

* Picking up on thelast word or two of

someoneelse’s sentence.

* Repeatinga sentence,or part of a sentence.

* Asking someone-- Say moreaboutthat.

* Saying -- That’s good -- anybodyelsegot

anything to add?

* Maintaining eye contact, open body position.

* Saying -- Uh huh.

I
I
I
I
I
I
I
I
I
I
I
I
1
I
I
I
I
I
I
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Facilitation Skllls

JOURNAL

1. Whatarethemost importantthingsI havelearnedaboutfacilitating adiscussion?

2. What skills do I needto improve during this training of trainersworkshop in order to
facilitatediscussionseffectively?
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USJNG SMALL GROUPS

Small groupscan be used for

• building problem-solving skills to dealwith aparticularissueor problem
(casestudies,critical incidents, etc.);

• building planning skills to deal with how to approach a particular issue
or opportunity (strategy developmentor planning);

• providing opportunities for practicing a new technique or skill (practice
dyads, trios, quads,etc.);

• providing opportunities for participants to react to eachother’s approach,
giving advice, feedback,andconstructivehelp; and

• providing opportunities for participants to share experiences, both
probleins and solutions that might be helpful.





Handout4-2

Task

IMPACT OF LATRINES

• Divide into groupsof threeor four people

• Discusspositive impactor benefitsof latrines

• List any negativeimpactlatrinescouldhave

• Write your report on a fllpchart

• Take25 minutesfor this taak

LJBRARY

INTERNATIONAL REFERENCE CENTRE
FOR CÖMMUNIT’T’ WATER SUPPLY AND
SANITATION (~RC)
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MAKING SMALL GROUP WORK EFFECTiVE

Be very dearin giving task instructionsto small groups. Put the instructionson a visual
aid, preferably theflipchart. You may alsowant to put the instructionson a handout.Go
over the instructionsIn front of theentireclass;askif they have questions.

Decideif you want eachgroup to makea short presentation(reportouts) or if you want
to lead the discussiondifferently. Keep the presentationsbrief; if they are over 10
minutes,peoplegetweary—5 minutes is abetter lime frame.ThendecideIf you want
them to put key pointson the flipchart andusethat in theirpresentation.(Werecommend
havingthemput key pointson the flipchart sinceit recordsthe points for referrallaterand
heips them deliver a more focused,shortpresentation.)

2. Divide thetotal group into anappropriate numberof small groups.Small groupsof three
to five peoplearedesirable.Groupsof over sevenpeoplebegin to be unwieldy.

The total groupcanself-selectthemselvesinto smallergroups, or the instructorcan make
the selection.You may want to be sureeachsmall groupbasa balanceof different
participantknowledge,experience,and personalstyles. 1f you clivide the group, you
should inform the group why andhow you arrived at the selections.(This keepsthem
from trying to fmd a bidden agenda...this is the smart group, this is the dumb group.)

3. Provide an appropriate amountof time for the small groups to accomplish thetask.There
shouldbe enough time for there to be discussion,deliberation, anddecisionwhile stil
encouraging them to be efficient with time.

4. The instructor should monitor the small groups unobt.rusively to be sure they bave
understood the task, they are not having problems, or they have not gotten hopelesaly
entangledin another conversationor war story.

5. A few minutes before you expect them to have completed their work, go aroundand
remind themof the timeandaskIf they will be ready. Encouragethem to move forward.

6. Have a plan for how you want to managehaving the small groupsshare their work with
the total group.There areanumberof ways of doing this.



1
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The moncommonway to managereportingout Is simply to taketunis, onegroup, Uien
another,Uien another.Herearesomesimple ways to keep things moving:

• havepeoplewaituntil thepresentationhasbeencompletSbefore
comnienting;

• first ask the other group members if they have somethingthey
would like to add that their spokespersondid not say;

• Uien askthe total groupif they have any questionsofclarity (not
debatingtheir points,but questionsto Increaseunderstanding of
what the small group meant); and

• finally, askfor reactions from the total group.

After or during the time the total group Is commentingor reacting to the small group I
presentation,the Instructorcanadd commenta.Ask a question or make a comment, but
refrain from evaluatingthepresentatlonor thecontent—unlessofcourseyou saypositive
things. U
Keepthingsmovingalong.LotsofreportingOut foflowedby lengthy commentingcan get
exhausting.If you have severalsmall groupsreporting Out and you expecttheir reports
to be somewhatrepetitive, it is a goodidea to savecommentauntil the end and comment
on all reports. Stop after point three above andgo on to the next small group.

7. After all groupshave reportedout, lead a sùmmarydiscussionof all the ideas that have
been presented.You mlght exploresimilarities anddifferences; you might ask people to
talk about what they think is or will be the mostdifficult idea to iinplement; you might
ask what they beard that struck them as especially creative; or you might explore a
disagreementmore fully. I

8. A goodway to end the discussionsis to use the generalizing andapplication part of the
experiential learning cycle. Aak the question(s).. . What conclusionsare we reaching I
about...?Whatare we leaming about...?

Move to the application phaseby asking.. .When/if this happensto you, what is one thing I
you will remember to do? In order to keep this from happening to you, what are three
things you can do? How canyou adaptwhatwe havebeendiscussinghere today to your
own situation? I

I
I
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USING SUCCESSANALYSIS

You and the communities you work with boffi have to judge how well your work is going. You
shouldnotwall until you havefmisheda project to look atwhat hasbappened.It is better to look
at what is happening on a regularbasis, such as every weekor every month. You needto know
what you have donewell, what imstakeshave occurred,andwbat problems needto be solved.

Successanalysisis a helpful way of reviewing and evaluating what you have beendoing on a
regular basis. Successanalysis looks at your successes,not just your failures. It reviews the
problems that cameup andhow you overcamethem. It looks at what problems remain andhow
you might overcomethese too. To usesuccessanalysis,you or the communitymembersshould
ask yourselvesthesequestions:

• Whathave we donethat was successful?Why were we successful?

• Whatproblems did we meet? How did we overcometheseproblems?

• What problems stiil remain? Whatbavewe learnedthat can help us plan
to overcomethem too?

Successanalysiscan be done

• Every day after work

• Al the end of every meeting of a commumtyorganization

• At theend of every general community meeting

• Al the end of every step in theproject developmentcycle

• At regular times when carryingout a project (such as after eachstep)

• Whenever major problems comeup

• At the end of a project

• At regular times (monthly, quarterly, annually)
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Task

Divide into groups of tbree or four people

Discuss the kinds of problems that might arise in promot.ing a
community’suseof successanalysis

Identify two or three of the most commonproblems

List ways to avold or solvetheseproblems

Be preparedto reportout orally

Take25 minutesfor this taak
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JOURNAL

Small Group Tasks

1. Whatare someof the most importantthings to remember about

a. preparing small group tasks?

b. managing small group tasks?

2. What do I need to focuson in order to improve theway I prepare and managesmall
group tasks?



I
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GUIDELINESFOR GIVING FEEDBACK

• Make specific statements;supportgeneral statementswith specificexamples.

• Use descriptiverallier thanjudgmentallanguage.

• Be direct,dear,andto the point.

• Focuson behaviorthat the receivercando somethingabout.

• Rememberthat feedbackis more effectivewhen il is solicited rallier thanimposed.

• Rememberalso that effective feedbackis well timed.

• Take into accounttheneedsof the receiver of feedback,as well as your own.

• Planhow you will givefeedback.



I
I
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HELPING OTHERS GIVE FEEDBACK

• Solicit feedbackin dear and specilic areas.

• Make it a point to understandthe feedback; paraphrasemajor points; ask clarifying
questions.

• Help the giver use the criteria for giving useful feedback.

• Avoid making it more difficult for thegiver of feedbackthan it alreadyis.

• Avoid explanationsof “why I did that,” unlessasked.

• Showapprediation for the effort it took for the other person to give you feedback.

• Using key points, say what you intend to do as a resultof the feedback.

• Rememberthat feedbackis oneperson’sperceptions of another’s actions,not universal
truth.



I

I
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FEEDBACK SiTUATION 1: AHMED

You areAhmed,an extensionagentfor the HealthEducation Division of theMinistry of Health
(MOH). You havebeenon thejob for a year.Mohanied,your supervisor,is Iiie District Health
Officer. He hasaskedyou to report to his office.

1. You have spent most of your first year on thejob moving hflo your town andbuilding
relationshipswith key communitymembers. You have also beenspendinga greatdeal of
timeestablishing contactswith key peoplein the MOH, especiallythe Division Director
for HealthEducation,whom you considervery influential.

2. You think that your building relatlonships with communitypeopleandministry officials
hasbeen successfut,although theprocessseemedslow andfrustratingat limes.

3. You were assigned to work in six communities, each of which has a new health
committee,but you have only beenable to focuson the one in your community. The
reasonsfor thisarethedifflculties in gettinggasfrom theministry, theDivision Director’s
strong InterestIn your conununity, andyour community’s high visibility (on themain
road).

4. Thehealthcomniitteein your town had sometrouble getting started this yearbecausethe
materials for latrine construction, such as slabs, that you had convinced the people to try
were late in aniving. In fact you had to usesomeof your own money to travel to the
capital to pick up theslabs.Even then,you had to spendmanymore daysthere thanyou
had planneddue to shortagesof latrine slabs in the MOH warehouse.



I
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FEEDBACK SiTUATION 1: MOHAMED

You are Mohamed,a District HealthOfficer for the Ministry of Health.Ahmed, the health
educationextensionagent,hasbeenon his job about a year now, andyou are planning to have
a serioustalk with him abouthis work andthesuccessof his projects.You know the following
things about Ahmed:

1. (enerally, Ahmed is a goodworker. He spendsa lot of time in the field, andseemsqwte
committed to his projects. He works well with bodi you andhis co-workers.

2. Ahmed bashad a good deal of trouble getting thehealthcommitteesgoing this year. He
seemedto spenda good deal of time with onecoinmittee, which resultedin the neglect
of the other five to which he wasassigned.

3. flic healthcommittee that Ahmed devotedsomuch time to really neyer got going. They
had difficulty getting lalrine slabs,but you areconcemedwith therole Abmed playedin
this comniittec. He sometimesbastrouble beingtheconsultant to thecominittce—hetends
to takeon toomuch of the responsibility himself.

4. You think Abmed may have been influencedbecausethe communitywhere he worked
somuch wasthevillage of theDivision Director for HealthEducation. You think Abmed
is very young andinexperienced.



si ~fi
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FEEDBACK SITUATION 2: THE DIVISION DIRECTOR

You are theDivision Director for Healih Education in the Ministry of Health. You are about to
have a serionsconversationwith oneofthe districthealthofficers, Mohamed.,about his work and
the projects in his area.The following things areon your mmd:

1. Abmed, oneof thehealth educationextension agentswho works in Mohamed’sdistrict,
bas just quit. This is the fourth agent out of 18 in Mohamed’s district that bas quit
recently,all witbin their first year on thejob.

2. Mohamed’s behavlor in meetingsin the ministry offices is supportive, active; he focuses
on key issues,listens well, and respondsactively to you and other staff members. He
worka hardand goesout of his way to assumeadditional responsibility. For example,lie
did an excellentjob recently during the annualbudget process.

3. Abmed, the extension agent, talked to you before leaving his job. He said one of the
reasonshe was quitting was thathe did not geladequatesupport from Mohamed. He did
not think Mohamed really caredbecausehe did not help him get the latrine slabs he
needed.Ahmed saidMohamed kept talking about thenecessityof building theskills of
the communityhealthcommittee members to run their own health education program.
Ahined thought that was fme, but first you had to gel a health education program
established,and to expectcommunitymembers to take on major responsibiitles at this
early stagewas ridiculousbecausethey were not fully convincedof the effectivenessof
health educationactivities.

4. Mohamed had been somewbatloud and argumentative at two recent official functions.

5. Mohamedbas not filled out any travel vouchersfor the past six months, and thepeople
in the administrative unit areupset.
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FEEDBACK SiTUATION 2: MOHAMED

You are Mohamed, a district officer for the Ministiy of Health.You havebeenworking with the
Division Director for HealthEducationfor six monthsnow. Thesearethe thingsthatconcernyou

1. You maintain good relations with your Director. He generally gives you adequate
responsibilityandautborityto carryout your job. You think thatyou communicateclearly
to hmm and in a timely way aboutthe issuesaffectingyour district.

2. You beievetheagentsshould stay in the field as much as possible,and that they should
build co-equalrelationships with cominunity members. You do not think the Director
stressestheconsultativeroleof theextensionagent enough.Instead, he subtly encourages
agentsto play the role of expert, the one who hasall the answersandis going to setup
thehealtheducation program for the communities.

3. One of your agents,Ahmed, during liie past year spent nearly all his time on one
communityhealthcommittee,neglectingthe other five to which he hadbeenassigned.
The one he spent somuch time on was the village where the Divisioji Director was bom
andraised.You know he talked to Ahmed from time to time, and you think he influenced
Ahmed to spendnearly all his time with that one health committee.

4. Although you have littie patience for administrative details such as travel vouchers and
other paperwork, you think that your performanceis quite good. You are concerned that
the Division Director may not sharethis perceptionbecauseyou havenot beenpromoted
in severalyears.
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Feedback Skills

JOURNAL

1. WhathaveJ learnedaboutgiving andhelpingothersgive feedback?

2. Whatdo I needto focuson during this training of trainers workshop in order to improve
theway I give and helpothers give feedback?
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DEMONSTRATION CASE STUDY

Objective: To describeal least two strategiesfor justifying the useof experlentialtraining
methods.

You are themanagerof the Ministry of RuralDevelopment’sTraining Office.

Extension agentsin theMinistry havebeenasking for a specialcoursein the latest techniquesin
pump maintenance. The Division of Researchhasbeendoing a lot of researchin this area, but
tliey do not seeminterested in allowing their materials to be used in training. Lastweek they
fmally agreedto provide “lecturers” for the course.

You have two staff trainers, Tom and William, assignedto the course. They have justcomeinto
your office becausethey have a disagreement. Tom says that planning a coursethat usesonly
“lecturers” will be boring, and that some“experiential” training must be included. William, on
the other hand, says that the Division of Researchwill not help them with the course if the
training officer wants to changethe lecture format. Tom believesthat il is better not to do the
courseif they must only usethe lecture approach.

Your bosshasbeenpressuring you to provide this course. What should you do?

DiscussionQuestions

1. How would you describethis problem?

2. Whatwould you do as the manager of the training office?

3. Whatcould you havedone to avoid this problem before It occurred?
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CASE STUDY: THE INTERRELATIONSHEP BETWEEN WATER AND HEALTH

Objective:

After examiningthis casestudy, the participants will be able to

1. identify ways that water canbecomeconhiminated, and

2. describethe healtheffectson communitymembersof consumingunsafewater, coming
into contactwith unsafewater, and insufficientwater.

CaseStudy:

Manyyearsago, twocommunities,WambilaandAmaru, wereestablishedon the banksofa small
river by people of similar ethnic background.Eachhasabout500 inhabitants,who aremostly
farmers.However, the fate of these two communitieshas beenquite different.

Ai first, both usedthe river for all their water needs:drinking, bathing, washingclothes,etc. As
thecommunitiesgrew larger, the water from the river wasn’t enough,especiallyduring the dry
season~when it gels low. Wambila dug two openwelig where women cati get water during the
ralny season.Ainaru decided to join a government programfor drilled weils. It costthem much
money,but they have two handpumps thatneyergo dry. Theyalso reinforcedthe sidesofan old
dug well, and added a cover and pulley for the buckets.

Wambila’s dug welis have no coversso the rains can fin them up. Sometimesthesidescollapse
after heavyrainsand groundrunoiffilis them up. Whenthey go dry, the womenmust walk many
miles into the hits to fmd buckets of muddy water from where the river stil fiows. When they
get home, they usethis utile bit ofwater to drink, cook meats,andwashvegetables,clothes,and
dishes.There is so littie water that the chiidrendo not getbathedveryoften. In this seasonthey
have itcby skin and bald patcheson theirbeads.Theirmothers are too tired to washthechildren
and do all the other chores, too. Water is so scarce,evenaduits don’t baffle very often. Stil, they
aregrateful for even themuddy water they keepin openjars by the doorway.

During the wet season,everyonebaffles in the river and drinks the water from the open weils.
So~etimesthe boys who play in the river have blood in their urine. Wanibila has no latrines.
Adults defecatein the bushesnear the river, and chiidren usethe garbage dump nearby. The
childrenhavediarrheafrequently during the rainy season.Many of them die following boutsof
diarrhea.Their tummiesareround,and often full of worms. Bellyachesareaproblem for aduits,
too, andeveiyoneseemsto comedown with fever.
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Ever sinceAmaru installedthe pumps, thepeoplehave noticed that children don’t have much
diarrheaand they eat better andteambetterin school.They decidedonly to usethe river to wash
clothes,not to drink or baffle. This year,severalfamilles havebegun to construct latrines with the
help of a communitydevelopmentworker, who also showedthemhow to bury garbage outside
thecommunityin apit. Theaduitshavetold the community worker how the bellyachesandfevers
haveimprovedsince the pumps were installed.liie women have startedvegetablegardensusing
the runoff from the pumps,and they sell the produce in the market for someextra Income.
Sometimesthey talk about how tired they used to be walking so far for water.

Questions:

1. Whatkinds of water supply systemsdo Wambila nd Amaru have? Which onesare safe
andunsafe?Why?

2. What kindsof sanitation systemsdo Wambila and Amani have?Whichonesareadequate
andinadequate?Why?

3. Using the case study and other examples, what are ways that water can become
contaminated?

4. Wbatare thehealtheffectsof I
(a) consumingunsafewater?
(b) comingmb contactwith unsafewater?
(c) insufficient water?

5. What is the rote of women in water- and hygiene-related activities in Wambila and I
Amaru?

I
I
I
I
I
I
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TRAINERS’ GUIDE TO CASE STUDY QUESTIONS

Questions:

What kindsof water supply systemsdo WambilaandAmaruhave?Which onesare safe
andunsafe?Why?

[Both: The river. Unsafebecause most suiface water is considered unfit for drinking.

Wambila: Two open weils. Unsafebecauseuncoveredand unprotected.

Amaru: Drilled weils with handpumps,covereddug well with pulley. Safe because
coveredand protected.]

2. Whatkinds ofsanitationsystemsdo Wambila andAmaru have? Which ones are adequate
andinadequate?Why?

[Wambilahasno excretadisposaisystem, and peopledwnpgarbage near their homes.
Inadequate.

Amaru hassome latrines,a gopdgarbagedisposaisystemoutside the town. Better than
Wambila, but until all families havelatrines, it will not be consideredfidly adequate.]

3. Using the case study and other examples, what are ways that water can become
contaminated?

[—Fecalmatterwashed into unprotectedsource;
—Dirty buckets or other containers used to coliect water;
—Unprotected,uncoveredstoragejars in homes;
—People,especiallychildren, urinate in river;
—Animais in andaround water sources;
—Babyfecesin courtyardgetting into storedwater;
—Garbagenear river.]
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4. %Vhat are the healtheffectsof

(a) consuiningunsafewater?

[diarrhea,bellyaches,worins, ftvers/Inftctlons]

(b) coming mb contactwlth unsafewater?

[blood in urine or schistosomlasis]

(c) insufficientwater?

[skin problems, rlngworm (scalp patches), fungus, skin Infections;
secondary effects on women and children from exhaustion and
undernutritlon]

5. What Is the rote of women in water- and hyglene-related activities in Wanibila and
Amaru?

(—fetchingwater
—waterstorage
—laundry I
—washing food
—preparing food
—washing babies and chlidren]
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PURPOSEAND CHARACTERISTICS OF A CASE STUDY

Purpose

• Identify problemsanddevelop inslghtto solvethem

• Practiceanalyzingsituations

• Try out new strategies

• Appreciate a problem (gain awareness)

• Sift tbrough Information

• Improveperceptions,forecastpossibleplansof action

Characteristics

• Containsa problem to solve; raisesquestions

• lias an objectiveorpurpose

• Is precise,concise,andsystematic

• Contains sufficient background data

• Captures reader’s attention

• Checksfor understanding of objectives

• Is realistic

• May be based on actual experiencesbut not be traceable to specific
people

• Allows participants to identify with the case

• Doesnot haveobvious solutions or answerspresent in the text

• Is openended
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Contains study questionsthat are linked to the objective(s)

Foliows a logical sequence

Inciudesa numberof characters (fictitious people)
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DELIVERY PLAN FOR A CASE STUDY

1. Greet/relax participants

2. Presentobjectives on flipcliart (check understanding)

3. Explain procedureson flipchart (set Urnes)

4. Divide people into groups; introduceand distributecase

5. Give people time to readcase—beavailable for questions

6. Keep trackof time

7. Process:

• Ask for group reports

• Ask people wbat they think about the case and the experienceof
analyzingit
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CASESTUDY:

LATRINE HYGIENE IN KABORA

Objectives: To develop some strategies for resolving hyglene education program
implementation problems.

To identify the proper role of the hygiene educatorin programplanning and
iinplementation.

Sally is a hygieneeducatorwhois responsiblefor activities in the cominunityof Kabora. Kabora
is participating in a big water suppiy and sanitation program,andhas receivedtwo new, drilled
weils with handpumps. Also, many families havesignedup for latrineconstruction,and to date,
abouthalf thecompoundshavelatrines.Themobiizationof thecommunityand the organization
of the work havecornefrom the CommumtyHeailhCommittee(CliC), lcd by its president, Alice,
andhelped by Saily.

To startoff theirhygieneeducationactivities,CHC conducteda surveyofhealthhabits in Kabora,
and found that peoplewanted latrines more for statussymbolsthanfor hygieneandhealthreasons.
Once the latrines were built, they were used andmaintained only haphazardly. Chuidren were
permittedto defecateanywhere,even in the courtyard. Very few peoplewashedtheirhands after
defecating or before eating. CHC decided to organize a variety ofeducational activities In order
to get people to keep their latrines clean, to encouragechlidren to usethern, and to get everyone
to wash theirhandsafterusing the latrines.

During a recent planning meeting, they discussedall thepossibleactions,includingcampaignaat
theprimary schoolandat the MaternaiandChild Health (MCH) clinic, periodic inspectionsof
the latrinesandhandwashinghabits, andhomevisita for educationalsessionswith families who
havelatrines. Most of theseactivities would be carried out by the committee mernbers afterSally
had trainedthem in hygieneeducation techniques.

WhenSally had conducted the training for CLIC, shefeit that they could proceed on their own
and that she could concentrateon other communities.Alice went off to the school to proposea
latrinehygiene campaignto the headmaster.He saidhe would discussit with the teachers,but in
fact wasnot pleasedthat CHC thoughthis schoolhada hygiene problem, especially because they
had workecl so hard to construct the latrines. Two other CHC members went to the MCLI clinic
to offer to conduct hygieneeducation sessionsfor mothers in the waiting room. The clinic staff
thanked them andexplainedthat they held their own sessionsregularly.
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SinceSally was not scheduledto comebackfor severalmonths, the comniittee postponedmeeting
again and the members went off to do different parts of the hygiene education plan they
developed. Two members went on home visita to families with latrines. Mter visiting a few
families, they discoveredthat other CHCmembershad already beentheré. They went to secAlice
to ask her to schedulepeopie’s homevisita 80 there would not be any duplication. Alice saidshe
would caIla meeting, but that for the next few weeks,shewas too busy. Shortly thereafter, she
received a visit from severalof the familles who wanted to know why CHC membershad been
coming to inspectthelr latrines and to ask them questionsabout when they usesoapand water
to wash their hands. fley feit lhey should have beeninfonned beforehandor asked pennission.

Alice calleda CHCmeetingandsoonthememberswere accusingeachother ofduplicating efforts
and blaming Alice for not organizing the work. Alice wasvery unhappyaboutthesituation,and
decided to explain all theseproblems to Sally. Thenexttime Sailycameto Kabora,Alice told her
shewanted to resign from her position as CHC president. Sally tried to persuadeher not to quit
and offered to help her get the hygieneeducation campaign off to a new start.

Discuasion Questions

1. What problems related to program iniplementation occur in this casestudy?

2; How could theseproblemshave been avoided in the first place?

3. How should theseproblems besoived?

4. What specifically shouid the rote of the hygiene educator be in program planning and
implementation?
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TRAINERS’ GUIDE TO CASE STUDY QUESTIONS

What problems relating to iniplementinga program occur in this casestudy?

[— Schoolofficials and clinic staffreactedunfavorablyto CHC plans for
hygienecampaignsandprobably won’t cooperate;

— CHC membersduplicatedeachothers’ efforts;

— Families reactednegativelyand complainedabout CHC memberhome
visits;

— CHC membersbegansquabblingandaccusingeachother.]

2. How could theseproblems have been avoided in the first place?

f— Schoolsandclinics could havemembership in the CHC; at the very least
theyshould havebeen invited to participate in campaignplanning;

— Better and clearerworkplans,more effectivesupervision;

— CHCshouldhaveheld informatlonal coinmunity meetingsbeforecarrying
out home visits;families should have agreedto participate;

— Sally should have supportedAlice and generallyguidedand supervised
the activitiesof the CHC.]

3. How should theseproblems be solved?

f— Replanthe campaignwith theparticipation of the schooland clinic;

— Revisethe workplan to clarify CHC members’ tasksand the timeframe
andspec~fywho supervisesthesetasks;

— Hold a convnunilywidemeeting to explain the campaign to cveiyoneand

to getagreementand supportfrom the communily:

— Sally’s role asfacilitator of the CHC’s actions should be strengthened
and improved.]
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I
4. Wbatspecificallyshould Sally’s mle havebeenmprogramplanningandimplemenlation?

[Sheshouldhavehelpedthe group to beclearerabouttheir workpian. Sheshould
havebeenan activesupervisorandhelpedAlice to do herjob if presidentwell
by holding meetings,discussingproblemsasthey arose, and beingpresentduring

the campaign start-up.]

I
I
I
I
u
u
I
I
u
I
I
I
I
I
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CaseStudy Delivery

JOURNAL

1. Whatare the most importantthings 1 have learnedaboutdelivering a casestudy?

2. How can I use case studies appropriately in my training programs—whatare some
specificopportunities that 1 canthink of in the next few months?



—
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Goals—~

General ization

Oftentimesthe model is misusedin practicewhere certaincomponentsare left ouf of the design
or liie program.As a result, the power of experientiallearning is significantly diminished or is
negatedaltogether. However,when thesevencomponentsare applied rigorously in sequence,the
potential for effective experiential learningcan be dramatic.

In order to ensurea dearunderstandingof the experiential learning model, it is important to
define the designcomponents individually.

*Wilma J. Gortnley and James A. McCaffery, Ph.D. Design Componentsof an Experiential
Training Session,Training ResourcesGroup, 1982.

DESIGN COMPONENTSOF AN EXPERIENTIAL TRAINING SESSION*

Before we begin to design a training session we should recail the basic principles of the
experiential learning model. First, the application of each phaseof themodel is driven by the
goals of the training session.Once the goals are defined, thesessioncan be designedusing the
model asthe framework. Second,theory cari be insertedin two different places—eitherbefore the
experience,in which casethe experiencebecomesa way to test the theory or try out the skills
impliedby it—or after,when it is interwoven into the generalization phase as participantsdevelop
their own ‘theory.”

Experience

Theo ry
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CL~MATE SE1TING

• Stimulates interest, curiosity, and enables the participants to begin
thinking about the subjectat hand.

• Providesrationalefor why the subject is importantto theparticipantsand
how it will be useful to them.

• Links this training sessionto previousonesandplacesit into theoverall
frameworkof the workshop. I

2. GOAL CLARIFICATION

• Presentsstatementsto the participants which describe the intent, aim, or
purposeof the training activity.

• Provides an opportunityfor participantsto get a dearunderstanding of
the goalsof the session,andallows themto explore additional issuesor
raise concerns.

3. ~XPERJENCE

• An activity in winch the group engagesthat will provide an opportunity
for them to “experience’! a situation relevant to thegoals of the training
session.

• This “experience” becomes the data producing event from which
participantscan extractandanalyzeas they completethe leaming cycle.

• Common “experiences” are role plays, case studies, self-diagnostic
instruments,games,simulations, etc.

4. PROCESSING

• Participants share individual experiences and their reactions to the
experience. I

• The group analyzesand thoughtfully reflects on the experience.

• The trainer guidesandmanagesthe processingof information.

1
I
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5. GENERALIZING

• Participants determine how the patterns that evolved during the
experiencephaseof the learning cycle relate to the experiencesof
everydaylife.

• Participantsseek to identify key generalizationsthat could be derived
from the experience.

6. APPLYING

• Using the insights and conclusionsgained from the previoussteps,the
participantsidentify andsharehow theyplan to usethesenew insightsin
theireverydaylife.

• Participants answer thequestions,“Now what?” and“How can I usewhat
J learned?”

7. CLOSURE

• The eventsof the training sessionarebriefly summarized.

• Providesa link to the originalgoalsof thesessionandseeksto determine
if thegoals havebeen met.

• Wraps up the training sessionand givesa senseof completion.

• Provides an opportunity to link the sessionto the rest of the program,
especiallythenext training activity.
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SessionDesignFramework

JOURNAL

1. Whatarethemost importantthingsI havelearnedabout designinga session?

2. Whataresomespecificopportunities L canthink about in thenext fewmonths to redesign
someof my training programs?





Handout8-lA
Page1

THE INTERACTIVE LECTURET~E

WHAT JT IS...

e Short, concise

• Followed by questions

• Madeup of key points

• A “small” lecture

• Suppiementedby visual aidsor handouts

• A building block to an activity that follows (small group task, casestudy, etc.) or an
activity that precedesit

LEARNING PURPOSES

• Is designedfor participantswho have somepreviousknowledge

• Servesas apreambleto another activity

• Provides “grist” for a large group

• Canbe usedfor knowledgeobjective

• Canbe used to introduce new theories

PARTS OF A LECTURE~~E

• introductoryquestions

• Main (key) points

• Sumniary
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WHATYOU NEED TO THINK ABOUT

Before

• How lecturettefits with overall sessionobjective

• Visual aids

• Participants’level of knowledge

• Timeof day

Du~ini

• Making smoothtransitions

• Introductoryquestions

• Main points

• Summaries(checkfor understanding)

TIPS

• Stop to elicit input

• Summarizefrequently

• Useconcrete examples

• Employ humor

• Ask questions
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USING VISUAL AIDS

A lecturetteis verbal, yet any groupfaciitator whohas lecturedandobtainedfeedbackknowsthat
participants want to secthe key points of the lecturette,evenif this involvesno more than a
summalyoutlineon a flipchart.

The greatvariety of stick aids can be divided into three basic groups, definedby the level of
technicalsophisticationrequiredto usethem:

• At the mostbasic level are newsprint chartsandchalkboard.

• The mid-level includesoverheadprojectorsandhandouts.

• The “advanced”level comprisesslides,films, andvideo recordings.

Most facilitators will use the technologicallysophisticatedaids only rarely. They are better
reserved for the detailedpresentationof information.Videotapecan be particularlydifficult. ils
effectiveuserequires considerableskill when group participantsarenot themselvesbeing taped.
With both videotape and film, one precaution must be kept constantlyin mmd: becausethis
equipmentrequirestechnicalfamiiarity for correctoperation,as well asset-uptime, everything
mustbepreparedin advance.Slides arecasierto use,but haveevenmore llniited utility.

Theoverheadprojectorandhandouts,at the mid-level of visualaid technology,canbothbemost
effective for thepresentationof tables of data and of complex chartsanddiagrams.For themo8t
complex tables, an overhead projectoris best,sincethe facilitator can point to the items being
examined.For complex diagrams,on the other hand,handoutsare bettersince participants will
not have to try to copy thediagramwhlle listening to the lecturette.Little needsto be saldabout
thetechnicaloperationas almosteveryoneknowshow to operate an overheadprojector.Handouts
can also provide simple, brief sllmmfiries of the content of a presentation that canbe consulted
duringthe lecturette,thus giving a dear structure to the talk.

Finally, on the most basic level, are the group facilitator’s “old standbys”—flipchartsand
chalkboards. It shouldbe obvious (yet experienceshowsit is not) that participantsshould not be
forced to decipher illegible handwriting. The simple way around this failing is to prepare charts
in advance. (In extreme casesa friend or an associatecando the writing.) A secondmajor point
for the faciitator to remember is to summarizeand to emphasizekey words; the reasonfor the
written presentation is to provide emphasisor to give an outline.
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SAMPLE LECTURETTE OUTLIT~4E

Defming the Interrelationsbip

Ask questionsabout theinterrelationship betweenwater andhealthmodeledon thoselistedbelow.
When participants respond,write someof their answersdown on a flipchart.

• How can water make you sick?

Possibleanswers:

1. by consumingcontaminated water
2. by swimming/bathing/standing in contanfinated water
3. by being near contaminated water
4. by not using enoughwater

• How can consumingwater improve your health?

Possibleanswers: By consuming—

1. safe water we canavoid water-bome diseases
2. plenty of water we canavoid dehydration
3. plenty ofwater wecantreatdiarrhea,fever,minor urlnary infections,coughs,constipation,

etc.

• How can using water improve your heaJth?

Possibleanswers:By usingplenty of water for—

1. bathingwecanavoid skin andeyeinfections,anddiseasescarriedby fleas,lice, mites or
ticks

2. washing handsafterdefecation,afterworking or handlingdirty things and by washing
food andutensilswe canavoid stomachpains, diarrhea, vomiting, and fevers causedby
wormsor parasites

3. cleaninglatrines, homesandpublic facilities(schools,healthcenters)wecanavoid many
health problems already mentioned

This lecturette introducesthe casestudy on Handout6-2: The Ïnterrelationshipbetween Water
and Health.



I
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SAMPLE LECTURETTE OUTLINE

Implementation Problems

Askparticipants,basedon theirownexperience,for someexamplesof problemsthatariseduring
the implementationof a project.

Build on their responsesby pointing out that many of the problems could have beensolvedby
carefulsupervision of theactivitiesby thedesignatedmembersof thecommunitygroupor by the
hygieneeducator.

Ask what the function of supervision should be: to ensurethat elementsof aplanarehappening
when they should be; to provide support to thosewho are carryingOut tasks;to coordinatevarions
activities; to resolveproblemsasthey arisebefore they becomeobstaclesto successfulcompletion
of a job.

Ask the group what sometasks are that a supervisor would carry out. Thesemight inciude:

• Visiting peoplewhile they are working

• Providing positive feedbackandsuggestionsfor improvement

• Holding groupmeetingsto discussprogressandproblems

• Helping to identify and resolve problems quickly

• Encouraging thosecarrying out tasks

This lecturetteintroducesthe casestudy in Handout 6-5: Latrine Hy~’ienein Kabora.
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SAMPLE LECTURETTE OUTLINE

Discussionof DiseaseCycles

Disiribute the attachedsheetentitled The Life Cycle of Schistosomaand briefly review eachstep
in thecycle.Ask theparticipantsto giveadescriptionofthecyclefor eachof three local diseases.
Diseasesdiscussedshouldhavedifferentmethodsof transmission(for example,schistosomiasis,
tapeworm,hookworm,malaria,or choiera).

Control of Excreta-RelatedDiseases

Mter eachdiseasecycle is drawnaskparticipantswhat are the appropriate methodsof blocking
the disease cycle to prevent transmission and excreta-related diseases.For example with
schistosomiasis:

• Excreta canho isolated from surface water by use of latrines

• Providea cleansourceof water for drinking,bathing,andwashingdishes
and clothes

• Destroy snail vectors

• Treat infected individual with medicine which kils the schistosome
worms

Ask how effective improved excreta disposai will ho by itself in preventing eachdisease
discussed.

Summarizethatparticipantsshouldnowhavea generalunderstandinghowexcreta-relateddiseases
are spreadand controlled. Mention that sanitation is only one method of controlling diseaseand
that thereare often severalroutes of transmission of disease.Thus, improved sanitationis only
effective in improving the communityhealth when coupled with other programs designedto
provide adequatehousing, water supplies,healthcare, education, nutrition, andvaccinations.

This lecturetteintroducesthe smallgroup task in Handout 4-2: Impact ofLatrines.
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rAdults produce eggs

that todge In tissues, causlng

damage to lungs, Ijver. splesn,
intestine and urinary tract

Larval worme mature to
aduits In doop blood vesss~

(after about 6 weeks)

After asixual reproduction.

thousands of csrcarlae emerge

Source:VBC Project,1990.
TropicalDiseasesin the Developing World.

I

Life Cycle of Schistosoma

I
I

Eggs ars
depositsd In water
in faces or urln•

I
I
I

Miracudium hatchos from egg

panstrate skin
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PREPARING AND PRESENTINGA DEMONSTRATLON

1. Decidewhatit is that you want your audienceto understand—tolearnhow to do. (Your
goals!)

2. Gatherand study informationabout the practice you want to demonstrate.

3. Write Out step-by-stepnoteson how you will deliver the demonstralion, andimportant
pointsyou will makewith eachstep.

4. Prepare in advanceall requiredmaterials,andtestall tools andequipmentto ho sure that
everythingworksproperly.

5. Practicethe demonstrationuntil it is easyfor you.

POINTS FOR GIVING DEMONSTRATIONS

1. Introduce yourself, andask the audiencewhat they alreadyknow aboutthe topic.

2. Ask If they’veever seena demonstration on this same topic....where, and underwhat
circumstances.

3. Use their commentato lead into what you are going to do, and why this topic is of

interest to you.

4. Explain andshow, slowly and carefully,eachnew practice step-by-step.

5. Stop to answerquestionsandask the groupquestions.

6. Repeatdifficult steps.

7. Ask peoplein thegroup to help you with the demonstration.

8. Whenyou finish, ask membersof the group to do one or more of the steps to check how
well the audience understood the demonstration, and to give individuals a chance to
practice.
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9. End the demonstrationby asking the audienceto ten you what they leamedfrom the
demonstration.

10. Summarizeimportantpoints.

et..
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SAMPLE DEMONSTRATION

“KeepingWaterSafe”

Objective: At the end of this demonstration,participants will ho able to showat leastthree
ways to keepwater safeonce It is in thehome.

MaterialsNeeded: — container commonlyusedto store water in thehome
— clean water from the improvedsource
— cup or dipper
— pieceof string
— tray or other locally available item that can serveas a

coverfor thewater container(~referablywith a handle
where the string and dippercanbe attached)

— soappowder and brush(or similar items) to scrubout
container

— small amountof bleach (eaude javel)

Introduction

a. Describewhat you will ho doing with thegroup.

• Demonstratea few simple ways to keep safewater safeonce it is in the
home.

b. Ask the group a few questions related to the subject, such as

• What is the differencebetweensafe and unsafewater?

[Safewater lias nothing in It that can makeus sickwhen wedrink U.)

• Where doessafewater comefrom?

fprotected,improvedwater sourcesuch asa pump, coveredwell, boxedspring,
or a cistern]

• Once the water comesout of thecleansource,how canit becomeunsafe?

[dirty containers,dirsy area around the source,thingsfaIl into U at home, dirty
dippersare used,andso on]
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2. Demonstration I
a. Ask the group what specific things they know of that can ho done to protect safewater

once it is in thehome.

b. Show the group how to scrubout the drinking water containeronce a weekwith soap
powderanda locally available scrubber (brush,naturalfibers, etc.) andnnseit well.

c. Fil the container with clean water and add a few drops of bleachto completely disinfect
it.

d. Show thegrouphow to cover a water jar with a cleanmetal Iray or other appropriate lid.
Ask them for other ideasfor coveringwater containers.

e. Show thegrouphow to attacha clipper to the lid or to the handlesof thecontainer with
string so it doesnot fali on the ground.Ask them for other ideason keeping thedipper
clean.

f. Ask for a volunteer participant to comeup anddemonstratecleaningthecontainer,filling
it with cleanwater anddisinfectingit, coveringh with a lid, andattachingadipperwith
string. Thevolunteershoulddescribeeachactionas he or shedors it.

3. Conclusion

a. Ask participantswbat mainpoints to keepin mind about keepingwater safein the home.

[clean drinking water containers,coverwith lid, useclean dippers]

b. Ask the groupwhat they will do when they get hometo ensurethat their water supply
remainssafe.
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SESSIONPREPARATIONTASK

Write the sessionplanin your own words,identifying the time neededfor eachstep,for
a total of45 minutesmaximum.

Be preparedto displayand explain the training event from which this sessionis drawn,
andwhere thesessionfits in theoverall plan.

Decide who will do eachstep (oneperson may do the first two steps, the other the thurd
andfourth—or they couldalternateat eachstep).

At eachstep, agreeon the role and place of the person not taking the lead(sitting at the
side, helping with flipcharts, etc.).

The leadpersonfor eachsteppreparesthenecessaryflipchartsandhandouts.

The leadpersonfor eachstep rehearseson his/herown, then with the other presenter.

You have onehourand30 minutes for this task.
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Training Of Trainers

Observer’sChecklist

Nameof Participant:
Today’sDate: _________________________________

4 3 2

Effective Do Less DoMore Not Done

1. CLIMATE SETIER

a. Greets,putspeopleat ease

b. Asks questionsrelated to subject

c. Asks particularquestion(s) that draws
on their experiencerelatedto subject

Comments:

4 3 2
Effective Do Less Do More Not Done

2. OBJECTIVES

a. Written and legible

b. Clearly explained

c. Action verbs

d. Measurable,observable

Comments:

© Training ResourcesGroup, 1990
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3. EXPERJENCE
(Cirde: casestudy,role play,
demonstration, small group task, other....)

a. Technique(s)selectedappropriate

b. Contentpresentedclearly

c. Follows appropriate delivery sequence

d. Paraphrases/summarizesparticipants
responses

Comments:

4. PROCESS1NG

a. Questionselicit participants reactions
(thoughts & feelings)about experience.

b. Asksopen-endedquestions

c. Follows appropriate processingsequence

d. Paraphrases/summarizesparticipants
responses

Comments:

4 3 2 I
Effective Do Less Do More Not Done

4 3 2 1
Effective Do Less Do More Not Done

© Training ResourcesGroup, 1990
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5. GENERALIZING

a. Asks questionslinked to session
objectives

b. Asks openendedquestions

c. Writes the participants’ answers

d. Paraphrases/summarizesparticipants’

learnings

Comments:

6. APPLYING

a. Asks questions that encourage
participantsto apply learnings in back
home situation

b. Asks openended questions

c. Solicits examples& encouragesback
homeuse

Comments:

4 3 1
Effective Do Less Do More Not Done

4 3 2 1
Effective Do Less Do More Not Done

© Training ResourcesGroup, 1990
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7. CLOSING

a. Summarizesmain points/learnings

b. Reviewsobjectives

c. Condudes,bridgesto next session

Comments:

4 3 2 1
Effective Do Less Do More Not Done I

Total Time

Comments on Overall Session:

I
$
I
I

Nameof Observer: Signature:

I
I
1
I
I

© Training ResourcesGroup, 1990
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Practice Training Round One

JOURNAL

1.

2.

What are the most importantthingsI want to rememberabout the sevensteps of a
sessiondesignandits delivery?

Whatwill I do differently in RoundTwo of PracticeTraining?(listsomespecificareas
of improvement)
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Field Exercises

JOURNAL

1. Whatare the most importantthingsI want to remember about planning andcanyingout
a field exercise?

2. WhatmustI rememberto do whenorganizingfield exercisesback at work?
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DEMONSTRATION ROLE PLAY

The following role descriptions are for use in the demonstrationrole play. They are good
examplesof how amle should be writtenfor use in training sessions.

Role DescriptionA:

MUM

As thedirector of theministry’s Educational Training Center, you havebeen encouragingyour
five trainers to usea more experlentialmodel in their training. ihiree of the trainersare very
excitedabout the new methodsand are using them in their training sessions.‘liie other two are
not in disagreementwlth the new methods,but you havenoticed that they stil usethe lecture
methodas their only way of instrnctlng.

Becauseyou want all ofyour staffto usethe sanieexperiential methods,youhavedecidedto have
a meetingwith one of the two, Abdi, this morning. You are alsoconcerned since you have
conducted several training sessionswith Abdi and the others on how they canusethis new
approach, but Abdi is stili not using it.

Role Description B:

ABDI

You have beena trainer in the ministry’s Educational Training Center for severalyears.Your
courseshave aiways been popular, and your performance appraisals have beenexcellent.During
the past severalmonths (after returning from a training coursein the U.S.) your director,Muni,
has been asking you to usea moreparticipatory,interactiveappmach in your courses.He lias
woiked with you and the other trainers on how this could be done. And you havetried. You are
open to the new methods,and you have used them, but it simply is not working! First, it is very
time consuming, and you are falling behind in covering the necessarycontent. Second, the
studentsconsiderthenewmethodsgames.Theyclearlyprefer the lecturemetbod.

Muni bas askedyou to come to his office to discuss how you are doing with this new
methodology.You areglad to have this opportunity to tel hini your concerns.
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STEP

DEL1VERY PLAN FOR A ROLE PLAY

TYPICAL ACT1VITY

1. Climate Setting Short story; statement about topic area.

2. Goals

3. Experience

Explain goalsandclarify.

A. Describethe situation

B. Selectthe role players

C. Givetaskto observers

D. Brief the role players

E. Set the stage

F. Begin the role play

4. Processing

5. Generalizing

6. Applying

Teil about the characters,who they are, and wint
they will be doing; where, why, other background
information.

Ask for volunteersor select.

Assignsomethingthat observerslook for during role
play.

Work with eachrole player separately to make sure
he/sheunderstands the role. Do not tell them what
to say or do.

Remind everyoneof the situationand setup the
furniture.

Let mle play run for approximately five minutes.

— Thank the role players
— Keep role players up front
— First ask group: “Wint strategydid _____ use?”
— Thenaskrole players:“How well did your

strategywork?” (de-role)

Ask participantsand role players what (bey learned
from the role play and processing discussion.Record
their responseson a flipchart.

Ask participants and role players how they intend to
use their learning/insightsabout the role play.
Record their responseson a flipchart.



— — — — — — — — — — — — — —
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ROLE PLAYS—COREMATERLtL

Key Points

s Role playing createsa “real” situation for peoplein whicli they can
assumea different identity in order to try out new appmacliesor
behaviors.

• Role playing is flexible and permits the trainer to respondto a bmad
range of training problems.

• Planning for role plays requires ihat the situationk realistic and
consistentwith the overall leaniingobjectivesof the training program.

• Most of thecommonproblemsin managingmle playscank avolded by
a carefullypreparedand delivered inSoduction.

• ‘liie effectiveprocessingof aroleplaymustpennitparticipantsto reflect
on and analyzewhat occurredduring the role play itself.

ROLEPLAYS*

Introduction—Why UseRole Plays?

Role plays permit learnersto re-enactsituationsthat they currentlyencounteron the job, which
they will encounterin thefuture, or which they perceiveto k job-like. Through sucli re-
enactmentthey canconsiderpreviousbehavior,try outnewbehaviorsthey havejustacquired.,or
experimentwith behaviorsthey think arepotentiallyuseful.

Role plays createa nontbreatening atmosphere in winch individuals can actively demonstrate
problemsituations,or “test the water,” lrying outnew,unfamiliarbeliaviors througliananonymous
identity. Participants are allowed to carry out decisions without the danger of embanassingor
incriminatingthemselvesin “real” stituations. Role playing can increaseparticipants’ awareness
about the effect of feelingson social behavior.

*Some of the material in the following sections is adapted from John Jones and J. William
Pfeiffer, “Rote Playing,” University Associates Annual, 1979.
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Participantstypicaily experiencemle playing as an engaging activity. Becausealinosteveryone
knowshow to play someoneelse’srole, they tend to enjoy mle plays, and it is unnecessaryfor
them to leam new skiils in order to benefit from the process.When role playing is couducted
skiilfully, the situations have a high credibility for participants, thereby reducing resistanceto
leamingrelevant skills and theory.

Thetechniqueis highly flexible. Thefacilitator can changethe role play as it is being conducted,
and thematerialscan be editedto fit particular situations. Roleplaying can be engagedin for brief
or long periods of time.The role play situation can be manipulatedby the facilitator to produce
the desiredeffect.

Additionally, role playing canbe helpful to respondto attitude objectives.Becauseit is involving,
participantsexplore their personalreactionsand feelingswhen talking abouttheexperience.Not
only do participantslearn about themselves,they also havethe opportunity to becomeaware of
“other” players’ points of view. Finally, role playing is a technique that allowsfor thecomplexity
of real life within a simulation.

DesignConsiderations

In creatingrole play situations there are a numberof useful designconsiderations. Within the
situationitself and the descriptions of the roles of inclividual players, it is often important that
therebe a broad range of humanproblems. Unless the role play is intended to demonstrate
ineffectivebehavior,participantsshould be given an opportunity to behaveeffectively. This Is
particularly true if the major objective, of the role play is to develop skills, in which case the
emphasis should be on acknowledging and reinforcing the desiredresults.

In themle play situation it is ideal to haveconflict and variety.Generally,however,It is desirable
to avoid getting toe close to actual current organizational situations. Using actual problem
situations as the content of role play activities can have a numberof negative consequences,
including the following:

• Participantsmaybecomedefensive.

• They may concentrate on solutions rather than focus on aspectsof the
pmblem.

• Basic disagreementon issuesmay be generated, leading to polarization
within the group.

In setting up role play situations it is, therefore, best to usesimulatedproblems before attempting
to usereal organizationalproblems.
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Planning for RolePlaying

Role playsmustbe planned for carefully to ensurethat theactivity is relevant to the goals of the
sessionand that il servesasan effectivelearninginstrument.

• Pick a situation that is realistic to the trainingparticipantsandconsistent
with the learningobjectives.

• Defme the problem or issuein thesituationthat the players will have to
dealwith.

• Determinethe number of rote players needed.

• Develop the specific roles for eachperson by answeringthe following
questions:

— Wbat is thepersonlike?
— What is importantabout their background?
— How do they feel about the other people?
— How do they feel about the situation?
— Whatdo they think about the situation?

Theserole questionscanbewritten or given verbally to the players.

Writing RolePlay Materials

It is importantto developdear,concise,andhighly focusedmaterials for usein a role play. They
should be readableand not toe lengthy or toe complicated for a participant to remember.
Ordinarily a role play requiressomecasebackground data to set the scenefor the participants.
Occasionally,further information(“bulletins,” “telegrams,” “letters,” notes,etc.) is used to affect
therole play asiL progresses.Therole descriptions should be written in uncomplicatedlanguage
for the individual players and should include somehints on how to play the role.

Observerbackgrounddata sheetsneedto be providedfor personsin the audience. It is highly
desirable for observers to have paper-and-pencilinstruments to focustheir reactions. Otherwise
there may be a tendency to overpersonalize the observation and fait to focus on the specific
learningintended.

Insteadof using prepared written role materials, participants can create their own roles. This
approach minimizes the needfor printed materials, but it is often more difficult for the facilitator
to managein that the outcome is lesspredictable andmay not be consistentwith the expressed
learninggoals.
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SetringUp RolePlays

From the facilitator’s point of view, the first rote playing is crucial. It is at this time that the
group’sattitudesto the techniquewill be determinedandtheirfutureperformanceas role players
will be settied. ‘112e role playing session should start with the facilitator briefing all the
participants.He/sheshould outline the situationthat is to be thebasisof therote play, andshould
give aconcisedescription of the charactersinvolved in thesituation.Thegroup then actsout the
situation,making up their limes as they go along. At the end of the scene,the actors and the
audience discusswhat lias takenplace during the scene,the motivationsof thepeopleinvolved,
andwhy thescenedevelopedas it did.

In a rote play situation that is set up effectively, both the actors and the audience become
involved. This involvementoftencarnesover into thepostrole play discussion,thereby enriching
andenlightening it.

1f the trainer wishesto involve the audiencefurther, he/shemay give membersof theaudience
definite tasks to carryout during the scene.For instance, one member of theaudiencemay be
requiredto note thegesturesandmannenismsof the actors, another may be briefed to ilsten for
significantremarks, and yet another may be askedto try andspot focal pointsof the drama. I
It is possibleto usetherote play in small groups, havingseveralrole plays occurringat thesame
time. This makes it more difficult to manage the processing of the learning but creates an I
opportunity for more people to be directly invoived.

Regardlessof the numberof role plays and types of participation, rote plays areaiways started I
the sameway:

1. Describethepurposeof theraie play. I
2. Descnibe the situation briefly andclearly, evenif prepared written roles

are usecL

3. Unlesseveryoneisparticipating, selecttherole players. (A volunteerwho
givesa “bad” performancecould lose face beforehis or her peers.)Take
carein assigningroles (e.g.,do not choosepeoplewho might overidentify
with the problem, etc.). I

4. Brief the actors. Allow enough time to understandor read the roles.Teli
raie players to makeup facts or information not covered in roles, or that I
they forget, but that seemsnecessary.Tell them not to try to “stump”
other actors andnot to “overact.”

I
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5. Assigntasksor structure what the audience(observers)should be looking
for.

6. Set the scene.Label props (if used)andstrategically placerole players to
define thephysical situation andmood. Help neiieveany tension/anxlety
of the actors by smiling, making physical contact, and checking for
readiness.

It is important to remember that most of the commonproblemsin managingraie plays can be

avoidedby a carefully prepared anddeliveredintroduction.

Implementing Role Plays

Oncethe stageis setandeveiyoneknows their rote or task,you areready to begin.

• Startthe action. When severalgroups are involved, all should beginat the
sametime.

• Stayout of the line of vision of the noie players. Quietiy observe.

• Coachonly if absolutelynecessary(if a role player bas difficulty getting
started or breaks out of the raie, etc.). 1f you are using a “stop action”
rote play in which it bas beenexplained beforehand that you will be
interrupting the rote play at varionspoints to discussor add information,
or switch rotes, coachingis acceptablewhen the action is stopped.

• Cut the raie play. Try mot to be toa abrupt. Do not continue the action
too long; often the role play will arrive at a natural end point. Justa few
minutes of interaction canprovide data for a long discussion,sodo not
ovenloadthe audience.

• Thank the rote players, using theirreal names.This removes them from
their rates and provides a bridge to the discussionthat follows.

ProcessingRolePlays*

Rote plays needeffectiveprocessing.Theprocessingphaseis where the participants analyzeand
reflect on what occurredduring the role play itself. It is a time for analyzing what workedand

*Wiima J. Gormley and James A. McCaffery, PhD, Guidelinesfor ProcessingRole Plays,
Training ResourcesGroup, Alexandria, Va., 1982.
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what did not. It is a time for reflecting on what skills or strategies are neededto successfully
handlethe situation.

Sincetherote play itselfusually generatesmuch activity andenthusiasm,theparticipantsareeager
to shareopinions,ideas,etc. The faciitatorneedsto managethis phasecarefully,balancingthe
need for an orderly discussion with over-control that tends to shut down the activity and
enthusiasm.

Poorly conductedprocessingsessionscanresult in confusion, last or undiscoveredlearning, and
ineffective input far the next phase,generalizing. While processingis important,andaL the same
time difficult, the following processingplanshauldwork effectively for mast rate plays:

1. The facilitator asks thegroup: “What was___________‘sstrategy?How
was it working?” Two or three opinions should be solicited from the
group before moving on to the next question.

2. The facilitator then repeatsthe question to the group for the other raie
player(s). “What was___________‘sstrategyand how was il working?”
Again, two or three opinionsshouldbe solicited beforemaving an.

3. The facilitator should then ask the rote players: “What wasyour strategy?
How did you feel It worked?” Allaw the role players a few minutesto
discusstheir strategies and feelings (sometimescalled “de-roling”), and
then maye on.

4. The facilitator then asks the group: “What strategies would you have
used? What difficulties might you expect?” This discussion may be
allowed ta continue for abrief time befaremaving inta thegeneralization
phase.
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Role Play Dehvery

JOURNAL

1. What are the most important things I needto remember aboutdelivering (including
processing)a role play?

2. How can I userote piays appropriately in my training programs—whataresamespecific
opportunitiesthat I canthink of in thenext few montba?
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THE ROLE OF THE TRAINER*

COUNSELSCLIENT-MANAGERS

CONSULTANT

Develapsclient relationsbips
Analyzesperformanceproblems
Recommendssolutions
Establishesprogramgoals(with client-
managers)
Evaluates programs

ADMINISTRATOR

Preparesbudget
Monitors expenditures
Managesfacilities
Writes reports
Draws uponresources(insideandoutside
the ministry)

DESIGNS AND DELWERSTRAINiNG

DESIGNER

Selectsmethods
Selectsmedia
Integratesmethodsandmedia
Providesautlinesandmaterials
Evaiuatesprogramsasdatafrom pilot
workshopsindicate

INSTRUCFOR

Delivers learningdesign
Adapta designto tearnerneeds
t’ravides feedback
Cc~unselslearners
Providesfeedbackto designers on
strengths/weaknessesof designs

*Adspted from D. Laird, Approachesto Training and Development,Addison-Wesley,Reading,
Mass.,1985.
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Whatdo the traineesneedta know or
be able to do to perfonuwell an their
job?

V

Wbat is the knowledgelevel andskili
level of the traineesat the startof the
program?

Wbat do traineesneedor want to gain from the training?

Stage2: Training ProgramDevelopinent

Stage3: Organizing the Event

DevelopMonitoring Checklist

‘1/

Stage1: AssessingTraining Needs

Farmulate
Goals

Canstruct
a General
Training
Plan

Design
Detailed
Sessions

Arrange
for

) Delivery
of
Training

~Get training staff agreement on monitoring and

I prablem-salving
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Stage4: Evaluation of Training

Reassesslevelsof
knowledgeand ski! trainees

have after training
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110W TO BE AN EFFECTIVE CONSULTANT

1. Listen...bedearaboutwhat theclient’s needsand perspectiveare.

2. Clarify what your expectationsare in completing the taak, andwhat your client’s
expectationsare.

3. Clarify wint your rote is in completing the taak.

4. Keepyour client Informedon progress.. .solicit frequent input and feedback.
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CHARACTERISTLCS OF AN EFFECTIVETRAINING TEAM

1. dearsenseof groupdirectionandinclividual rotes.

2. Concernby teammembersfor bothindividual ~ team

3. Opennessto andability to do creativeproblem solving.

4. Group participationin decisionmaking.

5. Concernfor both taskand issuesof “how are wedoing.”

6. Effectivegive-and-takeof feedback.

7. Supportfor eachother.

accomplishinents.



t
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QUESTIONS TO CONSIDER BEFORE DOING A NEEDSASSESSMENT

Beforewe beginto useanyof thecommonlyacceptedapproachesta needsassessment,wemust
be dear about what we want ta find out. Of course,where we focusour data gathering effort will
have a lot to do with the nature of the problem.

When the trainingdepartment is askedto do a training program, there is usuallya prablem in the
organization someonebelievescan be fixed by training. More often than not, the sourceof this
prablem is perceivedta be a deficiency in staff performance.

At this point in the process, it is the responsibiity of the training department to fmd out the
answersta the tbree basic questions.

• Is there a deficiency?

• Is it an important/criticalone?

• Do the emplayeesin questionsknow how to do their job properly?

As a member af the training department, the answersyou get ta thesequestionswill teadyou to
selectone of the follawing solutions:

• Develop or locatea training program for the appropriate people

• Selectanddevelap a nontraining solution

In this session,we would like to showyou a systematicway for gathering data that will enable
you to answerthe three questions(aceabove) andrecomnienda solution.

Onceyou have chosenthe training solution, the general purpose of the needsassessmentis to
gather informationthat will enableyou ta defme the units andgoals of the trainingprogramto
be developed.



— —
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NEEDSASSESSMENTINTERVIEW QUESTIONS

—SAMPLE INTERVIEW—

Possiblequestionsta usein an interview with training manager.

1. Describe your jab—what do you da?

2. What do you think the agencyor organizatian’s goals are?

3. Whatdo you want them ta accomplishwith this trainingprogram?

4. What things are they expectedta do better?

5. Whatkind of work experiencehave they had in the past?

6. What do you think their subordinates think they need to do better?

7. Whatdoestheir supervisor seeas the problem?

8. Whatkinds of things do you think they need to know in order to do their job better?
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PRACTICE INTERVIEW

Practice daing a needsasses sment interview.

One persan in the group will play the interviewer. You will do an interview with the training
manager.Rote descriptions areas follows:

• Interviewer: The interviewer should solicit information that will help
identify training needsof the interviewee. Probe by asking follow-up
questions when the interviewee answers.

• Observers: Observe the interaction between the interviewer and the
employee.Watchfor probes and determine how effective they are. Be
preparedto give feedbackat the end of the interview.

Eacbinterview should last about 10 ta 15 minutes, fotlowedby 5 minutesof feedbackfrom the

observers.

Notesfrom the interview plans and any datagathered during the interview should be savedfor
usein the next partof the simulation.
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AssessingTraining Needs

JOURNAL

1. Whatare the key tbings I have learnedabout assessingtraining needs?

2. Think about your own arganization and how decisionsabout training are made. What
suggestionsor actionsco~ildyou maketo imprave how training needsare determinedin
your organization?
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FOUR STEPS FOR DEVELOPJNG A TRAINING PROGRAM DESIGN

Step 1

Formulatetraining goalsfrom needsassesamentdata.

Step2

Make a general training plan.

1. Goalsfor overall program.

2. Numberof sessionsandtime requiredto covereachlearningarea.

3. The sequenceaf sessionswithin theoverall schedule.

4. The objectives of eachsession.

Step 3

Designdetailedsessions.

• $asicDesign—build on specific trainingobjectives.

• Selecting Learning Activities—inciude appropriate mix of learning
methodotogyand decide winch activities areappropriate for a particular
group.

Step4

Make anangementsfor delivery of training.
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JOURNAL

Training Program Development

1. What are the key things I want to rememberaboutdevelopinga trainingplan?

2. What canI do to improve how training plansare developedin my organization?
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MAKING ARRANGEMENTSFOR DELIVERY OF TRAIfJING

This handoutincludes someof the things you should consider when making arrangements for
training programdelivery. As you gain more experiencedoing varionsprograms,you may want
ta add your own setof reminders.

Two monthsor more before the training program:

_____ Selectthe date of the program

_____ Selectandreservethe site

One monthor more before the training program:

Surveythe site for size,lighting, ventilation, furnitureneeds.

_____ 1f off-site, checkon transportationarrangements.

_____ Senda memo to potentialpersonnel(map, if off-site).

____ Meet with or cail participants’supervisors.

_____ Contact appropriatepersonabout openingandclosingsite.

_____ Locateaudiovisualequipmentand aids.

Notes:

Oneweekbefore training program:

_____ Canfirmnumberof participants.

_____ Have bandaut matenalsprinted.

______ Orderrefreshments.

_____ Secureashtraysor decide on smokingpolicy.

___ Obtainnametags.
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_____ Obtainfelt-tip markers.

_____ Obtainpencilsor pensandnotepads.

_____ Recheckhandoutsandaudiovisual aids.

_____ Locaterestroom facilities.

____ Recheckequipmentarrangements.

______ Havea “dress rehearsal.”

_____ Allot time for settingup materials.

_____ Test all equipment.

Notes:

I
Day of training session(a minimum of one hourbefore session): I

Organizematerialson training table.

_____ Make sure room is setup properly.

Tapeelectricalcordsta the floor praperly. I
_____ Checkfor spare bulbs.

_____ Seethat refresbmentsare in place.

_____ Place notepads,pencils,name tags,etc., on tables.

_____ Test equipment again. I
Notes:

I
I
I
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You may want to inciude other checksin your planning. liie following list is providedto help
jog your memory. Consider thoseitems that apply to your own situation.

Film projector
Slide projector
Overheadprojector
Films
Screens
Video camera
Video recarder
Television monitor
Videotapes
Audio recorders
Audiatapes
Flipchails
Extraeaselstands
Extraflipchartpads
Markersfor writing
Markersfor writing

transparencies
Blank transparencies
Handouts
Calculator
Screwdriver
Slides
Overheadtransparencies
Pliera
Staplers

Tape
Pins
Glue
Chalk
Meals
Mail
Hanimer
Feearrangements
Pend sharpeners
Extensioncards
Breakoutrooms
Certificates
Registrationmaterials
Photocapyingfaciities
Map
Expenseforms
Evatuationsheet
Extrabulbs
First-aidkit
Extranotepadsandpens
Scissors
3x5 index cards
String
Lenscloth
Matches

On flipcharts
On



I
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EVALUATION—A MEASUREMENT OF FOUR BASIC AREAS*

Measuring Reaction

This measuresthe participant’slikes and dislikes of theprogramandshould be done
during andaftera program. Thepurposeis qmte obvious,particularly during thecourse
of the program. Training will not be very effective If it doesnot interest the tralnees,or
If they do not accept the material presented.

Therearea few importantkeys to measuringreaction:

(1) The measurement (at least in the early stagesof a program)is bestmade in
writing. Ibis aliows anonymityandencouragescandidexpressionof opinion by
theparticipants.

(2) Themeasurementcanbepartially quantifiedby usinga scaledsystem,that is, by
askingparticipantsto expresstheirreactionsnumericallyto specificaspects.For
example:

Was this sessionworthwhile: YES l-2-3-4-5NO

Rate thequality of the training facilities:

Inadequate Adequate

(3) The measurementshould focuson tbree specific targets:

• Participants’ feelingsabout the worth of the training

• How well they think the training is aligned with their needs

• Their reactionsto the trainer(s)

By using scaledresponsesto theseaspects,reactions canbe tabulated quickly. The trainer
obtains information to help him or her revise the direction or approach If necessary,and

*Some of the material in this sectionbas beenadaptedfrom A Guide to Training in Human
Services,Northwest Social Systems,Inc., Seattie, Wash. (undated).

1 2
Excellent

3



Handout 17-l
Page2

improvements canbe readily seen.An exampleof a written form for measuringreaction
Is a

“Participant Reaction Sheet,” a very simple form that encourages
spontaneousexpressionsof feelingsabout the training (especiallyuseful
after sessionsdealing with controversial issues)—seeexamples.

In additionto forms,open-ended writtenevaluationsthat do not askspecificquestionscan
be usedto measurereaction. Also usefulareverbal discussion,observationby the trainer,
andconferenceswith observers.

2. MeasuringLearning

It is importantto distinguish leaming (the increaseof knowledgeor skill) from behavior
(how someonedoeshis or her job).

It is most useful to measure learning as quantitatively and objectively as possible for
comparison purposes.Oneway is to measure leaming before andafter training. This is
done by a pre-test (administered before training) and an identical post-test (after) and
comparing the results.

A checkof learning accomplishedin attitudinal sessionscan be partially obtained through
direct observationby the trainerand tbrough reaction sheetsand discussions(in which
participants expresswhat they think they learned).A “General Evaluation of the Training
Program” (or discussion) at the conclusion of a training programasks for trainees’
opinions on the designanddelivery of the training.

3. Measuring Behavior I
Although learning may be measuredand found to be positive, there is no assurancethat
job performanceandbehaviorwill be changed to incorporate the new learning. 1f the
benefit is to take effect, severalconditions are necessaiy:

• The traineesmusthave an opportunity to put the leaming into
effect and their supervisors must encouragethem to use it.

• The traineesmust realize that applying the new learning will
maketheir job easier andmore efficient.

• The traineesmustbe motivated to iinprove theirjob performance.

I
t
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Thereare severalfactors to be consideredwhen measuringbehavioralchangedue to
training.

• Enough time mustelapseafter thetraining to allow thetraiiteeto
put thenew leamings into practiceandfor thechangein behavior
to be measurable.

• Themeasurementmustbemadeby objectivemeans.One way to
ensureobjectlvity is to have varions peopledo the measuring,
including thetrainee, supervisors,fellow workers, thosehe or she
contacts (sucli as farmers), andsubordinates.

• A comparisonof behaviorwith thatof other staff in similar jobs
who did not receivetraining is also useful.

Essentially,changesin behavior following training can be measuredby timing an
evaluationof job performanceat an appropriate interval to determineimprovement
attributableto training.Behavior is bestmeasuredseveralweeksfollowing completionof
a program.

4. MeasuringResults

A training program,whatever iLs objectives, will usually generatea spectrumof resuits
in both individuals and groups. ILs purposeis to improve job performancein certain
specificways—notnecessarilyto produce changesin proceduresor organization, and ILs
capacity to improve an organization’s effectivenessis liniited. A reasonablyaccurate
pictureof the results of training will be possibleonly when there is an opportunity to
comparetheoperationandeffectivenessof an agencybefore and after theprogram.

Resuitsare perhapsthemost importantmeasurementin the eyesof those who pay for
training but themostdifficult to measure:

• All resultsof the training shouldbe taken into account but they
are not always easyto identify.

• Only resuits attributable to training should be considered, but
training neyer takes place in isolation so other influences are
difficult to eliminate.

The kinds of identifiable results to look for might inciude

• Change in the amountof time neededto do certain tasks



Handout17-1
Page4

• Changein the numberof client complaints

• Change in thenumberof errorsmade

• Changein numberof visits to farmers(or other contacts)

• Changein atmosphereat staffmeetings
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EVALUATION METHODS*

An idea] evaluation showsquantitatively how well theobjectivesare met. However,even with
weil-developedspecific objectives,it is not aiways possible to evaluate training quantitatlvely.
Certainevaluationdatawill be basedon opinions, feelings, observations,andinterpretationsof
trainersand trainees.Thebestway is to plan theevaluationaheadandi.nclude severaldifferent
ways to obtain pertinentinformation.

The following evaluation methodshave all beenused successfullyand their most appropriate
applicationsare indicated.Like all themethodsandtechniquesdiscussedin this course, theseare
intendedprimarily asexamples.

Pre-test/Post-test

An identical test (usually written) givenbefore training andafter.Most appropriate uses: Before-
and-after testing givesa reasonablequantitative andobjectivereadingof the informationlearned.
It also helps to specify issuesandareasof information needing reinforcement andreview.

Opinion/AttitudeQuestionnaire

Open-endedquestions giveninimediately following training (or periodically tbroughout training)
to elicit reactions to theprogramor thetrainers. Most appropriate uses:to determineparticipants’
evaluationof overall programdesign, trainees’ attitudesand behaviors,and the relevanceof
training to trainees’needs.

Trainer Observation

The direct observationthroughoutdelivery of training. Such observationsmay be organizedIn
several ways: listing problems encountered and how they were dealt with; noting trainer’s
reactionsperiodically during delivery; summarizingstrengthsandweaknessesof eachsessionor
whole program. Most appropriate uses: Observation is useful for all aspects but is particularly
helpful in evaluatingsuch things as program design; traineereactions; traineecomprehension;
training techniques~facilities andlogistical arrangements;consultanttrainers.

*Some of the material in this handoutlias been adapted from A Guide to Training in Human
Services,NorthwestSocial Systems,Inc., Seattie,Wash. (undated).
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Trainer/TraineeGroup Evaluation Session

The trainer designsa training sessionto evaluate the program. Partof the time is set aside to
check specific items, learning, andchange.Partof the time is open for trainees to focus on what
they think wasmost important or what hindered the program. Most appropriate uses:to determine
trainees’reactionsand leaming; attitudinal changes;appropriatenessof facilities; effectivenessof
program designanddeivery;trainerskills; involvement of trainees.

Post-TrainingPracticeSession

Sessionin which traineesuseskills and techniquespresentedin training, e.g.,mle play practice
of meeting with a farmer. Most appropriate uses: skills leaming (e.g., how to apply a new
pesticide). I
Follow-Up TraineeEvaluationForms

A check two to theemonths after training to fmd out how training helpedon thejob (if not, what
would havebeenmorehelpful?). Most appropriate uses:to measureresuitsandbehavioralchanges
in relation to trainees’ job; points Out needsfor new training.

Follow-Up Supervisory Evaluation Forms

A check two to three months after trainingby supervisor(s)of the trainees.Since thesupervisors
did not attend the training, they cannotevaluatetheprogram directly, but theycanjudge apparent
behavioral,attitudinal, and skill changesof the trainee on the job. Most appropriate uses: to
measureresuitsand behavioral changesin relation to trainees’ performance; skill andattitude
changes;andunmet needs.

I

I
I
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2. Think about your own organizationandhow decisionsabout training are made. What

suggestionsor actions would improve

a.

b.

JOURNAL

Evaluation of Training

1. Whatarethekey thingsI havelearnedabout planning andconductingtraining evaluation?

How evaluationsareplannedandconducted?

How thedatafrom evaluationsare used?
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SESSIONPREPARATLON TASK

• Write thesessionplan in your ownwords,identifying the time neededfor eachstep,for
a total of 45 minutesmaximum.

• Be preparedto displayandexplain the training eventfrom which this sessionis drawn,
andwhere thesessionlits in the overall plan.

• Decidewho will do eachstep(onepersonmay do thefirst two steps, theotherthe third
andfourth—or you canalternateat eachstep).

• AI eachstep,agreeon the role and place of thepersonnot taking thelead(sitting at the
side, helping witti flipcharts,etc.).

• The leedpersonfor eachstep prepares thenecessaryflipchartsand handouts.

• The leadpersonfor cadi step rehearseson his/her own, Uien with the otherpresenter.

• You haveone hourand30 minutesfor this taak.





Training Of Trainers

Observer’s Checklist
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Nameof Participant:
Today’s Date: _____

1. CLIMATE SETIER

a. Greets,puts peopleat ease

b. Asks questionsrelated to subject

c. Asksparticularquestion(s)that draws

on their experiencerelated to subject

Comments:

2. OBJECTIVES

a. Written and legible

b. Clearly explained

c. Action verbs

d. Measurable, observable

Comments:

4 3 2 1
Effective Do Less Do More NotDone

4 3 2 1
Effective Do Less DoMore NotDone

© Training ResourcesGroup, 1990
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4 3 2 1
Effective Do Less Do More NotDone

3. EXPERIENCE
(Circle: casestudy, role play,
demonstration, small group task, other....)

a. Technique(s)selectedappropriate

b. Content presented clearly

c. Follows appropriatedelivery sequence

d. Paraphrases/summarizesparticipants
responses

Comments:

I
4 3 2 1

Effective Do Less Do More Not Done

4. PROCESS]NG I
a. Questionselicit participants reactions

(thoughts & feelings)about experience.

b. Asks open-endedquestions

c. Follows appropriate processingsequence

d. Paraphrases/summarizesparticipants
responses

Comments:

© TrainingResourcesGroup,1990
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5. GENERALIZING

a. Asks questions linked to session
objectives

b. Asksopenendedquestions

c. Writes the participants’ answers

d. Paraphrases/summarizes participants’

learnings
Comments:

6. APPLYING

a. Asks questionsthat encourage
participants to apply learnings in back
home situation

b. Asks openendedquestions

c. Solicits examples& encouragesback
home use

Comments:

4 3 2 1
Effective Do Less Do More Not Done

4 3 2 1
Effective Do Less DoMore Not Done

© Training ResourcesGroup, 1990
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7. CLOSING

a. Summarizes main points/learnings

b. Reviewsobjectives

c. Condudes,bridges to next session

Comments:

4 3 2 1
Effective Do Less Do More Not Done

Total Time

Comments on Overall Session:

I
I
I
I

Nameof Observer: Signature:

I

I

© TrainingResourcesGroup, 1990
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Practice Training Round Two

JOURNAL

1. WhaI are themost importantthings I want to remember about preparing and deivering
a training session?

2. What will L do differently when I prepare anddeliver my next training sessionbackat
work?





ACTION PLAN
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In order to help you apply what you havelearnedasaresultof this workshop,we encourageyou
to do the following:

a. spendsome linie reviewingyour journalentriesfrom this workshop;

b. think ofyour trainingresponsibilitiesandthetrainingprogramsthatawait
you when you returnto work; and

c. answerthequestionsbelow.

1. From our discussionsabouttheadult learner,what do you think il will bemost important
for you to remember?

2. Whatarethe most important things you havelearnedthat canmake your presentations
more effective?How will you incorporatethis learning into your training?



Handout20-1
Page2

3. What training techniquesareyou most likely to use?How do you plan to use them?

4. What groupfacilitation skills do you need to keep working on?

5. Whatareoneor two thingsyou plan to do differently when you designyour next training
session?

I
I

I
I
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6. Whereor from whom canyou continue to get help andfeedbackon your training skills?

7. Whatare somechangesyou might makein your existing training pi~ograms(or in future
ones) as a resultof what you have learned in this course?

8. Whatare someother ideas you haveaboutwaysto strengthen theway training is done
in your orgariization, from assessingtraining needs, to designing training plans, to
evaluatingtraining?Whatare somespecificactionsthat you might take?





IMPLEMENTATION PLAN

1.
Actions to
undertakein the
next 6 months

2.
Desired
outcomesof
theseactions

3.
Resources
needed
• Human
• Financial

4.
Possible
constraints
• Social
• TechniCal

5.

Strategy

a. Strategies b. Tasks c. Timetable

• Material • Political
Other





WORKSHOP EVALUATLON
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Part J: Goal Attainment

Pleasecircie theappropriatenumberto indicate to what degreethe workshop hassucceededin
improvingyour ability to do thefollowing:

1. Defmethe basic principles of adult education andof expenentiallearning.

1 2 3 4
Veiy Littie Somewhat

2. Useadesignframeworkfor preparingandcanyingout training sessions.

1 2 3
Very Littie Somewhat

4

3. Demonstratefacilitation skills (paraphrasing,summarizing,askingquestions).

1 2 3 4
Very Little Somewhat

4. Give andreceiveconstructivefeedback.

1 2
Very Littie Somewhat

3 4

5. Describe the characteristics andthe learningpurpose of training techniquessuch as case
studies,role plays, small group tasks, lecturettes, demonstrations, and field exercises.

1 2 3 4

Well Very Well

Veiy WellWell

Well

Well

Very Well

Very Well

Veiy Little Somewbat Well Very Well
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6. Deliver a sessionusing one of thesetraining techniques.

1 2 3
Very Liftie Somewhat Well Very Well

7. Planfor andmanagea training event.

Somewhat - Well Very Well

8. Adapt this training methodologyfor usein back-at-work situations.

Very Littie Somewhat Well Very Well

1

1

2

2

3

3

4

4

Part II: SuccessAnalysisof the Workshop

Pleaseanswerthe following questionsas fully as possible.Use the back of theevaluationform
If you needmore space.

4

Very Littie

I1. Which workshopgoalsmost closelymet your learning needs?



2. What wasthe mosthelpful aspectof the workshop structure?

3. Whatdid the trainersdo that was mosthelpful for you?
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4. Wbat problems arose that were overcome well in your opinion? How were they
overcome?

5. Which workshopgoalsdid not meetyour learning needs?Which learning needswere not
met by theworkshop?

6. Whatpart of the workshop structurewas least helpful to you? Why? How could it be
improved?
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7. Whatdid thetrainersdo that was leasthelpful to you? Why? How could it be iniproved?

8. Wbatother suggestionswould you care to make to improve this workshop?

î!
s

9. Othercomments:






