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TRAINING FOR TRAINERS
GUIDE AND MANUAL

I. RATIONALE

The Training for Trainers Guide aridManual is a response to the recommendations
from the rapid assessment of training needs of personnel at the local government level who
are involved in the implementation of levels 1 and 2 water supply and sanitation projects.
One ofthe needs identified is the training of trainers. Under the various waterand sanitation
projects, the training program is conducted at the following levels: provincial, municipal and
community. The Training forTrainers Guide has been developed to support and sustain the
capability building initiatives at all these levels.

II. TRAINING GOALS AND OBJECTIVES

The training’s main goal isto improve the knowledge and skills of trainers responsible
for building the capabilities ofextension workers implementingwater and sanitation projects
at the provincial, municipal and community levels.

The training focuses on three major aspects:

1) Training concepts and principles

2) Training planning and management

3) Training skills

At the end of the five-day training, the participants should be able to:

1) Define the basic principles of adult education and experiential learning;

2) Discuss the stages of planning, designing, implementing and evaluating a
training program;

3) Demonstrate facilitation skills and presentation skills;

4) Describe basic training methodologies, includkig advantages and disadvan-
tages;

5) Use a design framework for preparing and carrying out training sessions; and

6) Prepare and deliver a training session.



III. PARTICIPANTS

This training is designed for provincial- and municipal-level personnel with supervi-
sory and training responsibilities for water supply and sanitation or other public health and
community development projects. They should have at least a college-level education and
significant exposure and experience in project supervision and management at the local
leveIs.

The total number of participants should not exceed 20 so that each trainee will have
adequate opportunities to apply knowledge and practice skills in training sessions.

IV. TRAINERS/FACILITATORS!
RESOURCE PERSONS

Users of this guide and manual are the members of the provincial and municipal
watertask forces orothergroups responsible for implementing and managing similarpublic
health or community development projects. The trainers using this guide are assumed to
have considerable experience in training. They are expected to facilitate learning using
participatory tools andtechniques. The guide is designedto be used bytwo co-trainerswho
will share the responsibility for conducting sessions and monitoring the acquisition of
knowledge and skills by the participants.

V. TRAiNING VENUE

The training requires a session hall large enough to accomodate 20-25 persons
(participants, trainers, resource persons) and two smaller rooms for group work. Since this
is a live-in training, the venue should be able to provide food arid lodging for five days and
four nights.

The session hall should have at least a sound system with two microphones,
overhead projector, and whiteboard or chalkboard.

VI. TRAINING EVALUATION

The training will be evaluated through the following methods:

1) Daily reflection and feedback at the start of each day’s session on:

- learnings

- trainers and co-participants

2
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2) Final evaluation questionnaire

The dailyevaluation will provide both trainers and participants with ongoing feedback
to improve conduct of sessions, and to respond to the group’s needs. The evaluation
questionnaire will focus on the following:

- attainment of training goals and objectives

- attainment of individual learning needs

VII. TRAINING DESIGN

The training guide describes a five-day, live-in workshop for trainers who will train
field workers in performing the tasks needed to work with communities on water supply and
sanitation projects, and other similar public health or community development projects.
Such trainings can cover activities involving technical skills (Iatjine construction, water
supply system maintenance, etc.) or process skills (community organizing and participa-
tion, organizational management, hygiene and sanitation education, etc.).

The training design is based on an active, participatory, experience-based learning
approach. It will draw on the practical experiences which participants have gained as field
workers and managersof watersupplyand sanitationprojects, aswell asother publichealth
or community development projects.

Participants are expected totake an active part in a variety of activities such as small
group work, role plays, and simulations. Trainers are expected to model the experiential
approach throughout the workshop, thereby providing continual reinforcement of this
participatory approach.

The training will cover the following content areas:

1) Adult Education and Experiential Learning

2) Planning, Designing, Implementing and Evaluating a Training Program

3) Facilitation Skills and Presentation Skills

The detailed training schedule and session guides are shown on the next page.
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PREPARATORY SESSION

Activity

Date/Time

ARRIVAL, REGISTRATION

AND BILLETING

Day One, 8:00 a.m. - 9:00 a.m.

Session Objective/s

Materials Needed

TOPIC/ACTIVITY

ARRIVAL

REGISTRATION

BILLETING

• To gather information about the participants and to
assign rooms for lodging during the training.

-Individual registration forms
Training registry
Name tags
Individual training kit with training
schedule, notebook, and pen/pencil

PROCEDURE

1) Set up the registration table at the entrance
to the training venue or main session hall. If
possible,put up appropriate welcome or di-
rectional signs to guidearriving participants.

1) Ask each participant to fill up individual
registration form and to sign the training
registry for Day One.

2) After participant submits individual registra-
tion, give a name tag and a training kit.

1) Inform each participant about the room as-
signment and provide directions to location
of lodging and training facilities.



PREPARATORY SESSION HANDOUT REGISTRATION FORM

TRAINING FOR TRAiNERS

Date

Venue

PARTICIPANT REGISTRATION FORM
I. PERSONAL

Name:

Age:

Home Address:

II. EDUCATION

Course/Degree

Sex: Civil Status:

School

Trainings/Seminars Attended:

Title of Training/Seminar Training Agency Year

Ill. EMPLOYMENT

Agency/Office:

Office Address:

Position/Designation

No. of years in current position:

Type of appointment~ Permanent Casual Contractual

Year Graduated

6



SESSION GUIDES

MODULE I: INTRODUCTION TO THE TRAINING

Session 1: Orientation to the Training

Content: Opening Program
Introductions
Expectations
Training Goals and Schedule
Training Norms
Role of Host Teams

Session 2: Adult Education and Experiential Leaning Cycle

Content: Traditional and Adult Education
Experiential Learning Cycle

7



MODULE ONE INT~CDUCT1ON TO THE TRAINING

Session Title

Date/Time

Session Objectives

Materials Needed

Session Outline

SESSION 1

ORIENTATION TO THE TRAINING

Day One; 9:00 a.m. - 12:00 noon

At the end of the session, the participants will be able to:

1) Become acquainted;

2) Clarify their expectations from the training;

3) Review the training goals and schedule;

4) Discuss training norms and other administrative

concerns; and

5) Organize host teams.

Opening Program (optional)
Handout on Training Goals
Handout on Training Schedule
Visual on Training Goals
Visual on Training Norms
Visual on Role of Host Teams
Newsprint
Pentel pens

1) Opening Program (20 minutes)

2) Introductions (30 minutes)

3) Levelling of Expectations (45 minutes)

4) Training Goals and Schedule (20 minutes)

5) Training Norms (30 minutes)

6) Synthesis (10 minutes)

SESSION ONE ORIENTATION TO THE TRAINING

8



MODULE ONE INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY

OPENING PROGRAM

INTRODUCTIONS

PROCEDURE

1) Introduce yourself, thank and welcome the
grcup to the training program. Briefly explain
the training goal and identify who is spon-
soring and/or conducting the training-
workshop.

2) Introduce the special guest/s and request
them to each give a short message or re-
marks to the participants.

3) Thank the special guest’s for their partici-
pation in the opening program.

4) Declare a fifteen-minute break for the
morning snacks to allow time for the de-
parture of guests and preparation for the
next activity.

1) Informthe participantsthatyou will start with
an exercise that will allow them to get to
know each other in an informal atmosphere.

2) Ask each participant to choose someone
they do not know well.

3) Ask each pair to interview each other by
asking the following questions which
should be written on the board or given as a
handout:

• Whatis your full nameand what do

youlike to be called?

• Whereare youfrom?

• Where do you workandforhowlong?

• What is the most interesting experi-
ence youhavehadeitheras a trainer
or as a participant in a training pro-
9rarn?

SESSION ONE ORIENTATION TO THE TRAINING

9



INTRODUCTION TO THE TRAINING
MODULE ONE

TOPIC/ACTIVITY

INTRODUCTIONS

PROCEDURE

4) Give 10 minutes for the interview exercise,
five minutes per person.

5) Tell the pairs to be prepared to introduce
their partners to the rest of the group. Each
person is given one minute to introduce his/
her partner.

6)

LEVELLING OF EXPECTATIONS

When the interviews are finished, start by
introducing your co-trainer. Then ask for
volunteers from participants.

1) Explain the importance of discussing what
the participants hope to accomplish during
the workshop.This will help the trainors as-
sess which parts of the course will meet
participants’ needs and which needs may
not be addressed or taken up in detail.

2) Ask each participant to individually write
down two to four expectations from the
training. Give them three minutes to write.

GROUP WORK 3) Ask the participants to form groups of four,
and give the following expectations task:

• Shareindividualexpectationswiththe
group

• Agree on two to four expectations
which the group shares,and write
theseon newsprint

• Selectone memberto presentthe
group’slist ofexpectationsto all the
participants

4) Give the groups 15 minutes for this task.
Inform them when they have five minutes
left.

SESSION ONE ORIENTATION TO THE TRAINiNG
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INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY

LEVELLING OF EXPECTATIONS

TRAINING GOALS
AND SCHEDULE

1)

PROCEDURE

5) During each group’s presentation, record
the expectations reported on a separate
newsprint. Do not repeat expectations al-
ready listed, but note the ones being re-
peated with a check or an asterisk.

6) After all the groups have reported, point out
the most common expectations. Ask groups
to explain unclear expectations.

7) Explain that the training goals will be pre-
sented next and compared with the partici-
pants’ expectations.

Ask participants to refer to their handout on
training goals and schedule. Review the
training goals, clarify any goals that are not
clear and refer to the groups’ list of expec-
tations to show which are covered by what

- goal.

2) Review the training schedule to show when
participants’ expectations and workshop
goals will be met during the course. Em-
phasize the following:

• timeframes

• sessionsandactivities

• useofsmallandlargegroupdiscus-
sionsto encourageactiveparticipa-
tion

• useofvariousparticipatorymethods,
tools and techniquesto create an
active Fearningenvironment

SESSION ONE ORIENTATION TO THE TRAINING

MODULE ONE

11



MODULE ONE INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY

TRAINING NORMS

PROCEDURE

1) Explain that in order to accomplish the train-
ing goals within the scheduled time, the
participants will have to agree on how
learning can be done most effectively.
Present the Visual on Proposed Training
Norms or house rules to helpeveryonework
and learn better as a group:

• Shareresponsibilityfor learning.

• Participateactivelyin all session ac-
tivities

• Start andendsessionson time.

• Respectthe views of other partici-

pants.

• Help one another.

• Refrain from smokingin thesession
hail.

2) Ask participants if they agree with these
norms and if they have others to add.

3) Explain that one way to ensure that these
norms are observed is through the formation
of host teams from among the participants.
Present and discuss Visual on Role of the
Host Team:

• Start the morningsessionswith

:

- invocation

- recapofpreviousday’sactivities

- feedbackon content, activities,
trainersandco-participants

• energizeror ice breaker

SESSION ONE ORIENTATION TO THE TRAINING
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MODULE ONE INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY PROCEDURE

TRAINING NORMS
• Assistin training management

:

- distributehandouts/trainingma-
terials

- mdnitortimeduringsessionsand
breaks

- gather outputsafter workshops!
activities

• Organizesocialsandclosingnrogram

4) If the participants agree to form host teams,
organize one host team for each day of the
training, starting with Day One. Write the
host team assignments on newsprint and
display this at the back of the session hall
together with the workshop norms and
schedule.

5) Propose andget the participants’ agreement
to the morning pre-session schedule (8:00 -

8:30 a.m.) to be handled by the host team:

• Invocation

• Recapofpreviousday’ssession

• Feedbackon training contentand
activities, and trainers and co-par-
ticipants

• Energizer/icebreaker

6) If necessary, discuss other concerns such
as administrative matters or requirements.
rules about use of venue/facilities, etc. In-
form participants about meals schedules;
morning andafternoon snacks will be served
during the sessions.

SESSION ONE ORIENTATION TO THE TRAINING
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INTRODUCTION TO THE TRAININGMODULE ONE

TOPICIACTIVITY

SYNThESIS

PROCEDURE

1) Thank the group for their participation in the
previous activities. Ask them to remember
the goals, schedule and the group’s
agreements on what everyone will do to
make the training an enjoyable and learning
experience for all.

2) Askthe group if they have any questions or
clarifications about the training schedule
and activities.

2) Explain that the training schedule and norms
will remain posted in the session hail so that
the group canreferto them duringthe course.

SESSION ONE ORIENTATION TO THE TRAINING
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MODULE ONE SESSION ONE VISUAL (ORIENTATION TO THE TRAINING)

SESSIONOBJECTIVES

At the end of the session, the participants will be able to:

1)

2)

3)

4)

5)

Become acquainted;

Clarify their expectations from the training;

Review the training goals and schedule;

Discuss the training norms and other administrative concerns; and

Organize host teams.

SESSION ONE

15
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MODULE ONE: SESSION ONE HANDOUT (ORIENTATION TO THE TRAINING)

INTERVIEW QUESTIONS
FOR INTRODUCTIONS EXERCISE

1) What is your full name and what do you like to be called?

2) Where are you from?

3) Where do you work and for how long?

4) What is the most interesting experience you have had either as a trainer or
participant in a training program?

SESSION ONE ORIENTATION TO THE TRAINING
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MODULE ONE. SESSION ONE HANDOUT/VISUAL (ORIENTATION TO THE TRAINING)

TRAINING GOALS

At the

1)

2)

end of the five-day training, the participants will able to:

Define the basic principles of adult education and experiential learning;

Discuss the stages of planning, designing, implementing and evaluating a
training program;

3) Demonstrate facilitation and presentation skills;

4) Describe basic training methodologies, including advantages and disadvan-
tages;

5) Use a design framework for preparing and carrying out training sessions; and

6) Prepare and deliver a training session.

SESSION ON~ ORIENTATION TO THE TRAINING

17



MODULE ONE SESSION ONE VISUAL (ORIENTATION TO THE TRAINING)

TRAINING NORMS

Share responsibility for learning.

Participate actively in all session activities.

Start and end sessions on time.

Respect the views of other participants.

Help one another.

Refrain from smoking in the session hall.

SESSION ONE ORIENTATION TO THE TRAINING

18
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6)
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MODULE ONE. SESSION ONE VISUAL (ORIENTATION TO THE TRAINING)

ROLE OF HOST TEAM

1) Start the morning sessions with:

• invocation

• recap of previous day’s activities

• feedback on content, activities, trainers and co-participants

• energizer or ice breaker

2) Assist in training management:

• distribute handouts/training materials

• monitor time during sessions and breaks

• gather outputs after workshops/activities

• organize socials and closing program

SESSION ONE ORIENTATION TO THE TRAINING



MODULE ONE NTRCDUCTICN TO THE TRAWJNG

Session Title

Date/Time

Session Objectives

Materials Needed

Session Outline

SESSION 2

ADULT EDUCATION AND EXPERIENTIAL
LEARNING CYCLE

Day One; 1:00 - 5:00 p.m.

At the end of the session, the participants will be able to:

1) Differentiate between traditional from adult education;
and

2) Explain the experiential approach to training.

Visual on Session Objectives
Visual on Steps in the Experiential Learning Cycle
Handout on Experiential Approach to Training
HandoutNisual on Traditional and Adult Education
Handout on Session Journal
Cartolina strips (2 colors)
Newsprint
Pentel pens

1) Introduction (15 minutes)

2) Traditional and Adult Education (60 minutes)

-3) Experiential Learning Cycle (90 minutes)

4) Conclusions (15 minutes)

5) Synthesis/Journal (15 minutes)

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNINc, CYCLE

20



INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY

INTRODUCTION

SESSION OBJECTIVES

EXPERIENTIAL LEARNING

PROCEDURE

1) Ask participants to give brief answers to the
following questions (write each question
and the answers on the board):

• Whatare somedifferencesbetween
the wayadultsand children learn?

• Whataresomeexamplesoflearning
experiencesthat were particularly
meaningful to you?

2) Integrate the responses with these key
points:

The key differences between the way
-- adultsandchildren learn mightbe that

childrenneedmoredirection,havefewer
life experiences,are lessself-motivated
to learn, etc.

Adult education is approacheddiffer-
entlyfrom childlearningbecauseadults
differ in:

• self-concept
• experience
• readinessto learn
• perspectiveon applyinglearnings

1) Present the Visual on Session Objec-
tives.

1) Ask participants their ideas of experiential
learning. Write their answers on the board.
Integrate their responses with these key
points:

• Adultslearnbestwhentheycanbuild
on theirexperiences

• Experientiallearning givesa frame-
work to learn fromexperience

MODULE ONE

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING CYCLE



MODULE ONE INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY

EXPERIENTiAL LEARNING

STRUCTURED LEARNING
EXERCISE

COMMUNICATION EXERCISE

PROCEDURE

• The frameworkis learner-centered
and allows participants to manage
and share responsibility for, their
learning

1) Explain that the group will now examine the
experiential learning framework.

• A communicationexercisewill be
used to show how adults learn by
building on their existingknowledge
andtakingactivepart in the learning
process.

• The exercise.will demonstratethe
steps In the experiential learning

- process.

• The subjectof the demonstrationis
communication.

2) Ask the participants to observe during the
exercise the different steps being followed,
and the questions being asked.

A. INTRODUCTION

3) Introduce the communication exercise by
asking the participants:

• How do wecommunicatein our eve-
rydaylife?

• I-low sureare we thatourmessages
alwaysreachthereceiversin its cor-
rect andcompleteform?

4) Explain that the following exercise will
demonstrate and identify factors which can
block oral communication.

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING CYCLE
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MODULE ONE INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY PROCEDURE

COMMUNICATiON EXERCISE B. EXPERIENCE

5) Present the following procedures for the
exercise:

• Divideparticipantsinto two or three
groups,eachforminga line (no more
than eightpergroup, no fewer than
six).

• The first personIn eachline receives
a message.

• He/sheshouldwhisperthatmessage
(onlyonce)tonextperson,andsoon.

• ThefastpersonIn eachgroup writes
themessageon newsprint.

• The first group to finish andgetthe
mostaccuratemessagewins.

6) Write the message on newsprint which
should be posted behind the board just
before the exercise.

• M~q~: Independentlearnersusu-
ally prefer a facilitative trainer who
helpsthemfind their ownsolutions.

7) Ask the first person in each line to read the
message. At the end, show everyone the
original message, and compare it with the
ones participants wrote on newsprint.

C. PROCESS

8) Ask the participants:

• How was this exercise?Easy?Diffi-

cult? Why?

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING CYCLE
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MODULE ONE iNTRODUCTION TO THE TIRAJNJNG

TOPIC/ACTIVITY

COMMUNICATiON EXERCISE

PROCEDURE

D. GENERALIZE

9) Ask the participants:

• Whatconclusionscan wedraw from
the experienceabout what blocks
effectiveoral communication?

APPLY

10) Ask the participants:

• Whatcanwedoduringthistraining to
overcomethethings thatblockeffec-
tiveoral communication?

F. SYNTHESIS

11) Summarize the participants’ main conclu-
sions and review the objective, asking if it
was attained.

EXPERIENTIAL LEARNING
CYCLE

1) Ask the participants to recall the questions
and tasks given in the communication ex-
ercise. Write the main questions and tasks
on the board and title it as Analysis of Steps
in Exercise.

2) Present the visual on The Experiential
Learning Cycle. Briefly explain each step
and how the steps fit into a learning cycle:

• Experience(activity,doing)
• Process(sharing, comparing, re-

flecting)
• Generalization(drawingconclusions,

identifyinggeneralprinciples)
• Application(planningon howto use

newknowledge/skillafterthetraining)

3) Distribute the handout on The Experien-
tial Approach toTraining.

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING CYCLE
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MODULE ONE INTRODUCTION TO THE TRAINING

TOPIC/ACTIVITY

CONCLUSiONS

SYNThESIS/JOURNAL

SESSION TWO

PROCEDURE

1) Ask the participants what conclusions they
can draw about how adults learn.

2) Ask what are the most important things they
learned during the session. Write their
answers on the board.

3) Distribute handout on Traditional and
Adult Education and explain that it sum-
marizes some of the main points about adult
education.

4) Refer to their conclusions and learnings,
and ask what they would do differently now,
and what they would emphasize when they
train in their work situation.

5) Ask suggestions on what the trainers and
participants can do during this course to
apply what they have leamed.

1) Summarize the learningsduring the session
and review the Session Objectives.

2) Distribute handout on Session Journal.
Explain that this Journalwill be an important

- partoftheirback-at-workplanning atthe end
of the training. At the end of each major
session, the participants will record their
learnings, and initial ideas/plans on apply-
ing these learnings.

3) Give the participants 10 minutes to fill up this
first journal.

ADULT EDUCATION AND EXPERIENTIAL LEARNING CYCLE

25



MODULE ONE. SESSION TWO VISUAL (ADULT EDUCATION AND EXPERIENTIAL LEARNING)

SESSIONOBJECTIVES

At the end of the session, the participants will be able to:

‘I) Differentiate between traditional from adult education; and

2) Explain the experiential approach to training.

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING CYCLE

26
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MODULE ONE: SESSION TWO VISUAL (ADULT EDUCATION AND EXPERIENTIAL LEARNING)

STEPSIN THE
EXPERIENTIAL LEARNING CYCLE

1. EXPERIENCE

2. PROCESS

3. GENERALIZATION

4. APPLICATION

activity, doing
uses different tools and techniques

sharing, comparing, contrasting reflecting
on thoughts and feelings about the activity

drawing meanings, learnings, conclusions,
identifying general principles

planning more effective post-training behavior
putting learnings into action

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING CYCLE



MODULE ONE. SESSION TWO HANDOUT (ADULT EDUCATION AND EXPERIENTIAL LEARNING)

The Experiential Approach to Training
by James A. McCaffery

Experiential learning is exactly the name implies — learning from experience. The
experiential approach is learner-centered andallows the individual trainees to manage and
share responsibility for their own learning with their teachers. Effective training strategies
which incorporate experiential learning approaches provide opportunities for a person to
engage in an activity, review this activity critically, abstract some useful insight from the
analysis, and apply the result in a practical situation. (Gudykunst and Hammer, 1983,
provide a brief historical review of the experiential approach.) A graphic representation of
the model is presented below and may be applied to cross-cultural training in the following
ways:

Figure 1
The Experiential Model

Experience
(activity, “doing”)

Applitation
(planning more

effective
post-workshop

behavior)

K Generalization
(drawing conclusions,

identifying
general principles)

Process
(sharing, comparing,
contrasting,

reflecting)/

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING
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Expenenoal Approach / page 2

Experience

The experience phase is the initial activityand the data-producing part ofthe experiential
learning cycle. This phase is structured to enable participants to become actively involved
in Mdoing som~thing. Doing, in this instance, has a rather broad definition, and includes a
range of activities like the following:

• case studies
-. • role plays

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

This sample list indicates that the range of training techniques varies from the more
passive and artificial (lecturette) to the more active and real (living with a family). Exactlywhich technique one chooses as an educational activity would depend largely on the

session goals.

Process

Once the experience stage is completed, the trainer or instructor would guide the group
into the process part of the cycle. During this phase, participants reflect on the activity
undertaken during the experience phase, and they share their reactions in a structured way
with the whole group. This may happen on an individual basis, in small work groups, or in
a full training group. Individuals share both their cognitive and affective reactions to the
activities in which they have engaged. In addition, with trainer assistance, they try to link
these thoughts and feelings together in order to derive some meaning from the experience.

The trainer’s role as facilitator is very important during each phase of the cycle. During
the process phase, he/she should be prepared to help the participants think critically about
the expenence and to help the participants verbalize their feelings and perceptions, as well
as draw attention to any recurrent themes or patterns which appear in the participants’
reactions to the experience. The trainer’s role involves helpingthe participants toconceptualize
their reflections on the experience so that they can move toward drawing conclusions.

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING



Expen6n~2aI ApprOach / page 3

GeneralizatiOn

The generalization stage is that part of the experiential learning cycle in which thQ
participants extract conclusions and generalizations which might be derived from, or
stimulated by, the first two phases of the cycle. During this phase, participants are helped
to lake a step back” from the immediate experience and discussion; and to thi’nk critically
in order to draw conclusions that might be generalizable to “real life” or to a particular
theoretical concept. This stage is perhaps best symbolized by the following questions:

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

The trainer or 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 serve as 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 concise
statements or generalizations.

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

• Relating the conclusions reached and integrating them into a theoretical model.

• Making sure, within reasonable time boundaries, that everyone who wishes to
share significant insights gets a chance to contribute.

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

Application

After participants have done some focused work generating generalizations, they are
guided into the application stage. Drawing upon insights and conclusions they have
reached during the previous pha~se (and other phases), participants incorporate what they
have learned into their lives by developing plans 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 workshop ends. The applications that they plan may relate to
their profession, their personal life, or their student efforts, depending on the background
and needs of specific participant groups.

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING
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Techniques used to facilitate the application stage include the following:

• Individual work to develop a thoughtful action plan which puts “learnings into
action.

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

• Some parts of individual plans might be shared with the whole group in order to
create a sense of synergy.

• Participants identify other learning needs.

One of the ways the trainer assists during this process is by helping participants be as
specific as possible in developing their application plans.

~onclusion

It is important to stress two other points about the experiential model. First, the exact
iature of each phase ofthe model is driven by the goals ofthe training ororientation session/

ogram. Once the goals are defined, then the session can be designed using the model
s the framework. Second, theory can come in two different places - either before the
xperience, in which case the experience becomes a way to test the theory or try out the
ills implied by it,orafter, when it is interwoven into the generalization phase as participants
~veloptheir own ‘Theory.” When this is added to the ~picture”of the model, it looks like this:

Figure 2
Adding “Theory” to the Experiential Model

Theory

Goals

AppliCation

Theory

SION Two

Experience

Process

Generalization
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In order for this model to be effective, it needs to be rigorously applied, both in the design
and delivery stages. “Experiential training or learning” is a phrase often heard in the
educational and training world; yet, it is frequently misused in practice where it seems to
mean letting people participate in a presentation, having a question and answer session
after a lecture, or a role play or case study by itself without the subsequent steps in the
model. Most frequently, the generalizing and application stages are simply left out of the
design or the program; as a result, the power of experiential learning is significantly
diminished or is negated altogether.

Although the model, when correctly explained, looks very clear, the way it works out in
practice is~.not always as clear. There are transitions between phases, and occasionally
(especially if the trainer is going too fast), the group will return to aphase until it is “finished.”
Also, individuals in the group maynot approach the learning process in such a linearfashion,
and that is perfectly legitimate. The model is meant to serve as a guide for the traineror
instructor who is trying to design and carry out an educational experience for a group.

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING
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MODULE ONE. SESSION TWO HANDOUT (ADULT EDUCATION AND EXPERIENTIAL LEARNING)

TRADITIONAL AND
ADULT EDUCATION

TRADITIONAL EDUCATION

1. Highly effective for
developing ideas and
expanding what you know.

2. Highly effective with

younger learners.

3. Teacher-centered.

4. Passive and theoretical.

5. Focused on “right” and
and “wrong,” encourages
learners to find the one
right answer to a problem.

6. Measure of achievement is
grades and certificates.

7. Can foster a sense of
dependence on outside
experts.

ADULT EDUCATION

1. Highly effective for
developing skills and
expanding what you can do.

2. Highly effective with
adult learners.

3. Learner-centered.

4. Active and experiential.

5. Focused on “effective”
and “ineffective.”
Encourages learners to
explore many approaches
to determine which
answer will work in which
situation.

6. Measure of achievement is
what you are able to do
more effectively in your life.

7. Can foster independence
and self-reliance.

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING
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The Experiential Model

Application
(planning more

effective
post-workshop

behavior)

Experience
(activity, “doing”)

Process
(sharing, comparing,
contrasting,
reflecting)

Generalization
(drawing conclusions,

identifying
general principles)

/1
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INTRODUCTION TO THE TRAINING

Adding “Theory” to the Experiential Model

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING

MODULE ONE

Theory

Experience

Goals

Application Process

Theory

Generalization
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MODULE ONE. SESSION TWO HANDOUT (ADULT EDUCATION AND EXPERIENTIAL LEARNING

SESSION JOURNAL

ADULT EDUCATION AND

EXPERIENTIAL LEARNING

1. What conclusions can I draw about the way adults learn and about experiential
learning?

2. What can I do in this training of trainers to apply what I have learned about adult
education and experiential learning?

SESSION TWO ADULT EDUCATION AND EXPERIENTIAL LEARNING
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SESS ION GUIDES

MODULE II: TRAINING MANAGEMENT

Session 1: Planning and Managing the Training Program

Content: Overview of the Training Process
Training Needs Assessment
Roles of a Trainer
Training Goals and Objectives

Session 2: Designing the Training Program

Content: Training Methodology
Session Design Framework
Session Planning

Session 3: Implementing the Training Program

Content: Facilitation Skills
Presentation Skills
Using Visual Aids

Session 4: Evaluating the Training Program

Content: Four Levels of Evaluation

Evaluation Methods
N—
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TRAINING MANAGEMENTMODULE TWO

SESSION 1

Session Title

Date/Time

Session Objectives

Materials Needed

Session Outline

PLANNING AND MANAGING

- A TRAINING PROGRAM

Day Two; 8:30 a.m. - 12:00 noon

At the end of the session, the participants will be able to:

1) List the four basic stages of the training process

2) Explain roles and functions trainers should perform

3) Explain the purposes and types of training needs
assessment

4) Discuss training goals and objectives

Visual on Session Objectives
Visual on The Four Stage Model
Visual/Handout on Role of the Trainer
Visual on Types of Training Needs Assessment
Handout on Overview of Training Process

-Handout on Training Needs Assessment
Handout on Training Goals and Objectives
Handout on Session Journal

1) Introduction (1 0 minutes)

2) Overview of the Training Process (60 minutes)

3) The Roles of the Trainer (40 minutes)

4) Training Needs Assessment (40 minutes)

5) Training Goals and Objectives (40 minutes)

6) Conclusions (10 minutes)

7) Synthesis/Journal (10 minutes)

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

INTRODUCTION

OVERVIEW OF THE TRAINING
PROCESS: THE FOUR STAGE
MODEL

TRAINING NEEDS ASSESSMENT

DEVELOPING A TRAINING
PROGRAM

PROCEDURE

1) Ask the participants what problems they
encounter in trainings, either as trainers or
participants. Write their answers on the
board.

2) Synthesize their answerswith this key point:

To minimize problems, and to manage
trainingseffectively,thetrainermusthave
a clearunderstanding:

• of the training processincludingall
activitiesin eachphase

• ofthe variousroles trainersperform
in the trainingprocess

3) Present visual on Session Objectives.

1) Present the visual on the Four Stage
Model of the training process. Discuss the
stages and activities in each stage:

A. TRAINING NEEDSASSESSMENT

• GatherInformationaboutthepartici-
pants:who theyare, what work they
do, what is expectedof themin their
job.

• Determine what knowledge, attitude
andskillsparticipantsneedtoperform
their roles andfunctions

B. DEVELOPINGA TRAININGPROGRAM

• Setthetraining goalsandobjectives
basedon the training needsassess-
ment

• Determine learning areas to help
achievetraininggoalsandobjectives

SESSION ONE - PLANNING AND MANAGING A TRA4NIIN(~ O~C~42O~’4



TRAINING MANAGEMENTMODULE TWO

TOPIC/ACTIVITY PROCEDURE

DEVELOPINGA TRAINING
PROGRAM

• Select training methodologiesar
tools

• Designsessionplanswith title, sp
cific objectives,content,time,acti
ties,neededmaterialsandmeans
evaluation.

• Determineevaluationplan, Includir
areas for evaluation,methodolo;
andtools or instruments.

• Preparetraining plan, schedulean
budget.

IMPLEMENTING THE TRAINING
PROG RAM

C. IMPLEMENTING THE TRAINING PRO.
GRAM

• Organizetraining staff.
• Schedulethe training.
• Selectandreservetraining venue.
• Notify participants about schedule

andvenue.
• Preparetraining materialsandkits.

- • Prepare sessionhall and training
equipment.

• Conductandfacilitate thesessions.

EVALUATING THE TRAINING D. TRAINING EVAL UA TION

• Use evaluation tools to measure
knowledgeandskillsgained.

ROLES OF THE TRAINER 1) Introduce the topic by focusing on:

ln the training process,the trainers will
play starring roleswith majorresponsi-
bilities. Itis thereforeimportantto under-
standtherolesandfunctionsofthetrainer
in thewholeprocess.

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

ROLES OF THE TRAINER 2) Ask the participants what roles they have
performed in a training program.

3) Present thevisual on Rolesand Functions

of the Trainer:

PLANNER A. PLANNER

• .T~z~&~t role of Identifying ac-
tivities, tasks, resourcesneededto
accomplishspecificresultsin ajob.

• ~ Identifygapsbetween
Idealandactualjobperformance,and
reasonsfor thesegaps

• Pro9ram/coursedesigner:settrain-
inggoalsandobjectives,definecon-
tent,preparesessionplans,schedule
andbudget

IMPLEMENTOR B. IMPLEMENTOR

• Training manager: organize activi-
ties, stalling, coordinatewith other
units/agenciesfor training require-
ments

• Program administrator: ensure
availability of budget, facilities and
equipmentfor training

• Group facilitator: conductsessions,
managegroup discussionsand
process

• Media soecialist: manageand use
audio-visualequipmentandmaterlals

• LJ~~ present information and
direct learning activities

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

EVALUATOR

PROCEDURE

C. EVALUATOR

• ~v..~Lu~2LQ.r~determine training out-
comeorresults

• Ln~.t~Lig~nt help traineesapply
learningsafter activities

TRAINING NEEDS ASSESSMENT 1) Present the visual on the Four Stage
Model of Training, and focus the group’s
attention on thejirst stage.

2) Askthe participants what they think are the
purposes of training needs assessment.

3) Write their answers on the board and inte-
grate their answers with the following key
points:

PURPOSE OF TRAINING NEEDS
ASSESSMENT

• Identify the learner In termsof who
theyare, what work theydo, what Is
expectedof themIn their work

• determinetheknowledge,attitudeand
skills which learnerneedstoacquire
to perform effectively

• developtraininggoalsandobjectives

• provide information for developing
training contentmaterialsandactivi-
ties

TYPES OF TRAINING NEEDS
ANALYSIS

4) Ask participants what types or methods of
training needs analysis they know or have
used.

5) Write their answers on the board. Present
visual on Types of Training Needs
Analysis:

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

• Informal interview
• Observation
• Survey
• Performancetest
• Formal Interview
• Performanceevaluationreport/record
• Checklist

6) Discuss each type based on handout on
Training Needs Analysis.

TRAINING GOALS AND
OBJECTIVES

1) Ask the participants to recall the ongoing
training’s goals and objectives.

2) Define training goal and objective as:

~ statementdescribingthechanges
In behaviororperformancethat are the
desiredoutcomeofthetraining program.

Q~jj~ statementexpressingwhat
thetraineesmustbeable todemonstrate

- In termsofknowledge,attitudeor skills
uponcompletionoforduringthecourse.

PERFORMANCE-CENTERED
OBJECTIVES

3) Present the visual on Training Goal and
Objectives (from Module One: Session
on Orientation to the Training). Use the
objectives stated as examples in describ-
ing:

PERFORMANCE-CENTERED
OBJECTIVES:

• A statementidentifying the traineeas
the focusor centeroftraining activi-
ties(theparticipantmustbeableto.~.)

• A statementidentifyingand naming
thedesiredterminal behaviorwhich
can be seen and measured (to iden-
tify, to discuss, to enumerate, to dem-
onstrate, to describe, etc.)

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

PERFORMANCE-CENTERED
OBJECTIVES

• A statement identifying and naming
the objecton what is to be learned
(sessiondesign,actionplan, etc.)

• A statementdefining theImportant
conditionsunderwhichthebehavior
is to occur (gi yen a design framework,
preparesessionplan)

• A statementdefiningthecriteria ofof
acceptableperformance(time limit,
numberof correctresponses,etc.)

CONCLUSIONS 1) Ask the participants what conclusions they
can draw from the session.

2) Ask the participants what are their most
most important learnings from the session.

3) Distribute handouts on Four Stages of
Training, Role of the Trainer, Training
Needs Assessment, and Training Goals
and Objectives.

SYNTHESIS 1) Synthesize the session around these key
points:

• Thetrainingprocesshasfourstages.
• The trainer performs various roles

andfunctionsin thedifferentstages
ofthe trainingprocess.

• Trainingneedsassessmentprovides
the basis for developinga training
program.

• Training goalsand objectivesmust
beperformanceandlearnercentered.

2) Present the visual on Session Objectives
and ask the participants if the objectives
have been met.

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAM
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MODULE TWO SESSiON ONE VISUAL (PLANNING AND MANAGING THE TRAINING PROGRAM)

SESSIONOBJECTIVES

At the end of the session, the participants will be able to:

1) Ust the four stages of the training process;

2) Explain roles and functions trainers should perform;

3) Explain the purposes and types of training needs assessment; and

4) Discuss training goals and objectives.

-SSION ONE PLANNING AND MANAGING A TRAINING PROGRAM



MODULE TWO SESSION ONE VISUAL (PLANNING AND MANAGING THE TRAINING PROGRAM~

FOUR STAGES OF TRAINING PROCESS

StageOne: Training NeedsAssessment

Determine what the train-
ees want to gain from the
training

StageTwo: Developinga Training Program

StageThree: Implementingthe Training Program

StageFour: Training Evaluation

Administer evaluation tools
Conductevaluation activities

Process, analyze and gen-
erate recommendations
from evaluation results

SESSION ONE PLANNINGAND MANAGING A TRAINING PROGRAM

L Determine present knowl-
edge level, attitudes and
skills of trainee;currenttasks
and functions; gaps in work
performance

Determine what the trainee
needs to know and/or do to
perform job effectively

Formulate goals
and objectives

Design course
content, topics
and activities

Select training
methodologies,
tools and tech-
niques

Prepare training
plan, schedule
and budget

Organize train-
ing staff
Notify partici-
pants

Prepare training
materials and
kits, including
evaluation tools

Select, reserve
and prepare
training venue
and equipment

Conduct and fa-
cilitate the ses-
sions
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MODULE TWO SESSION ONE VISUAL/HANDOUT (PLANNING AND MANAGING THE TRAINING PROGRAM)

ROLES AND FUNCTIONS OF THE TRAINER

Function/TaskRole

A. PLANNER

Taskanalyst

Needsanalyst

Program/coursedesigner

Identify activities, tasks, resources needed
to accomplish specific results in a job.

Identify gaps between ideal and actual job
performance, and reasons for these gaps

Set training goals and objectives
Define content
Prepare session plans, trai’ning schedule and

budget

B. IMPLEMENTOR

Training manager

Program administrator

Group facilitator

Mediaspecia/ist

Instructor

Organize activities and staffing
Coordinate with other units/agencies for

training requirements

Ensure availability of budget, facilities and
equipment for training

Conduct sessions, manage group discussions
and processes

Manage and use audio-visual equipment and
materials

Present information and direct learning
activities

~. EVALUATOR

~vaIuator

Transferagent

Determine training outcome or results

Help trainees apply learnings after course

PLANNING AND MANAGING A TRAINING PROGRAMSESSION ONE
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MODULE TWO- SESSiON ONE VISUAL (PLANNING AND MANASING THE TRAINING PROGRAM)

TYPES OF TRAINING NEEDS ASSESSMENT

• Informal interview

• Observation

• Survey

• Performance test

• Formal interview

• Performance evaluation report/record

• Checklist

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAM
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MODULE TWO. SESSION ONE HANDOUT (PLANNING AND MANAGING THE TRAINING PROGRAM)

OVERVIEW OF THE TRAINING PROCESS

Training is a planned process of helping people to learn new knowledge, attitudes
and skills to enable them to effectively perform their tasks and functions.

The training process has four basic stages:

I. TRAINING NEEDS ASSESSMENT

This stage determines the needs ofworkers that can be addressed by training. The
activities iilclude:

• Identification of target participants

• Selection of assessment methodology

• Preparation and pre-testing of assessments tools and instruments

• Conduct of the needs assessment

• Processing and analysis of the assessment results

II. DEVELOPING A TRAINING PROGRAM

DevelopIng a training program includes:

• Formulation of goals and objectives to define behaviorthe learnershould be able
to demonstrate upon successful completion or at any time during the training.

• Design of course content which includes identifying, organizing and sequencing
the subject matter, topics and activities to be taken up during the training to attain
the set goals and objectives.

• Selection of training methodologies, tools and techniques, including instructional
media and materials to be used in facilitating the learning process.

• Design of evaluation plan, methodologies and tools or instruments.

• Preparation of training plan, schedule and budget.

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAMME
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III. IMPLEMENTING THE TRAINING PROGRAM

This is the stage wherein trainers carry out the training plan:

• Organization of the training staff

• Scheduling of training, selection and reservation of venue

• Notification of participants about schedule and venue

• Preparation of training materials and kits, including evaluation tools

• Preparation of session hall and training equipment

• Conduct and facilitation Of training sessions

IV. TRAINING EVALUATION

Training evaluation can be conducted at the start, during and end of the training
program to assess whether objectives are attained.

• Administer evaluation tools, techniques and instruments

• Process, analyze and generate recommendations from evaluation results

POST TRAINING ACTIVITIES . -

Afterthe completion of the training program, the following activities are undertaken:

• Inventory of training, supplies and equipment

• Return of borrowed equipment

• Preparation of training report

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAMME
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MODULE TWO SESSION ONE HANDOUT (~LANNING AND MANAGING THE TRAINING PROGRAM)

TRAINING NEEDS ASSESSMENT

Training needs assessment is the determination, through various methods, of the
needed knowledge, skills, values andorientation, experiences and perceptions ofthe target
trainees in a given training course.

Training needs assessment provides information on what kind of training is needed
by workers, based on the organization is current and future requirements from its personnel.
There are three general situations in which training may be required:

• Poor performance of people in current job

• New tasks/functions/responsibilities are added to current job

• Creation of entirely new jobs/positions

Given these situations, and if performance gaps are due to lack of adequate
knowledge and skills, and/or of proper attitudes, then training is the appropriate corrective
action.

Purpose of training needs assessment

Training needs assessment serves the following purposes:

• to identify the learner in terms of who they are, what work their do, what is
expected of them in their work

• to determine the knowledge, attitude and skills which learner needs to acquire

to perform work effectively

• to provide basis for developing training goals and objectives

• to provide information for developing training content, materials and activities

PLANNING AND MANAGING A TRAINING PROGRAMMESESSION ONE
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Types of Training Needs Assessment

lnformalintervieW.Information is gathered through casual conversations with target

participant/s about their tasks and functions.

Observation.The trainer observes target participants performing their tasks and

relating with their co-workers.

Survey.A questionnaire is used to determine training needs among a sample
population representing the target participants. The questionnaire should be pre-
tested with a pilot group to determine its approriateness, accuracy and applicability.
This type of training needs assessment provides quantitative information about the
respondents and their training requirements.

Performancetest. The test evaluates the achievement level or capability of target
participants.

Formaiinterview. Personal interviews with target participants, using a set of guide
questions, can reveal a wide scope of training needs. Confidentiality of responses
should be assured and ensured with the respondents to generate frank and candid
answers.

Performanceevaluationreport/record.Supervisors can be requested to furnish
performance evaluation records of target participants. Records can include attend-
ance, production, sales, etc.

Checklist.A simple checklist can be administered and tabulated, with target partici-
pants merely indicating their areas of interest or concern regarding training.

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAMME
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MODULE TWO. SESSION ONE HANDOUT (PLANNING AND MANAGING THE TRAINING PROGRAM)

TRAINING GOALS AND OBJECTIVES

Definition

Training Goal: statement describing the changes in behaviororperformance that are
the desired outcome of the training program.

Training Objective: statement expressing what the trainees must be able to
demonstrate in terms of knowledge, attitude and/or skills upon completion of or during the
course.

Performauice-centered objectives

• A statement identifying the trainee as the focus or center of training activities.

Example: The traineewill be able to write a session plan.

• A statement identifying and naming the desired terminal behavior which can be
seen and measured.

Example: to enumerate types of training needs assessment
to define training goal and objective

• A statement identifying and naming the object of what is to be learned.

Example: to write an action plan

to develop a session guide

• A statement defining the important conditions under which the behavior is to occur.

Example: Given a set of materials and tools, the trainee must construct a toilet bowl

mold

• A statement defining the criteria of acceptable performance (how will the learner

do it).

Example: The trainee must assemble anddismantle a waterpump within a period cf

one hour.

SESSION ONE - PLANNINGAND MANAGING A TRAINING PROGRAMME
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P~EPARAT0RY SESSION HANDOUT REGISTRATION FORM

SESSION JOURNAL

PLANNING AND MANAGING THE
TRAINING PROGRAM

1. What are they key things I have learned about planning and managing a training
program?

2. Think about your own organization and how decisions about training are made.

What suggestions or actions would improve:

a. Training Needs Assessment

b. Training Goals and Objectives

SESSION ONE PLANNING AND MANAGING A TRAINING PROGRAMME
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TRAINING MANAGE’.IENT

SESSION 2

Session Title

Date/Time

Session Objectives

Materials Needed

Session Outline

• DESIGNING THE TRAINING PROGRAM

Day Two; 1:00 p.m. - 5:00 p.m.

• At the end of the session, the participants will be able to:

1) Discuss the factors in selecting training methodologies;

2) Describe at least five training methodologies, including
advantages and disadvantages;

3) List the seven steps of session design; and

4) Identify and discuss the parts of a session plan.

• Visual on Session Objectives
Visual on Overview of Training Process
Visual on Ust of Common Training Methodologies
Visual on Factors Affecting Selection of Training

Methodologies
Visual on Experiential Learning Cycle (Module One)
Visual on Seven Step Model
Visual on Sample Session Plan
Handout on Training Methods and Techniques
Handout on Design Components of an Experiential

Training Session
Handout on Sample Session Plan
Handout on Session Journal
Cartolina strips (blue and green)
Newsprint
Pentel pens

1) Introduction (15 minutes)
2) Training Methodology (90 minutes)
3) Session Design Framework (60 minutes)
4) Session Planning (45 minutes)
5) Conclusions (15 minutes)
6) Synthesis/Journal (15 minutes)

SESSION TWO DESIGNINGA TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

INTRODUCTION

PROCEDURE

1) Relate the session with the previous one by
presenting the visual on Overview of the
Training Process. Focus on the Designing
a Training Program stage and its activities.

I 2) Present the visual on Session Objectives.

TRAINING METhODOLOGY 1) Start the first topic by explaining the impor-
tance of training methodology and the fac-
tors which affect the selection of methodol-
ogy:

Training methodologydefineshow
traineeswill acquireknowledgeandde-
velopattitudesandskillsrequiredbythe
program.

SELECTION OF TRAINING
METHODOLOGY

Severalfactors affect the selection of
training methodology:

A. 1-IUMAN FACTOR

• Trainer/Facilitator/ResourcePerson
- knowledge,managerialandtrain-

ing experience

• Participants
- intellectuallevelandeducational

background
- age and practical experience
- socialandcultural environment

B. TRAININGOBJECTIVES

• Behavioraloutcomethe traineehas

to achieve

C. TRAINING CONTENT

• Different topics require different
methodsor a combinationof meth-
ods

SESSION TWO DESIGNING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

D. TIME ANDMATERIALFACTORS

• Preparation time
• Duration ofthecourse
• Training budget
• Time of day
• Teachingfacilities & equipment

TECHNIQUES IN SELECTING 1) Tell the participants:
TRAINING METHODOLOGlES

Thetrainerhasto considerthefactorsin
selectingtraining methodologies.The
followingtechniquescanbeusedin se-
lectingappropriatetraining methodolo-
gies:

• Matchthemethodsto theobjectives.
• Considerthenatureandcharacteris-

ticsofthe learner.
• Use a variety of methodologiesto

maintainparticipantsiinterest.
• Choosethemethodthatwouldinvoive

thehighest level of participation.
• Usemethodsyou are mostcomfort-

ablewith.
• Selectthemethodswhichwouldmeet

time andlocation considerations.

COMMON TRAINING 1) Ask the participants what training method-
METHODOLOGIES ologies they know or have used. Write their

answers on the board.

2) Present visual on List of Common
Training Methodologies:

• BuzzGroup
• Brainstorming
• CaseStudy
• Mini-CaseStudy
• Demonstration

SESSION TWO DESIGNINGA TRAINING PROGRAM
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MODULE TWO
I

TRAINING MANAGEMENT

TO PIC/ACTI1ITY PROCEDURE

• GroupDiscussion
• Individualor GroupProject
• Games
• Lecture/Discussion
• RolePlay

3) Describe each methodology and discuss its
advantages and disadvantages based on
the handout on Common Training Methods
and Techniques.

INDIVIDUAL EXERCISE 1) Distribute two strips of cartolina (green &
-- blue) to each participant, and give the fol-

lowing instructions:

• Writeyournameoneachcardon the
right handcorner

• On thegreencard, write onetraining
methodologyyouknowanduse well

• On the blue card, write one training
methodologyyou want to learn dur-
ing the training

• Pasteall greencardson onenews-
print, and all blue cardson another
newsprint

2) Reviewand group common answers. Identify
which method/s are most popular and least
popular among the participants.

3) Tell the participants that the two newsprints
will be posted at the back of the session hail
andwill be used as basis for the participants’
assignments during the practice session.

SESSION TWO DESIGNINGA TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

SESSION DESIGN
FRAMEWORK

SEVENSTEPMODEL
SESSION DESIGN

PROCEDURE

1) Explain that the next topic will focus on
another activity in the design of a training
program which is the session design.

2) Present and review the visual on Experi-
ential Learning Cycle from Module One.
Explain these key points:

• Theapplication ofeachphaseof the
cycle is guidedby the goals of the
trainingprogram.

• The effectivenessoftheexperiential
learningcycleIs enhancedbyusing
the sevenstep model in designing
sessions.

1) Distribute the handout on Design Com-
ponent of an Experiential Training Ses-
sion and ask the participants to review the
handout for 10 minutes.

2) Asktheparticipants to form seven (7) groups.
Assign one design component to each group.

1.
II.
111.
lV.
V.
VI.
ViI.

CLIMATESETTING
GOALCLARIFICA TION
EXPERIENCE
PROCESSING
GENERALIZING
APPLVING
CLOSURE

3) Give the groups these instructions:

• Discussassignedcomponentand
give examplesfor thecomponent.

• Write the groupreport on newsprint.
• Assignonegroupmemberto present

their output.

SESSION TWO DESIGNING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

4) Give the groups 20 minutes for the discus-
sion and five (5) minutes for the presenta-
tion.

5) Add additional points to each component as
presented, based on the handout.

GROUP WORK 6) Tell the participants that they will now use
the seven step model to design a session.

7) Ask the participants to form three groups.
Assign one of the following topics to each
group:

• ProperHealth andHygienePractices
• PreventionofDiarrhea
• EnvironmentalSanitation

8) Give the groups these instructions:

• Discusshowtheyaregoingto design
and deliver the sessionusing the
sevenstepmodel.

• Describe what theywill do in each
componentand the questionsthey
will askin eachstep.

• Write thegroupoutputonnewsprint.

• Assign one groupmemberto present
their output.

9) Give 30 minutes for the group work and 10
minutes for each presentation.

10) Ask the big group’s reactions to each pres-
entation.

SESSION TWO DESIGNING ATRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOIMC/ACTIVITY

SESSION PLANNING

PARTSOFA SESSION PLAN

PROCEDURE

1) Present the visualon this Session’s Guide.
Focus on the sequence of sessions and
point out that the design follows the seven-
step model.

2) Tell the participants that the guide is an
example of a session plan. Discuss the
following key points:

A. SESS1QNPLAN:

• Guidesthe trainor In handlinga spe-
cific learningtopic/s.

• Outlines the detailedactivities and
howthesewill be done.

• Mustbe consistentwith training ob-
lectives.

3) Present the visual on Session Plan, and
discuss its parts:

PARTSOF A SESSIONPLAN

A. OBJECTIVE

• States what the participants should

achieveafter thesession

B. TOPIC/S

• Contentof thesession,arrangedin a
logical sequence

C. METHODOLOGY

• Training methods/techniques

D. MATERIALS/EQUIPMENT

• Handouts,visual aids,suppliesand
equipment to be used during the
session

SESSION TWO DESIGNING A TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

PARTS OF A SESSION PLAN E. PROCEDURE
• Stepsto be followedin handlingthe

session

F. TIME

• Timeallocationfor eachtopic/activity

4) Tell the participants that they will be asked
to prepare a session plan as part of their
session on training practice.

CONCLUSIONS 1) Ask the participants what conclusions they
can draw from the session.

2) Ask the participants to cite their most im-

portant learnings from the session.

3) Distribute the session handouts.

1) Summarize the session around these points:

Designinga training programinvolves:

• selecting the appropriate training
methodologiesbasedon various
factors

• designing each sessionusing the
sevenstepmodelandits components

• preparing the session plan to serve
asaguidein handlingspecifictopics.

2) Present the visual on Session Objectives
and ask the participants if the objectives
have been met.

3) Ask participants to fill up Session Journal.

SESSION TWO DESIGNING A TRAINING PROGRAM
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MODULE TWO. SESSION TWO VISUAL (DESIGNING THE TRAINING PROGRAM)

SESSION OBJECTIVES

At the end of the session, the participants will be able to:

1) Discuss the factors in selecting training methodologies;

2) Describe at least five training methodologies, including advantages and disad-

vantages;

3) List the seven step model of session design; and

4) Identify and discuss the parts of a session plan.

SESSION TWO DESIGNING A TRAINING PROGRAM
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MOOULE TWO SESSION TWO VISUAL (DESIGNING THE TRAINING PROGRAM)

FACTORSAFFECTING SELECTION OF
TRAINING METHODOLOGIES

A. HUMANFACTOR

• Train er/Facilitator/Resource Person

- knowledge, managerial and training experience

• Participants

- intellectual level and educational background

- age and practical experience

- social and cultural environment

B. TRAINING OBJECTIVES

• Behavioral outcome the trainee is expected to achieve

C. TRAINING CONTENT

• Different topics require different methodology or a combinaton of method-
ology

D. TIME AND MATERIAL FACTORS

• Preparation time

• Duration of the course

• Training budget

• Time of day

• Teaching facilities and equipment

SESSION TWO DESIGNING A TRAINING PROGRAM
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MODULE TWO. SESSION TWO VISUAL~DESIGNING THE TRAINING PROGRAM)

SEVEN STEP MODEL OF SESSIONDESIGN

I. CLIMATE SETTiNG

II. GOAL CLARIFICATION

Ill. EXPERIENCE

IV. PROCESSING

V. GENERALIZING

VI. APPLYING

VIII. CLOSURE

SESSION TWO DESIGNING A TRAINING PROGRAM
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MODULE TWO SESSION TWO HANDOUT (DESIGNING THE TRAINING PROGRAM)

DESIGN COMPONENTS OF AN
EXPERIENTIAL TRAINING SESSION*

SEVEN-STEP MODEL

Before we begin to design a training session, we should recall the basic principles
ofthe experiential learning model. First, the application of each phase of the model is driven
by thegoals of the training session. Once the goals are defined, the session can bedesigned
using the model as the framework. Second, theory can be inserted in two different places—
eitherbefore the experience, in which case the experience becomes a way totest the theory
or to try out the skills implied by it—of after, when it is interwoven into the generalization
phase as participants develop their own ‘theory.’

Oftentimes, the model is misused in practice where certain components are left out
of the design or the program. As a resutt, the power of experiential learning is significantly
diminished or is negated altogether. However, when the seven components are applied
rigorously in sequence, the potential for effective experiential learning can be dramatic.

In order to ensure a clear understanding of the experiential learning model, it is
important to define the design components individually.

1. CLIMATE SETTING

Stimulates interest, curiosity and enables the participants to begin thinking about the
subject at hand.

• Provides rationale for why the subject is important to the participants and how it will
be useful to them.

• Links this session to previous ones and places it into the overall framework of the
training.

2. GOAL CLARIFICATION

• Presents statements to the participants which describe the intent, aim or purpose of
the training activity.

• Provides an opportunity for participants to get a clear understanding of the goals of
the session, and allows them to explore additional issues or raise concerns.

~WiIma J. Gormley and James A. McOallrey. Ph D. Design Components of an Experiential Training Sesson,Training
Resources Group. 1982.
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3. EXPERIENCE

• An activity in which the group engages that will provide an opportunity for them to
‘experience’ a situation relevant to the goals of the training session.

• This ‘experience’ becomes the data producing event from which participants can
extract and analyze as they complete the learning cycle.

• Common ‘experiences’ are role plays, case studies, self-diagnostic instruments,
games, simulation, etc.

4. PROCESSING

• Participants share individual experiences and their reactions to the experience.
• The group analyzes and thoughtfully reflects on the experience.

• The trainer guides and manages the processing of information.

5. GENERALIZING

• Participants determine how the patterns that evolved during the experience phase
of the learning cycle relate to the experience of everyday life.

• Participants seek to identify key generalizations that could be derived from the
experience.

6. APPLYING

• Using the insights and conclusions gained from the previous steps, the participants
identify and share how they plan to use these new insights on their everyday life.

• Participants answer the questions, ‘Now what?’ and ‘How can I use what I learned?’

7. CLOSURE

• The events of the training session are briefly summarized.

• Provides a link to the original goals of the session and seeks to determine if the goals
have been met.

• Wraps up the training session and gives a sense of completion.

• Provides an opportunity to link the session to the rest of the program, especially the

next training activity.

SESSION TWO DESIGNING THE TRAINING PROGRAM
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MODULE TWO SESSION TWO HANDOUT (DESIGNING THE TRAINING PROGRAM)

SESSION JOURNAL

DESIGNING THE TRAINING PROGRAM

1. What are the most important things I have learned about designing a training program?

2. What are some specific opportunities I can think about in the next few months to
redesign some of my training programs?

SESSION TWO DESIGNING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

SESSION 3
Session Title

Date/Time

Session Objectives

IMPLEMENTING THE TRAINING PROGRAM

DayThree; 8:00a.m.- 12:00 noon
1:00 p.m. - 4:00 p.m.

At the end of the session, the participants will be able to:

1) Demonstrate effective facilitation skills such as para-
phrasing, asking questions, summarizing, and using
encouragers;

2) Explain how these facilitation skills are important for
managing discussions effectively;

3) Discuss and demonstrate techniques in making effec-
tive presentations; and

4) Discuss and demonstrate the use of at least three visual
aids.

Materials Needed

Session Outline

Visual on Session Objectives
Visual on Basic Principles of Facilitation
Visual on Basic Facilitation Skills
Visual on Techniques for Making Effective Presentations
Visual on Factors in Selecting Appropriate Visual Aids
Handout on Facilitation Skills
Handout on Techniques for Making

Effective Presentations
Handout on Using Visual Aids
Handout on Session Journal
Newsprint
Pentel/acetate pens
Acetatesitransparencies
Available samples of visual aids

1) Introduction (15 minues)
2) Facilitation Skills (60 minutes)
3) Presentation Skills (60 minutes)
4) Using Visual Aids (60 minutes)
5) Demonstration of Facilitation and Presentation SkilJs

(120 minutes)
6) Conclusions (15 minutes)
7) Synthesis/Journal (15 minutes)

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

INTRODUCTION

PROCEDURE

1) Start the session by reviewing the Training
Process. Tell the participants that this ses-
sion will focus on Implementing the Training
Program. Emphasize these key points:

• Facilitationandpresentationskillsare
Importantelementsin deliveringef-
fectivetraining.

• Trainersmustbeableto useavariety
of communicationtechniquesto

- create an environmentthat enable
traineestoparticipateactivelyin the
learningprocess.

• Thesessionoffersan opportunity to
learn and practice basic facilitation
andpresentationskills.

2) Present the visual on Session Objectives.

DEFINITION ANDBASIC
PRINCIPLES OF FACILITATION

1) Ask the participants their concepts of facili-
tation. Write their answers on the board.
Integrate their responses with the following
points:

• Facilitation Is a processby which
trainersassistparticipantstoexpicre,
developandassessideasandfeelings
duringlearningactivities.

• Facilitation helps clarify purposes,
ask questions,draw out ideas and
encourage full, active involvement.

• Facilitation allows two-waylearning
betweentrainer, participantsandcc-
participants.

2) Tell the participants that to bring out the best
among participants and to guide them effec-
tively in the learning process, the trainer
n~ustknow the basic pnnciplesof facilitation:

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

DEFINITION AND BASIC
PRINCIPLES OF FACILITATION

BASIC FACILITATION SKILLS

PARAPHRASING

PROCEDURE

• Knowthe topic/activitythorougly.
• Be open,sincereandtrue.
• Encourageactive sharingand par-

ticipation.
• Keep the discussionon focusand

summarizediscussions.
• Acceptyourownlimitationsand those

oftheparticipants.
• Managetimeeffectively.
• Be creative.
• Respectopinions and recognize

everyone’scontributions to the ac-
tivity.

• Evaluateeverysessionor activity.

2) Present visual on Basic Facilitation Skills,

- and explain each skill:

A. PARAPHRASING

• Communicationis a complicated
processofsendingandreceivingin-
formation.

• One wayto ensurethatcommunica-
tion is taking place effectivelyis to
useparaphrasing.

• Paraphrasingmeans capturing the
meaningofa statement and saying it
backin yourown wordsto the other
person.

• Examples of paraphrasing:
- You are saying
- Inotherwords...
- I gatherthat...
- Youmean...
- If I understoodwhatyouare say-

ing...

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO - TRAINING MANAGEMENT

TOPIC/ACTIVITY

ASKING QUESTIONS

SUMMARIZING

PROCEDURE

3) Explain that the next facilitaiton skill is ask-
ing questions. Ask the participants to answer
some sample questions:

• Areyoufeelinghungryright now?
• How areyou feelingright now?
• Whenshouldwetakeournextbreak?
• WhyamI askingyousomanyques-

tions?

4) Classify the questions and discuss the
characteristics of each type:

• Closedquestions-answerablebyyes
orno; requiresprecise,shortanswers.

• Open-endedquestions - requires
elaboration, seeks Information; be-
gins with WHAT, HOWOR WHY.

5) Ask the participants to share their own ex-
periences with closed and open-ended
questions. Then ask for suggestions that
could help them remember to ask open-
ended questions. Includethesesuggestions:

• Write downquestionsbeforeasking
them.

• Decidewhatkindofanswerisneeded
and assess whether the question will
getthedesiredresponse.

6) Ask participants what they understand by
summarizing. Draw out a definition from the
group and write their answers on the board.
Explain the purpose of summarizing:

• Pull important ideas and facts to-
gether

• Establish a basis for further discus-
sion or to makea transition

• fle view progress of discussion
-• Checkfor clarity;checkforagreement

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

SUMMARIZING

USING ENCOURAGERS

PROCEDURE

7) Give examples of starter phrases for sum-
marizing:

• Thereseemsto be somekeyideas
expressedhere...

• If! understandyou,you feel this way
aboutthe situation...

• I think we agreeon this decision —

what weare sayingis that we...

8) Ask the participants to add their own ex-
amples of starter phrases. Write their an-
swers on the board.

9) Explain that facilitation skills also include a
combination of verbal and nonverbal com-
munication. This facilitation skill is called
using encouragers. Discuss examples of
using encouragers:

• Noddingone’shead
• Picking on the last or two words of

someone’ssentence
- • Repeatinga sentence,or part of a

sentence
• Askingsomeone-- “say moreabout

that”
• Saying -- “that’s good, does anyone

has anythingelseto add?”
• Maintaining eye contact and open

bodyposition

PRESENTATION SKILLS 1) Introduce the topic by explaining that aside
from facilitation skills, a trainer also needs
presentation skills to transfer knowledge,
attitudes and skills, and to direct learning
experiences.

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

GROUP WORK

PROCEDURE

2) Ask the participants to form three groups.
Give the three groups the following instruc-
tions:

• Recallyour experiencesduring the
last trainingyouattended.

• Recallhowyour trainers/facilitators
presentedtheir sessions.

• Identify which presentationsyou
foundtobeeffective,andgivereasons
whyyoufoundtheseeffective.

• Write youroutputon a newsprint.
• Assigna groupmemberto present

youroutput.

3) Give 20 minutes for the group work and five
minutes for each group presentation.

TECHNIQUES FOR MAKING
EFFECTIVE PRESENTATIONS

4) Ask the group to identify common reasons
for effective presentations. Synthesize their
outputs by presenting the visual on Tech-
niques for Making Effective Presenta-
tions:

A. PREPARATION:

• Analyzeyouraudience.
• Defineyourpresentation’sobjectives.
• Prepareappropriatevisualaids and

materialsor handouts.
• Prepareapresentationplanoroutline.

- Introduction
- Body
- Summary

• Rehearseand rehearseagain.

- A
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

TECHNIQUESFORMAKING B. DURING PRESENTATION:
EFFECTIVE PRESENTATIONS

• Dress neatly and appropriately.
• Presentobjectivesofyourpresenta-

tion.
• Startwith Ideaswhichare familiar to

youraudience.
• Speakclearly.
• Use simple, brief and conciselan-

guage.
• Learn whenandhowto pause.Vary

yourpace.
• Be awareofyourgesturesandfacial

expressions.
• Benatural,sincereandrelaxed.
• Ensureparticipationby:

- listening
- asking/givingInformation
- askingstimulatingquestions
- acknowledgingsuggestions
- redirectingquestions

• Summarizemain pointsfrequently.
• Makeconclusionsbriefandconcise.
• Startandendon time.

USING VISUAL AIDS 1) Explain to the group that an effective pres-
entation makes use o~ appropriate visual
aids. Ask the participants to give examples
of visual aids. Write their answers on the
board.

2) Explain that the trainer selects the visual
aids to be used based on certain factors.
Present the visual on Factors to be Con-
sidered In Selecting the Appropriate
Visual Aids:

• the training budget
• theavailability ofequipment,maten-

als andcowersurni,Iv

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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TOPIC/ACTIVITY

USING VISUAL AIDS

GROUP WORK

PROCEDURE

• methodologyandrelevanceto topic
• adaptability to audience’s age, skills

andlearningability
• impactto theaudience’sunderstand-

ing, attention,Interestandresponse
• trainer’s knowledgeand skills In us-

ing the particular visual aid and
equipment

3) Tell the participants thateveryvisual aid has
distinct characteristics, advantagesand ad-
vantages. Discuss the following visual aids,
demonstrate use and show samples (if
available):

• Writing board
• Flannelboard
• Flipchart
• Displayboards/kit
• Print handouts
• Transparencles/acetateswith over-

headprojector
• Slidesor slide-tapepresentations
• Film
• Videotaperecording(VTI?)
• Models/mock-ups
• - Samples

1) Ask the participants to again form the three -

groups during the previous session’s topic
on Session Design Framework. Assign one
activity to each group and give the following

-- instructions:

• FACILITATION SK1LLS
(ProperHealth& HygienePractices)

- - Review the session design
framework which your group pre-
pared

- Discusshowyou will facilitate a
15-minute discussion about the
topic

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

GROUP WORK - Assigngroup member/swho will
demonstrate facilitation skills

• PRESENTATION SKILLS
(Prevention of Diarrhea)

- Reviewthesessiondesignframe-
work whichyourgroupprepared

- Discusshowyou will handlea 15-
minute presentation about the
topic

- Assigngroupmember/swho will
demonstratepresentationskills

• USING VISUAL AIDS
(Environmental Sanitation)

- Reviewthesessiondesignframe-
work whichyourgroupprepared

- Discusswhat kind of visualaids
you will prepare for a 15-minute
session

- Preparethreesamplevisualaids
for the topic

- Assigngroup member/swho will
demonstratethevisualaids

2) Give the groups 60 minutes to prepare their
group output, and 15 minutes for each group
presentation.

3) Ask the other groups to observe the facili-
tation and presentation skills and use of
visual aids.

4) Aftereach presentation askthe othergroups
to share their observations, focusing on:

• Positive aspects
• Areas for improvement

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM -
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

CONCLUSIONS

PROCEDURE

1) Ask the participants what conclusions they
can draw from the session.

2) Ask the participants to cite their most im-

portant learnings from the session.

3) Distribute the session handouts.

SYNThESES/JOURNAL 1) Summarizethe session byfocusingon these
key points:

• Facilitation andpresentationskillsare
Important elementsIn deliveringef-
fective training programs.

• Trainersmustbeableto usea variety
of visualaids andequipmentto en-
hancelearning.

- 2)~ Present the visual on Session Objectives,

and ask the participants if the objectives

have been met.
3) Ask participants to fill up Session Journal.

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO. SESSION THREE VISUAL (IMPLEMENTING TI-IE TRAINING PROGRAM) TRAINING MANAGEMENT

SESSION OBJECTIVES

At the end of the session, the participants will be able to:

1) Demonstrate effective facilitation skills such as paraphrasing, asking questions,

summarizing and using encouragers;

2) Explain how these facilitation skills are important for managing discussions

effectively;

3) Discuss and demonstrate techniques for making effective presentations; and

4) Discuss and demonstrate the use of at least three visual aids.

IMPLEMENTING THE TRAINING PROGRAMSESSION THREE
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MODULE TWO SESSION THREE VISUAL (IMPLEMENTING THE TRAINING PROGRAM) TRAINING MANAGEMENT

BASIC PRINCIPLES OF FACILITATION

• Know the topic/activity thoroughly.

• Be open, sincere and true

• Encourage active sharing and participation.

• Keep the discussion on focus and summarize discussions.

• Accept your own limitations and those of participants.

• Manage time effectively.

• Be creative

• Respect opinions and recognize everyone’s contributions to the activity.

• Evaluate every session or activity.

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO: SESSION THREE VISUAL (IMPLEMENTiNG THE TRAINING PROGRAM) TRAINING MANAGEMENT

BASIC FACILITATION SKILLS

PARAPHRASING

Examples: “You are saying...”
“In other words...”
“I gather that...”
“You mean...”
if I understand what you are saying...”

ASKING QUESTIONS:

Examples: “How are you feeling right now?
“What do you think of the activity?
“Why do we need to facilitate a discussion?
“What are your learnings from this session?

SUMMARIZING

Examples: “There seems to be some key ideas here...”
“If I understand you, you feel this way about the situation...”
“These are the decisions we have agreed on...”

USING ENCOURAGERS

Examples: Nodding one’s head
Picking on the last two words of someone’s sentence
Repeating a sentence, or part of a sentence
Asking someone — “say more about that”
Saying — ~hat’sgood, does any one has anything else to add?”
Maintaining eye contact and open body position

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM

91



mU

MODULE TWO SESS
1ON THREE VISUAL (IMPLEMENTING THE TRAINING PROGRAM) TRAINING MANAGEMENT

TECHNIQUES FOR MAKING
EFFECTIVE PRESENTATIONS

A. Preparation

• Analyze your audience

• Define your presentation’s objectives

• Prepare appropriate visual aids and materials or handouts

-Prepare presentation plan or outline:
p

- Introduction

- Body

- Summary

• Rehearse and rehearse again.

B. During Presentation

• Dress neatly and appropriately.

• Introduce yourself and your co-presentors.

• Present objectives of your presentation.

• Start with ideas which are familiar with your audience.

• Speak clearly.

• Use simple, brief and concise language.

• Learn when and how to pause. Vary your pace.

• Be aware of your gestures and facial expressions.

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

• Be natural, sincere and relaxed.

• Ensure participation by:

- listening

- asking/giving information

- asking stimulating questions

- acknowledging suggestions

- redirecting questions

• Summarize main points frequently.

• Make conclusions brief and concise.

• Start and end on time.

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM

---1

93



MODULE TWO SESSION THREE VISUAL (IMPLEMENTING THE TRAINING PROGRAM)
TRAINING MANAGEMENT

FACTORS IN SELECTING
APPROPRIATE VISUAL AIDS

• TRAINING BUDGET

• AVAILABILITY OF EQUIPMENT, MATERIALSANDPOWERSUPPLY-

• METHODOLOGY AND RELEVANCETO TOPIC

• ADAPTABILITY TO AUDIENCE’S AGE, SKILLS AND LEARNINGABILITY

• IMPACTTOTHEAUDIENCE’S UNDERSTANDING,ATTENTION, INTEREST
AND REPONSE

• TRAINER’S KNOWLEDGEANDSKILLS IN USINGTHEPARTICULARVISUAL
AID ANDEQUIPMENT

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO: SESSiON THREE HANDOUT (IMPLEMENTING THE TRAINING PROGRAM)

FACILITATION SKILLS FOR TRAINERS
AND GROUPFACILITATORS

by James A. McCaffery

Introduction

Facilitation skills are important for everyone, but are especially critical for trainers.
Communication may appear to be simple, but it is one of the more complex things that
human beings do. Many things can go wrong in this process. For example, we may send
a message which we thing is clear, while the person receiving it may not understand it in
the way it was intended. Sometimes we have things on our mind, we are distracted and do
not “hear” ~r listen very carefully.

Although the range of communication activities and the skills involved encompass most
ofhuman interchange, there are three very important facilitationskills that a trainercan learn
orenhance in a relatively short time: question asking, summarizing, and paraphrasing. With
continued practice one may become very adept in their use.

Asking Questions

Asking questions is a critical trainer skill. Questions can be asked in two ways — as

closed questions and as open-ended questions.

Closed Questions

Closedquestions generally result in yes/no orotherone word answers. They should only
be used when you want precise, short answers. Otherwise, they inhibit discussion. The
closed question can be answered with one word.

Example:

Trainer: Do you think that recommendation will work?

Participant: No.

Open-ended Questions

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

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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Trainer: 4/hat didyou like about that recommendation?

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

Trainer: What kinds ofgoals did the group set?

Participant: Theyset a wide range ofgoals. 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.

• Check for clarity; check for agreement.

By using summarizing in a conversation, you can encourage people to be more reflective

about their positions as they listen for accuracy and emphasis.

Summarizing requires youto listen carefully, in orderto organize and present information
systematically. Summarized information ensures that everyone in the discussion is clear
about what transpired in the just-completed portion of the discussion.

For example, a trainer may summarize to ensure that participants remember what has
been said or to emphasize key points made during a group discussion. In these instances
summarizing is very useful. Some starter phrases to help you begin a summary are:

• There seem to be some key ideas expressed here ...

• If I understand you, you feel this way about the situation.,.

• I think we agree on this decision — what we are saying is that we intend to...

A real value of summarizing is that it gives you the opportunity to check for agreement.
If people do not agree, it is better for you to know during the discussion than to find out later
when a task is not completed or a deadline is missed. One of the most common complaints
is that some participants think an agreement has been reached, yet things do not occur as

SESSION THREE IMPLEMENTiNG THE TRAINING PROGRAM
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planned afterwards. In many instances, that is because there was not really agreement
during the discussion.

As an example of summarizing, assume that someone named Joan has talked for 3 or
4 minutes, and you summarize as follows:

Letme see ill have it straight, Joan. First, you saythe work is boring, not carefully
scheduled, and finally, you are concerned about the number ofhours people are
expected to work, correct?

Asanother example, thediscussion has gone on forseveral minutes and you summarize
as follows:

In talking aboutthis issue,wehavecomeup with threemainpoints...

In suml’nary, 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 involved in the discussion.

Paraphrasing

Paraphrasing is simply restating what the otherperson has said in your own words. The
prefix para means along side, as in the worid parallel.

The process of paraphrasing is very much like catching a ball and throwing one back —

except the ball you throw back is your own and perhaps a bit different from the original ball.
Nonetheless, it is still a ball. You can throw back the other person’s ideas by using such
beginning phrases as:

Youare saying...

In other words...

I gather that...

If I understood whatyou are saying...

The best way to paraphrase is to listen very intently to what the other is saying. If, while
the other person is talking, we worry about what we are going to say next or are making
mental evaluations and critical comments, we are not likely to hear enough of the mssage
to paraphrase it accurately.

It is helpful to paraphrase fairly often, so that you develop a habit of doing so. You can
even interrupt to do so, since people generally don’t mind interruptions which communicate
understanding. For example, Pardon my interruption, but let me see if I understand what you
are saying . .
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Facilitation Skills / page 4

Example:

Participant: It seems the basic problem is thatsome ofthe people don’t know how to use
the management information system,

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

Another example:

Participant: I think the most important thing is to tell the staffmemberclearly anddirectly

how he is contributingto theproblem.

Trainer: Soyou are saying it’s importantto tell thestaffmemberdirectly whatkindof

impact he is having on the problem.

Using Encouragers

There are a number of other helpful facilitation skills, some verbal, some non-verbal.
Examples are:

• Nodding one’s head.

• Picking up on the last word or two of someone else’s sentence.

• Repeating a sentence, or part of a sentence.

• Asking someone — “Say more about that.”

• Saying — “That’s good — anybody else got anything to add?”

• Maintaining eye contact, open body position.

- SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TWO: SESSION THREE HANDOUT (IMPLEMENTING THE TRAINING PROGRAM)

USING ViSUAL AIDS

GENERAL CHARACTERISTICS

‘Either the traditional or modern
chalkboard or whiteboard.
Used in classroom settings.

‘One of easiest means of
illustrating a point, erasing it
or adding to it.
‘Can add variety and contrast
to teaching.

‘Fairly large portable board
covered with flannel, felt, towel
or sack cloth.
‘Stick on materials can be
pinned or taped to the board,
such as cut~outs, symbols,
photos, figures or labels.

TIPS ON USE

‘Divide the board into two
parts — one part to list the
main points of the lecture/
discussion, the other part
for constant writing or
illustrating.
‘Write words in bold print,
not longhand.
‘Use colored chalk, if
available, for writing words
that need underscoring.
‘When writing short points
or phrases, write sideways
on the board, with the left
side of your body partly
facing your audience so that
you do not lose contact with
them.
‘Longer materials should be
written in advance of the
session to save time. Cover
the board first with
newsprint or cloth.

‘Use flannel board to
present a continuity of ideas

(process, cycle, etc.)
‘Use to present what may
otherwise be “dry” or
technical Ideas (formula,
figures, etc.).

‘Ensure that stick on
materials look attractive
and interesting by using
varied colors, shapes, sizes.
Get audience to particIpate

in using the flannel board.

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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Using Visual Aids / page 2

‘A portable visual teaching aid

made up of a series of charts to
present ideas in sequence.
‘Each chart carries a specific
or focal illustration which may
have supplemental text or
captions.

Displayboard,kit ‘A fixed or portable board for
holding/displaying materials.

‘Plan your session that will
use the flipchart.
‘Make sure the charts are
properly sequenced before
the session.
‘Reveal charts only when
you are ready to discuss
them.
‘Talk to the audience, not to
the flipchart.
‘Use a pointer to indicate
certain details en a chart.
‘Position the charts in such
a way that they can be
viewed clearly by audience.
‘Be sure the flipchart is
securely fastened and can
be easily flipped for smooth
handling.

‘Plan a serialized display
based on learning objectives.
‘Set up display board to
brighten up training hall.
‘Use a fixed or permanent
board to display photos,
announcements or materials
regarding the training.
‘Use the display board as
-an activity or participation
generating material by
asking trainees to contribute
display materials.

‘Comics, brochures, leaflets,
posters, handouts, etc.
‘Handouts carry informational,
educational, motivational or
instructional messages.

‘Select appropriate print
handouts based on training
objectives and content.
‘Orient trainees about the
use of the print materials.
‘Gather feedback from the
trainees about the handouts.

SESSION THREE IMPLEMENTING THE TRAINING PROG7~M
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‘Pictures, diagrams or text on
clear plastic or acetate.
‘Transparency is projected on
a screen or wall using an over-
head projector.
‘Projector can be operated in
normal light.
‘Pentel or acetate pens can be
used to write on transparency.
‘A transparency may have
covering sheets of paper to
cover and reveal details.

‘Individual transparencies in
frames made of cardboard, glass
metal or plastic.
‘Electronic slide projector
enlarges and flashes the image
on the screen.
‘Slides may be accompanied by
live or taped narration.
‘Slides are best projected on
white screen in a dark room.

‘Prepare an outline first to
show trainees what will be
presented.
‘Avoid using the
transparency as a doodle or
scratch pad.
‘Switch off projector during
some explanation or after
using one transparency and
before showing another.
‘Use a pointer to indicate
details on acetate.

- ‘Explain the text on the
acetate spontaneously.
*Use horizontal format in
preparing transparencies.
‘In general, the acetate
should have only six words
per line, and six or fewer
lines per transparency.
‘Use letters at least 3/16-
inch high for legibility during
projection.

‘Introduce the slide
presentation before using it.
‘Make sure slides are in
sequential order and in right
position.
‘Rehearse your style and
pace to match the visuals
and capability of audience
to absorb presentation.
‘Limit your live discussion
of each slide. Turn off the
projector or put a black
slide in case of a long
discussion in between slides

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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Using VsuaI Aids / page 4

‘Films are usually 16 or35 mm,
color, running from 20-30 minutes
on the average.
‘A film projector enlarges and
flashes the images on a screen.

‘Preview film before
showing.
‘Introduce the film to the
audience before showing.
‘Explain the film’s relevance
to the training.
‘Get feedback about the
film after showing.
‘Use the film as a take-off
point for discussion.

‘Recording on video tape
cassette or laser disc.
‘Video cassette or laser disc
player projects the tape on
television or special video
monitors.

‘Three dimensional materials
usually made of clay, plastic,
plaster of paris, fiberglass, etc.
‘Globes, scale models of
buildings or human anatomy
models are examples.

‘Actual materials used for
demonstration.

‘Uses are similar to film.

‘Use a pointer to refer to
parts or functions of parts
shown on modeVmock-up.
‘Position the model where
participants can view it.
‘Allow the participants to
analyze the model by them-
selves.

‘Show the audience the
samples, and allow them to
to touch, smell and feel it
with their hands.
‘Use samples to practice
or demonstrate skills
(examples: mixing oral
rehydration solution,
cooking, etc.)
‘Give away samples only if
you have enough for all the
audience. Otherwise,
retrieve samples after use.

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MODULE TW0 SESSION THREE HANDOUT (IMPLEMENTING THE TRAINING PROGRAM)

SESSION JOURNAL

IMPLEMENTING THE TRAINING PROGRAM

1. What are the most important things I have learned about facilitation and presentation
skills?

2. What skills do I need to improve during this training of trainers for effective facilitation
and presentation?

SESSION THREE IMPLEMENTING THE TRAINING PROGRAM
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MOOULE TWO
TRAINING MANAGEMENT

SESSION 4

Session Title

DateiTime

Session ObjectIves

Materials Needed

Session Outline

EVALUATING THE TRAINING PROGRAM

Day Three; 4:00 p.m. - 6:30 p.m.

At the end of the session, the participants will be able to:

1) Define the four levels of evaluation; and

2) Discuss at least five evaluation methods.

Visual on Session Objectives
Visual on Four Levels of Evaluation
Visuaj on Evaluation Methods
Handout on Four Levels of Evaluation
Handout on Evaluation Methods
Handout on Session Journal
Newsprint
Pentel pens

1) Introduction (15 minutes)

2) Four Levels of Evaluation (45 minutes)

3) Evaluation Methods (60 minutes)

4) Conclusions (1 5 minutes)

5) Synthesis/Journal (15 minutes)

SESSION FOUR F’/M UATING THE TRAINING PROGRAM~
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY

INTRODUCTION

PROCEDURE

1) Review the Training Process and point out
that the last stage is the Training Evaluation.
Discuss the importance of evaluation:

• Evaluation determines whether
training goals and objectiveswere
attained.

• Evaluation determineshow the dif-
ferentaspectsofthetraining (content,
trainers, methodology, time alloca-
tion, materialsandvenue)contributed
to the achievementof training goals
andobjectives

• Evaluation identifies the strengths,
weaknesses,effectsor impactof the
trainingprogram

• Evaluation identifies future training
needsofparticipants

2) Present the visual on Session Objectives.

FOURLEVELS OF
EVALUATION

1) Explain that evaluation is conducted at four
levels. Present the visual on Four Levels
of Evaluation:

FOURLEVELSOFEVALUATiON:

A. EVALUATINGREACTION

• Participants’ feelings and impres-
sions about the various aspectsof
the training during and after the
trainingprogram

B. EVALUATINGLEARNiNG

• Participants‘knowledge,attitudesand
skills before, during and after the
trainingprogram

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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TRAINING MANAGEMENTMODULE TWO

TOPIC/ACTIVITY PROCEDURE

FOUR LEVELS OF
EVALUATION

C. EVALUATINGBEHAVIORAND PER-
FORMANCE

• Participants’applicationof learnings
in their workaftercompletinga train-
ing program

V. EVALUATiNG RESULTSOR IMPACT

• Training¶~effectontheoperationand
effectivenessof a group or an or-
ganizationand/orits programs

EVALUATION METhODS 1) Ask the participants what types of evalua-
tion methods they know or have used. Write
their answers on the board. Integrate their
answers by focusing on these points:

- -‘ An ideal evaluationshowsquantita-
tively and qualitativelyhow well the
objectiveswereattained.

• Trainers shouldplan the evaluation
which should use a combination of
variousmethods.

2) Present the visual on Evaluation Methods:

PRE-TEST AND POST-TEST PRE-TESTAND POST-TEST

• Identical test(usuallywritten) given
beforeandafter a training program.

• Measureslevel of knowledgeat the
startandendoftraining.

• Providesinformationoncontentareas
whichneedreinforcementandreview.

OPINION/ATTITUDE
QUESTIONNAIRE

OPINION/ATTITUDEQUESTIONNAIRE

• Open-endedquestionsgiven imme-
diatelyafteror periodicallythrough-
out training

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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MODULE TWO

TOPIC/ACTIVITY

OPINION/ATTITUDE

QUESTIONNAIRE

TRAINER OBSERVATION

TRAINING MANAGEMENT

PROCEDURE

• Elicits reactionsto the training and
trainers.

• Determinesparticipants’ evaluation
of overalltraining designandimple-
mentation, trainees’ attitudes and
behavior, and relevanceof training
progF~mto traineesneeds.

TRAINER OBSERVATION

• Direct observation throughoutcon-
ductoftraining.

• Listsproblemsencountered.
• Summarizesstrengthsand weak-

nessesofeachsessionor activity or
wholeprogram.

TRAINERiTRAINEE GROUP
EVALUATION

TRAINER/TRAINEE GROUP EVALUA-
TlON

• Evaluation sessionto checkspecific
learnings, facilitating and hindering
factorsin thelearningprocess

TRAINING PRACTICE
SESSlON

FOLLOW-UPTRAINEE
EVALUATIONFORMS

TRAININGPRACTICESESSION

• Sessionin which traineesapplyand
demonstrate learnings in knowledge,
skillsandbehaviorthroughapractice
orroiepiaysession, oract ual conduct
of an activity

• Can be done during oraftera training
program

FOLLOW-UP TRAlNEE EVALUATION
FORMS

• Measurestraining resultsin termsof
job performance

- • ldentifies needsfor new/additional
training

• Conductedtwo to threemonthsafter
training

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

PROCEDURE

FOLLOW-UP SUPERVISOR
EVALUATION FORMS

FOLLOW-UP SUPERVISOREVALUA-
TION FORMS

• Supervisorsmeasure changes in
knowledge,attitudesandskillsofthe
traineeon thejob

• Identifies needsfor new/additional
training

• Conductedtwo to threemonthsafter
training

GROUPWORK 1) Ask the participants to form same three
groups, as in the previous session. Assign
one evaluation method to each group:

PROPER HEALTH & HYGIENE PRAC-

TICES

• Pre-testandpost-test

PREVENTION OF DIARRHEA

• Trainer/trainee group evaluation

session
ENVIRONMENTALSANITATION

• Opinion/attitude questionnaire

2) Give the groups the following instructions:

• Discusswhataspectsofthesession
and what questions your group will
ask using the assignedevaluation
method

• Write the group’s output on news-
print.

• Assign a group memberto present
the output.

3) Give 20 minutes for the group work and five
minutes for each group presentation.

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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MODULE TWO TRAINING MANAGEMENT

TOPIC/ACTIVITY PROCEDURE

4) Ask for reactions to each group’s presenta-
tion.

5) Summarize the outputs by explaining that
the type of evaluation method depends on
the session or training design and content.

CONCLUSIONS 1) Ask the participants what conclusions they
can draw from the session.

2) Ask the participants to share their most

important learnings from the session.

3) Distribute the session handouts.

SYNTHESIS/JOURNAL 1) Synthesize the session on these key points:

• Aneffectivetraining designIncludes
an evaluationplan.

• Evaluation determines whether the
training goals and objectiveswere
attained.

• Evaluation identifies the strengths,
weaknesses,effectsand/orimpaciof
a training program.

• Evaluation has four levelsand uses
differentmethods.

2) Presentvisual on Session Objectives, and
ask the participants if the objectives have
been met.

3) Ask participants to fill up Session Journal.

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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MODULE ~VO SESSION FOUR HANDOUT (EVALUATING THE TRAINING PROGRAM)

SESSION OBJECTIVES

At the end of the session, the participants will be able to:

1) Define the four levels of evaluation; and

2) Discuss at least five evaluation methods.

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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MODULE TWO SESSION FOUR VISUAL (EVALUATING THE TRAINING PROGRAM)

FOUR LEVELS OF EVALUATION

I. EVALUATINGREACTION

• Participants’ feelings and impressions about the various aspects of the
training during and after the training program

II. EVALUATINGLEARNING

• Participants’ knowledge, attitudes and skills before, during and after the
training program

III. EVALUATING BEHAVIOR OR PERFORMANCE

• Participants’ application of learnings intheir work after completing a training
program

IV. EVALUATINGRESULTSORIMPACT

• Training’s effect on the operation and effectiveness ofa group or organiza-
tion and/or its programs

SESSION FOUR EVALUATING THE TRAINING PROGRAM

111



MODULE 1’N0 SESSIi)N FOUR VISUAL (EVALUATING THE TRAINING PROGRAM)

EVALUATION METHODS

1) PRE-TESTANDPOST-TEST

2) OPINION/ATTITUDE QUESTIONNAIRE

3) TRAINER OBSERVATION

4) TRAINER/TRAINEE GROUP EVALUATION

5) TRAINING PRACTICE SESSION

6) FOLLOW-UP TRAINEE EVALUATION FORMS

7) FOLLOW-UP SUPERVISOR EVALUATION FORMS

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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MODULE TWO. SESSION FOUR HANDOUT (EVALUATING THE TRAINING PROGRAM)

FOUR LEVELS OF EVALUATION

1. Evaluating ReactIon

This measures the participant’s likes and dislikes of the program and should be done
during and after a program. The purpose is quite obvious, particularly during the course
of the program. Training will not be very effective if it does not interest the trainees, or
if they do not accept the material presented.

There are a few important keys to measuring reaction:

(1) The measurement (at least in the early stages of a program) is best made in
writing. This allows anonymity and encourages candid expression of opinion by
the participants.

(2) The measurement can be partially quantified by using a scaled system, that is,
by asking participants to express their reactions numerically to specific aspects.
For example:

Was the session worthwhile: YES 1-2-3-4-5 NO

Rate the quality of the training facilities:

Inadequate Adequate Excellent

1 2 3

(3) The measurement should focus on three specific targets:

• Participants’ feelings about the worth of the training
How well they think the training is aligned with their needs

• The reactions to the trainer(s)

By using scaled responses tb these aspects, reactions can be tabulated quickly. The
trainer obtains information to help him or her revise the direction or approach if
necessary, and improvements can be readily seen. An example of a written form for
measuring reaction is a

“Participant Reaction Sheet,” a very simple form that encourages spontaneous
expressions of feelings about the training (especially useful after sessions
dealing with controversial issues).

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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Four Lavels of Evaluation / page 2

In addition to forms, open-ended written evaluations that do not ask specific questions
can be used to measure reaction. Also useful are verbal discussion, observation bythe
trainer, and conferences with observers.

2. Evaluating Learning

It is important to distinguish learning (the increase of knowledge or skill) from behavior
(how someone does his or her job).

It is most useful to measure learning as quantitatively and objectively as possible for
comparison purposes. One way is to measure learning before and after training. This
is done by pre-test (administered before training) and an identical post-test (after) and
comparing the results.

A check of learning accomplished in attitudinal sessions can be partially obtained
through direct observation by the trainer and through reaction sheets and discussions
(in which participants express what they think they learned). A “General Evaluation of
the Training Program” (or discussion) at the conclusion of a training program asks for
trainees’ opinions on the design and delivery of the training.

3. Evaluating Behavior or Performance

Although learning may be measuredand found to be positive, there is no assurancethat
job performance and behavior will be changed to incorporate the new learning. If the
benefit is to take effect, several conditions are necessary:

• The trainees must have an opportunity to put the learning into effect and their
supervisors must encourage them to use it.

• The traineeo must realize that applying the new learning will make their job easier
and more efficient.

• The trainees must be motivated to improve their job performance.

There are several factors to be considered when measuring behavioral change due to
training:

Enough time must ela,pse after the tr~iining to allow the trainee to put the new
learnings into practice and for the change in behavior to be measurable.

• The measurement must be made by objective means. One way to ensure
objectivity is to have various people do the measuring, including the trainee,
supervisors, fellow workers, those he or she contacts (such as farmers), and
subordinates.

• Acomparisonof behaviorwith that ofotherstaff in similarjobswho did not receive
training is also useful.

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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Pour Levels of Evaluation / page 3

Essentially, changes in behavior following training can be measured by timing an
evaluation of job performance at an appropnate interval to determine improvement
attributable to training. Behavior is best measured several weeks following completion
of a program.

4. Evaluating Results or Impact

A training program, whatever its objectives, will usually generate a spectrum of results
in both individuals and groups. Its purpose is to improve job performance in certain
specific ways - not necessarily to produce changes in procedures or organization, and
its capacityto improve an organization’s effectiveness is limited. A reasonably accurate
picture•of the results of training will be possible only when there is an opportunity to
compare the operation and effectiveness of an agency before and after the program.

Results are perhaps the most important measurement in the eyes ofthose who pay for
training but the most difficult to measure:

• All results of the training should be taken into account bpt they are not always
easy to identify.

• Only results attributable to training should be considered, but training never
takes place in isolation so other influences are difficult to eliminate.

The kinds of identifiable results to look for might include:

• Change in the amount of time needed to do certain tasks
• Change in the number of client complaints
• Change in the number of errors made
• Change in number of visits to farmers (or other contacts)
• Change in atmosphere at staff meetings

SESSION POUR EVALUATING THE TRAINING PROGRAM
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MODULE TWO SESSION FOUR HANDOUT (EVALUATING TI-IE TRAINING PROGRAM)

EVALUATION METHODS

An ideal evaluation showsquantitatively howwell the objectives are met. However, even
with well-developed specific objectives, it is not always possible to evaluate training
quantitatively. Certain evaluation data will be based on opinion, feelings, observations, and
interpretations of trainers and trainees. The best way is to plan the evaluation ahead and
include several different ways to obtain pertinent information.

The following evaluation methods have all been used successfully and their most
appropriate applications are indicated. Uke all the methods and techniques discussed in
this course, these are intended primarily as examples.

Pre-test/Post-test

An identical test (usuallywritten) given before training and after. Most appropriate uses:
before-and-after testing gives a reasonable quantitative and objective reading of the
information learned. It also helps to specify issues and areas of information needing
reinforcement and review.

Opinion/Attitude Questionnaire

Open-ended questions given immediately following training (or periodically throughout
training) to elicit reactions to the program or the trainers. Most appropriate uses: to
determine participants’ evaluation of overall program design, trainees’ attitudes and
behaviors, and the relevance of training to trainees’ needs.

Trainer Observation

The direct observation throughout delivery of training. Such observations may be
organized in several ways: listing problems encountered and how they were dealt with;
noting trainer’s reactions periodically during delivery; summarizing strengths and weak-
nesses of each session or whole program. Most appropriate uses: Observation is useful for
all aspects but is particularly helpful in evaluating such things as program design; trainee
reactions; trainee comprehension; training techniques; facilities and logistical arrange-
ments; trainers/resource persons/facilitators.
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Evaluation Med,ods/ page 2

Trainer/Trainee Group Evaluation Session

The trainer designs a training session to evaluate the program. Part of the time is set
aside to check specific aspects of the training. Part of the time is open for trainees to focus
on what they think was most important or what hindered the program. Most appropriate
uses: to determine trainees’ reactions andlearning; attitudinal changes; appropriateness of
facilities; effectiveness of program design and delivery; trainer skills; involvement of
trainees.

Post-Training Practice Session

Session in which trainees use skills and techniques presented in training, e.g., role play
practice of meeting with a farmer. Most appropriate uses: skills learning (e.g., how to
assemble a water pump).

Follow-Up Trainee Evaluation Forms

A check two to three months after training to find out how training helped on the job (if
not, what would have been more helpful?). Most appropriate uses: to measure results and
behavioral changes in relation to trainees’ job; points out needs for new training.

Follow-Up Supervisory Evaluation Forms

A check two to three months after training by supervisor(s) of the trainees. Since the
supervisors did not attend the training, they cannot evaluate the program directly, but they
can judge apparent behavioral, attitudinal, and skill changes of the trainee on the job. Most
appropriate uses: to measure results and behavioral changes in relation to trainees’
performance; skill and attitude changes; and unmet needs.

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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McDULE TWO SESSION FbUR HANDOUT (EVALUATING ThE TRAINING PROGRAM)

SESSION JOURNAL

What have I learned about training evaluation?

What are some ways in which I can improve the evaluation of trainings which I design
and/or implement?

SESSION FOUR EVALUATING THE TRAINING PROGRAM
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SESSION GUIDE

MODULE III: PRACTICE TRAIMNG

Session 1: Practice Training

Content: Preparation for Practice Training
Practice Training
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PRACTICE TRAININGMODULE THREE

SESSION 1

Session Title

Date/Time

SessionObjectives

Materials Needed

Session Outline

PRACTICE TRAINING

Day Four; 8:00 a.m. - 12:00 noon
1:00 p.m. - 6:00 p.m.

At the end of the session, the participants will be able to:

1) Prepare a session plan;

2) Design and deliver a session using the seven step
model;

3) Demonstrate facilitation and presentation skills;

4) Prepare and demonstrate the use of visual aids; and

5) Identify areas in which theyneed to improve their training
skills.

Visual on Session Objectives
Handout on Session Plan
Handout on Seven Step Model of Session Design
Handout on Observer’s Checklist
Handout on Session Journal
Newsprint
Cartolina
Overhead transparencies/acetates
Pentel and acetate pens
Masking tape

1) Introduction (30 minutes)

2) Preparation for Practice Training (3 hours)

3) Practice Training (4 hours)

4) Conclusions (30 minutes)

5) Synthesis (15 minutes)

SESSION ONE PRACTICE TRAINING
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MODULE THREE PRACTICE TRAINING

TOPIC/ACTIVITY PROCEDURE

INTRODUCTiON 1) Introduce the session by discussing the
following key points:

• Practicetrainingis thekeycomponent
ofa trainers trainingprogram.

• Practicetraining givesparticipantsa
chanceto improveon existingtrain-
ing knowledgeandskills, andto try
outnewlearnings.

• Practice training provides partici-
pantswith feedbackfromco-trainees
andtrainers.

-2) PresentthevisualonSessionObjectives.

PREPARINGFORTRAINING 1) Askparticipantsto bring outandreviewtheir
PRACTICE handoutson:

• SevenStepModelofSessionDesign
• SessionPlan

2) Ask participantsto form the three groups
fromtheprevioussession/s.Givethegroups
thefollowing instructions:

• Retrieveand review your group’s
outputson yourassignedtopic from
theprevioussessions

• Prepareasessionplananddesignon
your assigned topic, including
evaluationmethodsandvisualaids

• Allocate 45 minutes for the whole
session.

• Assign group membersto handle
specifictopics/activitiesbasedonthe
sessionplan anddesign

• Writesessionplanandvisualaidson
newsprintoroverheadtransparencies

3) Give the groupsthree (3) hoursto prepare
for the practice training.

SESSIONONE PRACTICETRAINING
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MODULE THREE PRACTICE TRAINING

TOPIC/ACTIVITY PROCEDURE

4) Distribute materials/supplies as needed by

the three groups.

5) Monitor the progress of the three groups

during their preparation.

PRACTICE TRAINING 1) Write the order of presentations by each
group on newsprint.

2) Allow each group five (5) minutes to set up
their materials and equipment.

3) Give each group 45 minutes for their prac-
tice training session.

4) Ask participants to actively observe each
group’s practice session, and to write their
observations on the Observer’s Checklist.

5) Distribute the handout on Observer’s
Checklist.

6) Aftereach pratice session, start the feedback
session by asking the participant-observers
on the positive aspects and areas for im-
provements. Give 1 5 minutes for the feed-
back session.

7) Ask the presentors what they have learned
during the practice and feedback session.

CONCLUSIONS 1) Ask the participants the following questions:

• Whatdid youlearn aboutdelivering

training?
• Whatdidyou find difficult?
• Whatwouldyoulike to improve?

2) Give your general comments about the
practice training sessions, highlighting .the
positive.

SESSION ONE PRACTICE TRAINING
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MODULE THREE PRACTICE TRAINING

TOPIC/ACTIVITY

SYNThESiS/JOURNAL

PROCEDURE

1) Summarize the participants’ leamings from
the practice training.

2) Review the visual on Session Objectives
and ask if the objectives have been met.

3) Distribute the handout on SessionJour-
nalandallowthe participants time to fill it up.

SESSION ONE - PRACTICE TRAINING
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MOOUL~ THREE SESSION VISUAL (PRACTICE TRAINING)

SESSION OBJECTIVES

At the end of the session, the participants will be able to:

1) Prepare a session plan;

2) Design and deliver a session using the seven-step model;

3) Demonstrate facilitation and presentation skills;

4) Prepare and demonstrate use of visual aids; and

5) Identify areas in which they need to improve their training skills.

SESSION ONE PRACTICE TRAINING
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MODULE THREE. SESSION HANDOUT (PRACTICE TRAINING)

TRAINING OF TRAINERS

Observer’s Checklist

Group Topic:

4 3 2
Effective Do Less Do More Not Done

1. CLIMATESETTER

a. Gregts, puts people at ease

b. Asks questions related to

subject

C. Asks particular question(s)
that draws on their experience
related to 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:

SESSION ONE PRACTICE TRAINING
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Observer’s Checklist / page 2

4 3 2
Effective Do Less Do More Not Done

3. EXPERIENCE

a. Methodology selected appropriate

b. Presents content clearly

c. Uses appropriate visual aids

d. Follows appropriate delivery

e. Paraphrases/summarizes
participants responses

Comments:

4 3 2

Effective Do Less Do More Not Done

4. PROCESSING

a. Questions elicit participants
reactions (thoughts & feelings)
-about experience.

b. Asks open-ended questions

c. Follows appropriate processing
sequence

d. Paraphrases/summarizes
participants responses

Comments:

SESSION ONE PRACTICE TRAINING
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Observer’s Checklist I page 3

4 3 2

Effective Do Less Do More Not Done

5. GENERALIZING

a. Asks questions linked to session
objectives

b. Asks open ended questions

c. Writes the participants’ answers

.—~ d. Paraphrases/summanzes

participants’ learnings

Comments:

4 3 2

Effective Do Less Do More Not Done

6. APPLYING

a. Asks questions that encourage
participants to apply learnings in
back home situation

b. Asks open ended questions

c. Solicits examples & encourages

back home use

Comments:

PRACTICE TRAININGSESSION ONE
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Observer’s checklist / page 4

4 3
Effective Do Less

2 1
Do More Not Done

7. CLOSING

a. Summarizes main points/learnings

b. Reviews objectives _____

c. Concludes, bridges to next session _____

Comments:

Total Time

Comments on Overall Session:

Name of Observer: Signature:
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MODULE THREE: SESSION HANDOUT (PRAcTIcE TRAINING)

SESSION JOURNAL

PRACTICE TRAINING

1. What are the most important things I want to rememberabout session planning, design
and delivery?

2. What are some of my specific areas of improvements?
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SESSION GUIDE

MODULE IV: ACTION PLANNING

Session 1: Action Planning

‘Content: Review of Session Journal Entries
Implementation Plan
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MODULE FOUR ACTION PLANNING

SESSION 1

Session Title

Date/Time

Session Objectives

Materials Needed

Session Outline

ACTION PLANNING

Day Five; 8:30 a.m. - 12:00 noon

At the end of the session, the participants will be able to:

1) Develop a plan for applying what they learned from the
training; and

2) Develop some ideas for implementing those plans.

Visual on Session Objectives
Handout on Action Plan
Handout on Implementation Plan

1) Introduction (15 minutes)

2) Review of Session Journals (60 minutes)

3) Preparation of Implementation Plan (60 minutes)

4) Discussion of Implementation Plans (60 minutes)

5) Synthesis (15 minutes)

SESSION ONE ACTION PLANNING
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MODULE FOUR ACTION PLANNING

TOPIC/ACTIVITY

INTRODUCTION

REVIEWJOURNALENTRIES

PROCEDURE

1) Begin the session by explaining briefly the
importance of action planning:

• it providesa final transition between
thetraining andtheparticipants’ac-
tivities backat work.

• It Is thefinal stepin theexperiential
learningcycle;it completestheseries
of learning experiences.

2) Present and review the visual on Session
Objectives.

1) Ask the participants to retrieve all their
Session Journals. Give these instructions:

• Reviewall yourjournal entriesfrom
theworkshop.

~ Write the most important learning
points from the workshopandpos-
sible actionsyou plan to do on the
handoutonAction Plan.

2) Distribute the handout on Action Plan.
Explain that these journal summaries, like
their session journals, are for their use and
that the trainers will not collect them nor the
implementation plans that they will develop
later in the session.

IMPLEMENTATION PLAN 1) Explain that the exercise aims to help the
participants plan specific actions and to
determine how they will implement them.
Give the following instructions:

• Reviewyourlist of possibleactions
from youractionplan.

SESSION ONE ACTION PLANNNG
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MODULE FOUR ACTION PLANNING

TOPIC/ACTIVITY PROCEDURE

IMPLEMENTATIONPLAN • List the actio~you would like to
undertakein the extsix monthson
theleft-handcolumnofthe handout
ImplementationPlan.

• Foreachaction,completein theother
columnsthe followingelements:de-
sired outcomes,resourcesneeded,
possibleconstraintsandstrategyto
overcometheconstraintsandimple-
menttheplan.

• Takeonehourfor the task. -

2) Distribute the handout on Implementation
Plan. Ask for an example of a possible
action from a participant, then go through
each column on the implementation plan,
asking for examples of howthat action might
be implemented and offering your ideas as
well. If the task is clearto everyone, have the
participants begin their work.

3) For this task the participants may work in
groups of two or three if there are people
from the same area or municipality who will
be working togetheri1i some wayto plan and
conduct training activities. If the participants
come from different areas, give each person
30 minutes to work individually on their
implementation plan. Later they can work in
pairs to share plans and to get initial feed-
back and suggestions from others.

DISCUSS IMPLEMENTATION PLAN

SYNTHESIS

1) Askforexamplesfromthepartic:pantsplans.
Give comments and encourage participants
to comment on each action. Allow time to
review five or six plans.

1) Present and review visual on Session Ob-
jectives and ask the participants if objec-
tives were achieved

SESSION ONE ACTION PLANNING
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MODULE FOUR SESSION VISUAL (ACTION PLANNING)

SESSIONOBJECTIVES

At the end of the session, the participants will be able to:

1) Develop a plan for applying what they learned
from the workshop; and

2) Develop some ideas for implementing those plans.

SESSION ONE ACTION PLANNING
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MOO~LE ~ut susanianoou~ ~ononKWO)

ACTION PLAN

In ordfl help you apply what you have learned asa result of this trainIng, we encourage
me followIng:I Spend same lime reviewIng your journal entries from this traInIng;

ThInk of your training responslblitles and me training programs that await you
when you return to work; and

C. Answer the questIons below.

t. Fromourdlscusslonsabouttheadutlearner,whatdoyouthlnkltwfllbemost
Important for you to remember? -

2. What training methodologies are you most Ikely to use? How do you plan to
use them?

AcTION pLANNING
SESSIONONE
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Acuon Plan / page 2

3. What are one or two things you plan to do differently when you design your
next training session?

4. What group facilitation and presentation skills do you need to keep working
on?

I

SESSION ONE ACTION PLANNING
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Muon Plan / page 3

5. Where or from whom can you continue to get help and feedback on your
training skills?

6. What are some chan9es you might make in your existing training programs
(or in future ones) as a result of what you have learned in this course?

7. What are some other ideas you have about ways to strengthen the way
training is done in your organization, from assessing training needs, to
designing training plans, to evaluating training? What are some specific
actions that you might take?

SESSION ONE ACTION PLANNING
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TRAINING EVALUATION AND CLOSING PROGRAM

Session Title

Date/Time

Session Objectives

Materials Needed

Session Outline

TRAINING EVALUATION AND
CLOSING PROGRAM

Day Five; 1:00 p.m. - 3:00 p.m.

At the end of the session, the participants will be able to:

1) Assess whether the training goals were achieved;

2) Give comments and suggestions on improving the
training; and

3) Hear formal closing statements from trainers, special
guests/officials, and participants’ representatives.

Training Evaluation Form
Closing Program
Certificates

1) Introduction (10 minutes)

2) Fill Out Evaluation Form (40 minutes)

3) Participants Suggestions (30 minutes)

4) Synthesis (10 minutes)

5) Closing Program (30 minutes)

SESSION ONE ACTION PLANNING
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I

I
I

TOPIC/ACTIVITY
I

INTRODUCTION

FILL OUTEVALUATION FORM

PROCEDURE

1) Introduce the training evaluation by explain-
ing how important it is for trainers to be able
to receive the honest assessment of the
participants of the work they have done
together. Mention that their comments will
help the trainers improve the program in the
future.

2) Explain that the training evaluation form is
an example of how to adapt success
analysis to the specific needs of a training
event. The participants mayor maynot write
their names on the form which is divided into
two parts:

• Part 1: How well eachof thetraining
goalwasachieved.It usesa fourpoint
scaleto measurehow well-the goals
were attained. Participants should
encircle the number that best ex-
pressestheir assessment.

• Part2: Severalopen-endedquestions
aboutthetrainingdrawnfromsuccess
analysis.

3) Inform the participants thatyou will also ask
for some verbal feedback on the training so
that the areas not covered by the form may
be discussed or so that participants may
better explain comments they may want to
share with the group.

1) Distribute the training evaluation form and
review it with the participants. Give them 30
minutes to fill up the form.

SESSION ONE ACTION PLAMlING
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TOPIC/ACTIVITY PROCEDURE

PARTICIPANTS SUGGESTIONS

/
SYNTHESIS

1) Ask the participants to review their answers
to questions 6, 7 and 8 in Part 2. Ask them
if they are willing to share some of their
suggestions for improving the training.

2) Write their suggestions on the board, review
and discuss them. Find out which sugges-
tions are most common and most important
to the participants.

1) Review the key suggestions. Thank the
participants for their comments and their

- active participation during the training.

CLOSING PROGRAM 1) Introduce the host team who will be con-
ducting the closing program.

2) Distribute the certificates before the end of
the closing program.

3) Thank the host team and the special guests
- fortheirparticipation in the closing program.

Congratulate all the participants for having
successfully completedthe training program.

SESSION ONE ACTION PLANNING
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SESSION VISUAL (TRAINING EVALUATION AND CLOSING PROGRAM)

SESSIONOBJECTIVES

At the end of the session, the participants will be able to:

1) Evaluate the training;

2) Provide comments and suggestions for improvements; and

3) Hear formal closing statements from trainers, special guests/officials, and
participants’ representatives.

I

SESSION ONE ACTION PLANNING
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SESSION HANDOUT (TRAINING EVALUATION)

TRAINING EVALUATION

Part I: Goal Attainment
Please circle the appropriate number to indicate to what degree the training has suc-

ceede~ in improving your ability to do the following:

1. Define the basic principles of adult education and of experiential learning.

1 2
Very little Somewhat

2. Select and use training methodologies.

1 2

3 4
Well

3
Very Little Somewhat Well

3. Use a design framework for preparing and carrying

1 2 3
Very Little Somewhat Well

4. Demonstrate facilitation and presentation skills.

1 2 3
WellVery Little

5. Describe and use visual aids.

Somewhat

Very Well

4
Very Well

out training sessions.

4

Very Well

4
Very Well

1 2 3 4

Very Little Somewhat Well Very Well

6. Plan and deliver a session using training skills and methodologies learned.

1 2 3 4
Somewhat WellVery Little Very Well
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Training EvaJuabon I page 2

7. Design and implement a training program.

1 2 3 4

Very Little Somewhat Well Very well

8. Adapt this training methodology for use in back-at-work situations.

1
Very Little

2
Somewhat

3
Well

4
Very Well

Part II: Success Analysis of the Training

Please answer the following questions as fully as possible. Use the back of the evalua-
tion form if you need more space.

1. Which training goals most closely met your learning needs?

2. What was the most helpful aspect of the training structure?
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3. What did the trainers do that was most helpful for you?

/
4. What problems arose that were overcome well in your opinion? How were they

overcome?

5. Which training goals did not meet your learning needs? Which learning needs were
not met by the workshop?
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6. What part of the training structure was least helpful to you? Why? How could it be
improved?

7. What did the trainers do that was least helpful to you? Why? How could it be im-
proved?

8. What other suggestions would you care to make to improve this training.

9. Other comments:

146



TRAINING FOR TRAINERS
GUIDE AND MANUAL
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