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Chapter   3.   Guidelines and tips for the course developer and the facilitator
By:  Liesbeth van Brink; Wetlands International.  
With inputs from:
Dieuwke Klaver and Jouwert van Geene and of Wageningen UR (Centre for Development Innovation Catharien Terwisscha van Scheltinga, Wageningen UR (Alterra), Shaun Martins of WWF US and Tunde Ojei of Wetlands International
Introduction
The following chapter gives general guidance for the course developer and the facilitator of the training. It focuses first on how to develop a simple training; next it gives some general guidance for facilitation
Curriculum development
As stated in chapter 3, the given modules are building blocks for a tailor made training, and need to be adapted according to the specific circumstances of the training at hand.
The following questions have to be answered in sequence, when developing a tailor made training:

a. Who is the targetgroup

b. What is the aim of the training, in terms of 

- 
Things they have to know (change of knowledge)

-
Things they have to be aware of (change of attitude)

-
Things they have to be able to do (change of behavior or skills)

c. What is the content of the training? (subject matter)

d. Which are the most appropriate methodologies to use?

e. How to organize the training in view of the above? (sequence of sessions, but also venue, materials etc summarized in session plans)
Based on this framework, training can be developed based on a number of the given modules as building blocks, but topped up with additional lectures, exercises, field visits etc, as the situation requires. The kit provides some standard modules, mainly aimed for technical knowledge transfer and change of awareness that can be used by facilitators with mainly a technical background. Each chapter concludes with alternative methods that can be used by facilitators that have an experience in facilitation and adult education. See Annex 3.1. Format training programme and Annex 3.2. Format session plan.
Note that the modules start from 9.00 -12.30 and 13.30 -17.00. This excludes the recommended time for start-up and recapitulation of the day before in the morning, and an ice breaker after lunch, and wrap-up /learning journal at the end of the afternoon. If the course developer wants to include this, the time schedules have to be adapted
a. Target group
In order to ensure the effectiveness of the training, it is important to have a more of less homogeneous group of participants. For instance: technical people within government, technical people within NGO’s, technical people that have to feed policy decision makers, policy decision makers themselves, (of various hierarchical levels), scholars, professional trainers that need content update, etc.

If the participants are from one organization, a pre-discussion with the organization the training is meant for, is crucial. In case the participants are from different organizations, it is recommended to send a questionnaire at least 4 weeks in advance (back 2 weeks before the training) based on which the content of the training can be adapted. 
Optional: add a pre-course assignment that can de used in one of the modules. The pre-course assignment includes reflecting about current work, preparation of exercises, and reflecting on future use of the training. See for example Annex 3.6.a. Pre-course questionnaires and assignments.
Note: only ask participants to complete pre-course assignments if you really are going to use them in one of the modules, for instance when working on action plans.
b. Aims
The kit provides a general description of aims. These can be fine tuned based on the questionnaire and the discussion with the organisation that requested for the training.

Aims are described in terms of

1. change in knowledge (participants know……)
2. change in attitude (participants are aware that… It has to do with convincing)
3. change in skills (participants are able to….) 
4. change in behavior (participants actually do……..)
Note that the aims of your contact person with the organization requesting for the training are not always the same as those of the participants.

Describe the aims on a PowerPoint at the start of the training and check with participants if this is want is expected. Check again during the end evaluation.

c. Content
The content of the training is the subject matter that you want the participants to know. 

It refers to Aim 1. Note that in order to realize aim 2, 3 and 4 more efforts are needed than only transfer of content. See below.

Distinguish between “need to know”; the essential message (conveyed for instance in a summary, handout, or PowerPoint) or “nice to know” (conveyed in a reader, or in literature references)
Technical resources persons tend to overestimate the digesting capacity of the audience, and make their presentations too long and/or provide too much information too the audience.
d. Methods
The chosen method is closely linked to the nature of the target group, personal learning styles, the aim of the training and the content itself. See Annex 3.3. Training methods
In general:

	Knowledge transfer
	lectures with or without discussions; readers, video, exchange of experiences between participants, case studies

	Change in attitude
	discussions, field visits, role-play, theater, video, exchange of experiences between participants,

	Change of behavior/skills:
	demonstrations, practical instructions with exercises, case studies, assignments.


Some comments:

- Also for a field visit be very aware of which message you want to convey

- If only knowledge transfer is aimed for, a group can be relatively large. If skills have to be trained, a group should not exceed about 12 people

- PowerPoint’s are a method that is much loved by lecturers. However, be reminded that an audience in general will not keep being concentrated for more than 20 minutes. If you’re the powerpoint is longer, one can stretch the concentration-period a bit by throwing in evoking or reflective questions, jokes, or small acts, but the concentration (and hence the effectiveness of your presentation, will dwindle definitely after 30 minutes.
- In addition one has to take into account the learning styles of group. A “ministry-minus-one” group is probably not used to role plays. So rather show a video when you want to convince them.

- Furthermore: people have their personal learning styles. There is no method that is effective for every body; hence on has to vary the methods during the training period to keep everybody satisfied. See Annex 3.4. Learning styles
e. Organization and timing
The kit provides a standard curriculum of one week training. However, the actual duration of the training depends on the aim, number of participants, content, budget available etc. In general, it is recommended not to put time pressure on the training, but have some back-up modules at hand in case of excess of time. For planning; use a session plan. See Annex 4. Session plan 
When planning field visits, it is of utmost importance that they are well planned! See Module 7.
In general, a training consists of the following 4 elements

· Setting the stage

a.   Formal opening

b. Getting to know each other

c. Creating attention and awareness (e.g. key note speaker)

d    Defining learning objectives, sharing expectations and programme flow

· Content sharing

a    Sessions with lectures, exercises, demonstrations, field visits etc.
(Sessions will be placed in a logical sequence, in order for different concepts to build on each other)
· Action orientation and reflection

a   Guiding individual learning (at daily basis)

b. Developing individual action plans, or action orientation

· Exercises that facilitate the group process

a   Warming ups and ice breakers

b   Group pictures

c   Social evening

· Evaluation and wrap up

Concerning planning: Most flexibility is found in the planning of the opening sessions and closing sessions. Opening sessions can vary between a full day programme with keynote speeches, presentation of course objectives, intensive introduction of participants followed by an exchange of expectations of the participants to a one hr short introduction of the course objectives and a round of introductions by the participants.
Evaluations can vary from an hour with group exercise, followed by completion of evaluation forms and a plenary discussion to a 15’ plenary session in which each participant is allowed to make on single observation.
Group dynamics
A group of participants has the following life cycle that the trainer has to take into account. In a course of 1 week, a group is likely to go through the whole cycle:
Forming: 
· Group is not yet a group, but a set of individuals.

· Individuals want to establish personal identity within the group and make an impression

· Participation is limited as individuals get familiar with the setting, the trainer and each other

· Individuals begin to focus on task at hand and discuss its purpose

· The group is essentially evolving ground rules on which future decisions and actions will be based.
Storming:

· Characterized by intra-group conflict and lack of unity.

· Preliminary ground rules on purpose, leadership and behavior are damaged.

· Individuals can become hostile towards each other and express their individuality by pursuing or revealing personal agendas.

· Friction increase, rules are broken, arguments can happen.

· But, if successfully handled, this stage leads to new and more realistic setting of objectives, procedures and norms.
Norming:

· Characterized by overcoming tensions and by developing group cohesion in which norms and practices are established.

· Group members accept the group and accept each other’s idiosyncrasies.

· Group allegiance develops and group strives to maintain it.

· Development of group spirit, harmony becomes important.
Performing:

· Characterized by full maturity and maximum productivity.

· Can only be reached by successfully completing previous stages.

· Members take on roles to fulfill group activities since they know they have now learnt to relate to one another.

· Roles become flexible and functional.

· Group energy channeled into identified tasks.

· New insights and solutions begin to emerge.
Exercises
See Annex 3.5 Methods for pre-course questionnaires/assignments; introduction, reflection and learning journals, action planning, evaluation and ice-breakers.
Annex 3.1 Format training programme

	time
	Day 1
	Day 2
	Day 3
	Day 4
	Day 5

	9.00-10.30


	
	
	
	
	

	10.30-11.00
	tea
	tea
	tea
	tea
	tea

	11.00 – 12.30


	
	
	
	
	

	12.30 -13.30
	lunch 


	lunch
	lunch
	lunch
	lunch

	13.30- 15.15


	
	
	
	
	

	15.15 – 15.30
	tea
	tea
	tea
	tea
	tea 

	15.30 – 17.00


	
	
	
	
	

	18.30 – 19.30
	dinner
	dinner
	dinner
	dinner
	dinner

	Evening


	
	
	
	
	


Annex 3.2 Format session plan

	Time
	Content
	Learning Objectives
	Methods
	Materials
	Actions
	Responsible person

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Annex 3.3. Training methods

Lecture 

• A specialist conveys information about a certain topic to an audience. The lecture may be combined with audio-visuals, “buzz-groups” during intervals in the lecture, general discussion afterwards, and other methods/techniques.

• The lecture is mainly suited to make the audience aware of the existence of new ideas and information and to introduce (not more than that) subjects which are outside the participant’s experience and knowledge. Skill and attitude components are not developed by lecturing.

• The lecture method is relatively easy to prepare and implement, but lecturers often underestimate the need for careful planning (other than the subject matter) and usually overestimate the learning impact of their lectures.

• Participant’s involvement is generally low.

Demonstration

• A new idea, cultural practice, tool or implement is demonstrated (how to apply the idea, the outcomes/effects of the application) to the participants in the field, in the laboratory, or by making use of film, video, slide series representing recorded demonstrations.
• The main function of this method is illustrating/showing what has been said or written beforehand, or functioning as a starting point for discussions afterwards. It has an effect mainly on knowledge development.

• The involvement of the participants is mainly passive (observing/listening, some questioning) except in cases where the demonstration is combined with practical instruction and/or group discussion.

Practical Instruction

• The newly acquired knowledge is put into practice by the participants guided by the trainer.

The emphasis is on learning-by-doing, within the context of the training course (not a real life situation).

• The main function of the method is the development of practical skills
• Participants are actively involved. However, the use of their own experiences and creativity may be restricted.

Small group work

• Up to 6 participants co-operate in a small group to discuss a certain topic and/or perform a certain task. Small group work is generally followed by reporting and exchange of the results of the group work.

• Small group work is often applied in combination with other methods (lecture, case study, and etcetera).

• Small group work needs good preparation (instruction, reporting) and suitable localities.

• This method is especially suited:

- For subjects where participants have some experience and knowledge;

- When the objective is to raise interest/involvement of participants in the subject;

- To “digest” new information by discussion or execution of a group task;

- For the development of skills in team-work, problem solving, and decision making.

Field work

• Learning from the (good and bad) experiences gained from the field

- developing a group task in the actual field situation with some guidance and feedback from the trainer.

• The effectiveness of fieldwork is highly dependent on:

- Proper preparation and the combination of fieldwork with reflection

• Field training has an impact on a mix of knowledge and skills components. If well-guided, exposure to field conditions and field work will have strong positive effects on attitudes and motivation (if badly guided the effect might be very negative).

• Resource requirements vary with the type and degree of guidance given.

Case-studies

• The participants analyze in depth (often in small groups) one or more descriptions of real life situations and experiences and develop guidelines for job performance in this and comparable situations.

• The case-study method can be implemented in various ways, amongst others:

- The “description” may be oral, written or recorded (audio, visuals);

- Case-studies can be provided as reference materials (to ground it in experience) after a session;

- Case-study can be given on beforehand, as part of experiential learning to start with a concrete example which can be used during a session;

- Case studies can be used after a presentation in group work to apply a topic in practice;

- The cases may be prepared by the participants themselves and/or by the trainer;

- The complexity of the case-study may range from a simple description of a real life incident to an ample description with extensive datasets of a complex situation.

• The learning effect of the case-study method varies accordingly. In general it can be said that the case-study method is particularly useful:

- For developing insight in future work situations;

- To convey information outside the experience of the participants;

- To strengthen the diagnostic and problem solving skills of the participants.

• Resource requirements vary with the type of case-studies one is dealing with.

Preparation time will vary from very low (participants’ cases prepared on the spot) to very high (trainer prepared complex cases based on sets of research data).

Structured exercises

• Participants are exposed to situations and tasks they likely have to face in their work situation (e.g. participants [future trainers) are asked to deal with difficult situations)

• High participant involvement.

• The method needs trainers with ability to carefully select relevant exercises and guide the implementation. 

Simulation games / role plays

• Participants take part in a game, that simulated real life interactions and processes in a controlled and simplified way, and analyze the outcome of their (inter-) actions in the game.

• The main function of simulation games is to develop participant’s insight in complex processes and outcomes of interactions. Simulation games are especially important when in reality there is a long time lag between causes and consequences.

• Participants examine the nature of certain roles, played in actual life by other persons and of relevance for their job, by adopting and acting out these roles in the training situation.

• High participant involvement, rationally as well as emotionally.

• Needs careful planning and preparation. Implementation of a well-developed game is relatively easy to handle. Implementation is time-consuming but very rewarding and can open completely new learning perspectives.

• The role-play method is particularly useful:

- For developing participant’s flexibility and understanding of other views and of one’s own attitudes viz a viz those other roles/positions (attitudinal growth); - for developing skills in group work, negotiating skills, leadership- and supervision skills.

• The preparation and implementation of role plays is in general low cost and relatively easy to handle for persons with some experience.

 Annex 3.4. Learning styles
The two main variables that influence the learning style are 
· a person is more inclined towards feeling or towards thinking
· A person is more inclined towards doing or observing. 
This leads to 4 different learning styles: Activist, Reflector, Theorist and Pragmatist. 
	Activist (high on doing and feeling; learning through concrete experiences.)
	Reflector (high on feeling and watching; learn through reflection)

	· hands-on learning style

· relies on intuition rather than logic

· use other people's analysis rather than their own

· prefer to take a practical, experiential approach

· attracted to new challenges and experiences

· act on 'gut' instinct rather than logical analysis

· tend to rely on others for information 

· prevalent and useful in roles requiring action and initiative

· prefers to work in teams to complete tasks

· sets targets and works actively in the field trying different ways to achieve an objective. 
	· able to look at things from different perspectives

· sensitive, prefer to watch rather than do

· tend to gather information and use imagination to solve problems

· best at viewing concrete situations

· perform better in situations that require ideas-generation, for example, brainstorming

· have broad cultural interests and like to gather information

· interested in people, imaginative and emotional

· tend to be strong in the arts

· prefer to work in groups, to listen with an open mind and to receive personal feedback

	Pragmatist (doing and thinking; learn through active experimentation)
	Theorist (watching and thinking; learn though concepts and theories)

	· can solve problems and will use their learning to find solutions to practical issues

· prefer technical tasks, less concerned with people 

· best at finding practical uses for ideas and theories

· can solve problems and make decisions by finding solutions to questions and problems

· more attracted to technical tasks and problems than social or interpersonal issues

· enables specialist and technology abilities

· like to experiment with new ideas, to simulate, and to work with practical applications
	· learning preference is for a concise, logical approach

· ideas and concepts are more important than people

· good at clear explanation rather than practical opportunity

· excel at understanding wide-ranging information and organizing it a clear logical format

· more attracted to logically sound theories than approaches based on practical value

· important for effectiveness in information and science careers

· prefer readings, lectures, exploring analytical models, and having time to think things through


Another way of looking at learning styles is using three aspects of learning
	Visual
	Visual processors like to take notes and remember the images and graphics shown during meetings. They also like videos as explanations of complex issues.

	Auditory
	Auditory processors prefer to listen to lectures or a radio and remember very well what they have heard. They like to talk to process information.

	Kinesthetic/tactile
	Kinesthetic/tactile processors prefer to learn hands-on and like physical exercises. They do not like to sit for long to listen and watch but want to be active.


Annex 3.5. a. Methods: Pre-course questionnaire and assignment
	Pre-course questionnaire and assignment


	The aim of the pre-course questionnaire is to gather information to fine tune the course content on

The aim of the pre-course assignment is to prepare an exercise, linked to one of the modules.



	Exercise:

Send pre-course questionnaire least 4 weeks in advance to all participants. Ensure that participants have at least 2 weeks to complete the questionnaire. Collect responses and base content of training on it.
Example of pre-course questionnaire:

-For what organization do you work?

-Describe your own work and your experiences with regards to climate change and wetlands 

-What challenges do you meet?

-What are concrete activities on climate change and wetlands that you or your organization can start after the training?

-What do you want to get out of the course in terms of knowledge and skills?

-What kind of knowledge/ experiences to you bring to the course that is of interest to others?

-What kind of knowledge/experience you want to get from the course?

-What previous training have you followed on climate change?



	Examples of Pre-course assignments: 

 -Read the National Action Plan on Adaptation to climate change (NAPA) or National Communication (NC) on climate change adaptation of your own country

- Indicate in ½ A4 the link between NAPA/NC and your current and future work.

-write a case study in which you give an example of mal-adaptation

-Mention one key challenge in your country/region/community related to climate change adaptation and wetlands and elaborate with examples in ½ A4 (case study).

-read the reader attached.

Send your pre-course assignment before [date] to [name and email address].




Annex 3.5. b. Methods: Introduction
	Introduction of participants  ( 2 hr)

	The aim of the getting to know each other-session is that participants know each others field of expertise and start building a network. 

Exercise:

Each participants writes about their work, family, hobbies, relation to climate change, and their motto, using a shield. The shields will be displayed in the training room and presented by the author. If time allows, this can be done through peer-interviews and peer-presentations. The shields will be in the course room throughout the course.

[image: image1]



Annex 3.5. c. Methods: Reflection of the day
	Recap of the day before   15 minutes

Learning journal                15 minutes

	The aim of the recap and the learning journal is to deliberately create moments of reflection and learning.
The recapitulation of the day before, aims to remember the key issues discussed that day before and bridge to the next session

The learning journal aims to document lessons learned at individual basis



	Exercise:

Recap: assign a small group of participants to write a short summary of the issues learned at the end of the day, and present the following morning to the group. If time allows the group can be asked to do the presentation in the form a short act of play.
Issues covered are:

· Short summary of content

· Most obvious or striking lessons learned

Learning journal: at the end of each day, participants get 15 minutes to individually complete their learning journal of the day. Issues covered are:

· Most obvious or striking lessons learned

· Idea’s to follow up when back in working situation

· Remarks and idea’s to be followed up during the training

· References (names, book tiles, etc. that are handy to remember)

If time allows participants can share their lessons with another participant.



Annex 3.5.d. Methods: Evaluation
	Written  end-evaluation   ¾ hr

	The aim of the end evaluation is for participants to share their views on the course, and for the trainers to get input form possible improvement.

Depending on the aims of the evaluation itself, information can be gathered on:

· Content (modules, subjects; relevance, appropriateness, study materials)

· Training flow and methodology (appropriateness, effectiveness)

· Learning objectives, outcomes (relevance, effectiveness)

· Lecturers, facilitators (skill, knowledge, interaction)

· Group process (dynamics, participation)

· Organisation (logistics, materials, support, marketing etc)

After completion of a written evaluation, participants should get the opportunity to share their feelings and thoughts about the training in a plenary session. This brings a good close to the training and facilitates the understanding of the feedback from the written evaluations



	Exercise written evaluation:

Write on a format scale 1-5 the assessment of:

· Achievement of course objectives

· Achievement of personal objectives

· Applicability of the training in work situation

· General training set up (flow)

· Satisfaction with methods used

· Facilitation

· Group atmosphere

· Facilitators/ module presenters

· Field visit
· Logistics/ venue

· Any recommendations

· Most striking lesson learned

Close the session with a round table where every participant can make 1 comment on the training. 

Alternatively; ask each participant to write a card with a positive issue and a challenge of the training, share an stick to the board

Alternatively: ask closed questions on the training and ask participants to groups themselves in the room. accordingly to their answer “yes”, “no” and “don’t know”.
Alternatively: each participant writes 1-2 cards with something s/he liked about the course and 1-2 cards with things that could have been better. After the individual brainstorm, put the card on a large table or on the floor, so that everyone can see them. Go through the cards together and identify similar views.



Annex 3.5.e.  Methods; Energizers
What we have in common

The facilitator calls out a characteristic of people in the group, such as ‘having children’. All those who have children should move to one corner of the room. As the facilitator calls out more characteristics, such as ‘likes football’, people with the characteristic move to the indicated space.

Who is the leader?

Participants sit in a circle. One person volunteers to leave the room. After they leave, the rest of the group chooses a ‘leader’. The leader must perform a series of actions, such as clapping, tapping a foot, etc, that are copied by the whole group. The volunteer comes back into the room, stands in the middle and tries to guess who is leading the actions. The group protects the leader by not looking at him/her. The leader must change the actions at regular intervals, without getting caught. When the volunteer spots the leader, they join the circle, and the person who was the leader leaves the room to allow the group to choose a new leader.

COCONUT

The facilitator shows the group how to spell out C-O-C-O-N-U-T by using full movements of the arms and the body. All participants then try this together.

Killer wink

Before the game starts, ask someone to be the ‘the killer’ and ask them to keep their identity a secret. Explain that one person among the group is the killer and they can kill people by winking at them. Everyone then walks around the room in different directions, keeping eye contact with everyone they pass. If the killer winks at you, you have to play dead. Everyone has to try and guess who the killer is.

Fruit salad

The facilitator divides the participants into an equal number of three to four fruits, such as oranges and bananas. Participants then sit on chairs in a circle. One person must stand in the centre of the circle of chairs. The facilitator shouts out the name of one of the fruits, such as ‘oranges’, and all of the oranges must change places with one another. The person who is standing in the middle tries to take one of their places as they move, leaving another person in the middle without a chair. The new person in the middle shouts another fruit and the game continues. A call of ‘fruit salad’ means that everyone has to change seats.

Tide’s in/tide’s out

Draw a line representing the seashore and ask participants to stand behind the line. When the facilitator shouts “Tide’s out!”, everyone jumps forwards over the line. When the leader shouts “Tide’s in!”, everyone jumps backwards over the line. If the facilitator shouts “Tide’s out!” twice in a row, participants who move have to drop out of the game.

Simon says

The facilitator tells the group that they should follow instructions when the facilitator starts the instruction by saying “Simon says...” If the facilitator does not begin the instructions with the words “Simon says”, then the group should not follow the instructions! The facilitator begins by saying something like “Simon says clap your hands” while clapping their hands. The participants follow. The facilitator speeds up the actions, always saying “Simon says” first. After a short while, the

“Simon says” is omitted. Those participants who do follow the instructions anyway are ‘out’ of the game. The game can be continued for as long as it remains fun.

Find someone wearing...

Ask participants to walk around loosely, shaking their limbs and generally relaxing. After a short while, the facilitator shouts out “Find someone...” and names an article of clothing. The participants have to rush to stand close to the person described. Repeat this exercise several times using different types of clothing.

Countdown

Ask participants to form a circle. Explain that the group needs to count together

from one to 50. There are a few rules: they are not to say ‘seven’ or any number which is a multiple of seven. Instead, they have to clap their hands. Once someone claps their hands, the group must count the numbers in reverse. If someone says seven or a multiple of seven, start the counting again.

Clap and point

Participants form a circle. The facilitator sends a clap all the way around the circle, first in one direction, then in the other direction. The facilitator then shows participants how they can change the direction of the clap, by pointing the clapping hands in the opposite direction. Repeat this until the clap is running smoothly around the group and changing direction without missing a beat. Finally, show how you can ‘throw’ the clap by pointing the clapping hands at someone across the circle.

Orchestra

Divide the group into two and ask half to slap their knees and the other half to clap their hands. The facilitator acts as the conductor of the orchestra, controlling the volume by raising or lowering their arms. The game can continue with different members of the group taking the role of conductor.

Muddling messages

Participants sit in a circle. Think of a long message, such as “I’m going to go to the market to buy some bananas and mangos tomorrow morning, and then I am going to meet my cousin for lunch”. Whisper this message to the person sitting on your right. That person then whispers the same message to the person on their right and so on. Once the message has been passed around the circle, ask the last person to say the message aloud. Compare the final message with the original version.
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