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Expectations TC "Expectations" \f C \l "1" 


Workshop Objectives TC "Workshop Objectives" \f C \l "2" 
The overall objective of the training of trainers workshop described here is to build the capacity of trainers to deliver PSEA training to staff and managers of CARE Burundi, DRC and Rwanda. The delivery will include both a consistent core message along with a country specific framework for implementing prevention and response strategies.

By the end of the training, participants will:

1. Acquire the knowledge and skills to facilitate the PSEA training rollout

(Understand how adult learns

(Practice facilitation techniques

2. Prepare and practice facilitating a small segment of the training that has been customized (if needed) to meet country specific needs.

(Review and adapt Facilitator’s Guide

3. Develop an action plan for training implementation that includes:

(Country specific adaptations to the PSEA training

( Review follow-up evaluations strategies (that could include ongoing dialogue with the country management team on the logistics for successful execution of training and post-training activities that ensure sustainable outcomes)

Expected Outcome:

Confident, competent trainers with the skills to implement PSEA training.

Ground Rules TC "Ground Rules" \f C \l "2" 
· Start and end on time

· Listen and respect others

· Participate actively - share your wisdom

· Keep an open mind

· Log ideas for future implementation

· Be fully present

· Switch off cell phones/or keep ringer on silent mode

· Have FUN!

Training Agenda Overview TC "Training Agenda Overview" \f C \l "2" 
	DAY 1

	Topic

	1
	Welcome / Introductions / Overview

	2
	PSEA STAFF TRAINING (half day)

	3
	Training of Trainers (2.5 days)

	
	3.1 Training Cycle

	
	3.2 Adult Learning Principles

	
	3.3 Learning Cycle vs. Learning Styles

	4
	Training Methodologies

	5
	Review/Revise training design to meet country specific needs

	
	TOT Day 1 Closure Activity


	DAY 2

	
	Topic

	1
	Check-In 

	2
	Facilitation Tips

	
	2.2 Facilitation Skills Practice

	
	2.3 Skills Practice Debrief and Goals

	
	2.4 Co-Facilitation Strategies

	3
	Training Practice Session Preparation

(small groups) – divide roles and review Facilitator’s Guide

	
	3.2 Q & A re: TOT Participant Guide

	
	3.3 Preparation and Rehearsal Time

	
	TOT Day 2 Closure Activity


	DAY 3

	Topic

	1
	Check-in

	2
	Final planning time in small groups

	3
	Training Practice Session and Feedback in Small Groups

	4
	Training Practice Session and Feedback in Plenary

	5
	Review post-training follow-up strategies and training plan

	
	5.1 Strategies for preparing and implementing training (before/during/after)

	6
	Develop Action Plan for country specific rollout and ongoing support

	
	Wrap Up and Final Evaluation


 Training Cycle TC "Training Cycle" \f C \l "1" 




Adult Learning Principles TC "Adult Learning Principles" \f C \l "1" 
1. Choose one principle that you would like to focus on for the next three days. 

2. Write that goal at the beginning of this manual under “Expectations/Goals”.
	As adult learners:
	My commitment:



	1. We need to feel a sense of trust and safety and that we are accepted by the group.


	Instead of being judgmental, focus on everyone’s positive strengths, accomplishments and successes



	2. We need to feel validated as equal members of the group and that our life experiences are valuable resources.


	Acknowledge everyone’s contributions.

	3. We need to feel that we are being heard and that our ideas and concerns are considered important contributions


	Listen carefully to everyone, and keep eye contact with the speaker.

	4. We need opportunities to openly express our opinions and thoughts and that it is ok to make mistakes while learning.


	Respect the contribution of our   peers and make a gentle effort to include those who appear to have withdrawn.



	5. We need to understand the value of what we are learning and how we will use the information.


	When in doubt ask questions to clarify understanding.

	6. We need to understand the training agenda and have responsible control of our time.


	Review the agenda as needed and be flexible if a topic requires more time than planned.

	7. We need to have a sense of forward progress.
	Stay focused and on track.  Ask the facilitator to review major points, in order to build a sense of progress.

	8. We need the opportunity to provide feedback on our learning process and share our satisfaction, concerns, and suggestions for improvement.


	Encourage feedback throughout the session and ask questions when in doubt.

	9. We need processes that encourage conflicts to be resolved without one learner “winning” at another’s expense.


	In a situation where two peer learners disagree, focus on the valid parts of both opinions. 



	10. We learn best when we are having fun.


	Contribute respectful humour that is sensitive to the needs of peer learners and the facilitator.




Favourite Teacher Exercise TC "Favourite Teacher Exercise" \f C \l "2" 

Learning Cycle Notes TC "Learning Cycle Notes" \f C \l "2" :

Use the following note-taking tool to capture points regarding how adults learn and the learning cycle:

	What interests or stands out for me are:


	Conclusions that I draw based on this information are:


	Opportunities to apply this new information in my role as PSEA trainer are:



Learning Cycle vs. Learning Styles TC "Learning Cycle vs. Learning Styles" \f C \l "1" 

Training Methodology TC "Training Methodology" \f C \l "1" 
Facilitator’s Tools

	Lecturing and Explaining
	

	Small Group Discussion
	

	Large Group Discussion


	

	Brainstorming


	

	Role Plays/Skits


	

	Case Studies


	

	Other


	


Country Specific PSEA Training Plan TC "Country Specific PSEA Training Plan" \f C \l "1" 
Review the TOT Training Agenda/Outline for Senior Managers and Staff.

a) Decide what stays the same and what changes to meet your participant/country needs for Senior Managers:
	


b) Decide what stays the same and what changes to meet your participant/country needs for Staff:
	


Closure Activity

Red-Yellow-Green Light Exercise:

Red Light: Stop

	


Yellow Light: Caution or start doing

	


Green Light: Go or keep doing

	


Facilitation Tips TC "Facilitation Tips" \f C \l "1" 
Questioning, Responding and Managing (QRM)

When a training session is successful often the words used to describe this positive experience are “seamless” or that “it flowed” or even that “it went by really fast.”

A good learning session is interactive with communications flowing in both directions. Some teaching moments are planned and others happen spontaneously.  A skillful facilitator is able to capitalize on all of these moments.  

How? By using the following QRM Tools:


A good facilitator will involve the participants in a conversation by asking engaging questions, answering learner’s questions and managing participation levels.

Let’s examine more closely how this is done.

1. Questioning Tools:

Questions may be asked to the group as a whole, or directed to a sub-group or an individual. Please note that when addressing a question to either an individual or sub-group, address them by name first before asking the question. This will capture their attention and put them in a better position to respond. Finally, problem solving questions can be posed of the whole group, sub-group or specific individuals and are a good way to encourage learners to consider how they will apply their knowledge and skills at work.

The following are examples of questions that a facilitator can ask:

1.1 Question to group

“Can someone give an example of abusive power?”

1.2 Question to sub-group

“Marie, Marc and Estelle, what kind of support does your group need to conduct this training?”

1.3 Question to individual 

“Denis, what exposure have you had to the Code of Conduct?”

1.4 Problem solving question

“What changes do you want to recommend?”

2. Responding Tools:

Sometimes it is important to provide factual answers to learners’ questions as shown in the example below (2.1). However, good facilitators often choose not to answer the question directly so as to stimulate conversation and deepen the learning.  

One way of answering a question is to probe for additional information. This is a technique that is used to understand more clearly what is being asked and the motivation for asking it. The disadvantage of asking a probing question is that the facilitator may be perceived as evasive.  If possible be transparent about why you are answering a question with a probing question to avoid any possible misunderstandings.

“Summarizing and Interpreting” skills are important because they validate participant contributions by signaling that you understand the essence of their comment or question. Summarizing does this by very succinctly repeating the core message without paraphrasing as shown below in example 2.3. Interpreting a comment or question also is a form of acknowledgement and validation because it demonstrates the ability to “read between the lines” what was not said out loud but intended.

Finally feedback is a very important tool that facilitators use to either acknowledge a comment or question or alternatively provide constructive feedback while still affirming the positive intention of a participant’s comment or questions.

2.1 Answer

“According to the Code of Conduct, sex with anyone under 18 years of age is strictly forbidden.”
2.2 Probe

“Can you say more about what is important about that to you. This will help me better understand before responding to your question (or comment).”
2.3 Summarize

“Solange made a good point . She reminds us that it’s important to consider not only what happened but also how it will be interpreted.”
2.4 Interpret

“Thank you for asking that question. It shows that you take your role as facilitator seriously and are committed to making sure that you understand how to effectively deal with participant resistance.”
2.5 Provide feedback

“At first that seems like a good idea, however those actions could easily be misinterpreted.”

3. Managing Tools:

Skillful management of learner’s questions and comments provides an opportunity to increase engagement, deepen learning and make participants feel truly understood.

The following 4-step process can be used to effectively manage participant questions and comments:

1. Pause and give yourself time to think

2. Evaluate both the reason for the participant comment/question and your intended outcome in that interaction as a facilitator

3. Decide what your best option is for responding

4. Respond!

While sometimes it is best to answer a question directly, there are other choices for managing a question and helping participants to discover their own answers. 

Consider the following:

3.1 Return the question

Return the question to the person who asked it. For example, “Nicholas, that’s an excellent question, what do you think is the best way to handle the situation?”

3.2 Redirect the question

Redirect the question to the group as a whole, a sub-group or an individual. For example, “Has anyone encountered this situation?”

3.3 Admit you don’t’ know

It’s impossible to know the answer to every possible question that could be asked. Therefore, simply admit you don’t know and offer to find out. For example, “Solange thank you for asking that question. I don’t have an answer for you right now, but I will find out and email all of you with an answer by the end of next week.”

3.4 “Park” the question

Sometimes questions might be premature, off topic or require research. Parking the question demonstrates respect for the asker and a willingness to address the question at a more opportune time. Write down questions on a flipchart labeled “Parking Lot”

Facilitation Skills Practice TC "Facilitation Skills Practice" \f C \l "2" 
QRM Skills Practice Instructions

There will be six rounds of QRM discussions. Each discussion will be 3 minutes long.

Here is the process for each of the six rounds of discussion:

1. Before each round, a discussion leader and an official observer will be assigned in each groups

2. Each of you will be a discussion leader in one round and a discussion leader in another round

3. A topic will be presented on flipchart at the beginning of each round. Both groups of six will use the same topic per round.

4. The discussion leader may adopt the “pro” or “con” position regarding the assigned topic – but you must decide quickly, then compose yourself, and start the discussion in your group. Discussion leaders – here’s a hint: use a question to start your discussion.

5. The official observer has two roles:

a. One role as an active participant in the discussion, as well as,

b. A second role that involves doing a tally by noting on the QRM Checklist (next page) each QRF skill that the discussion leader uses. For example, if the discussion leader uses three probing responses, then the official observer should have three check marks beside that skill on the QMA

6. Other participants just be yourselves.  Answer questions, make statements and be sure to ask questions of your discussion leaders, in order to give them practice opportunities

7. The facilitators will keep time with a timer

8. At the end of each discussion round, the facilitators will ask the official observers to report the tallies on their checklists.

9. The process will be repeated for each discussion round; a new discussion leader and a new official observer will be assigned (per group), a new topic will be presented, the next discussion will begin and conclude, and the debrief process noted in Step 8 will be conducted,

Facilitation Skills Practice

QRM Checklist


Questioning Skills

______
Question to group

______
Question to sub-group

______
Question to individual

______
Problem-solving question


Responding Skills

______
Answer question

______
Probe

______
Summarize

______
Interpret

______
Provide feedback


Managing Skills

______
Return the question

______
Redirect to individual

______
Redirect to subgroup

______
Redirect to large group

______
Admit you don’t know

______
Park the question

Co-Facilitation Self-Assessment TC "Co-Facilitation Self-Assessment" \f C \l "1" 

Instructions: Place a check mark beside ‘agree’ or ‘disagree’ for each question.

1. When I am talking, I don't mind if my co-facilitator interrupts me to make an important point.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

2. When something important comes up for me as a facilitator of a workshop, I need to be able to interrupt the other facilitator so that I can make my point

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

3. When my co-facilitator makes a mistake while they are leading a workshop it is okay for me to correct him/her in front of the group.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

4. I want to be able to trust my co-facilitator to be able to figure out when I need help facilitating.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

5. The way to let your co-facilitator know that you have something to say is to raise your hand until you are acknowledged.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

6. I feel uncomfortable being in charge so I would prefer to have my co-facilitator run things.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

7. When my co-facilitator talks a lot I feel like I have to say something just to remind the group that I am there too.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

8. If a participant discloses upsetting information, I usually wait to see if my co-facilitator will handle it before I do.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

9. 1 get the most nervous at the beginning of each workshop because it is so hard to get started.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

10. I like to be flexible to the group's needs so I do not like to plan out exactly what we are going to cover in a workshop.

 FORMCHECKBOX 
Agree                 FORMCHECKBOX 
Disagree

Training Practice Session and Feedback TC "Training Practice Session and Feedback" \f C \l "1"  

Personal Feedback Checklist - SAMPLE
	Name: Lise

	QMA Skills
	USE IT
	LOSE IT

	Q
	
	

	R
	Redirect to sub-group


	

	M
	Summarize


	Answer question

	Other:
	
	

	
	Maintain eye contact


	

	
	
	Hands In pocket


Please complete this template in preparation for the training practice session:

	Name: 

	QMA Skills
	USE IT
	LOSE IT

	Q
	
	

	R
	
	

	M
	
	

	Other:
	
	

	
	
	

	
	
	


Post-Training Follow-Up Strategies TC "Post-Training Follow-Up Strategies" \f C \l "1" 
Kirpatrick’s Four Levels Evaluation Model



LEVEL 1



    LEVEL 2


LEVEL 3



    LEVEL 4



Kirpatrick’s Level 1-2 Evaluation 

Sample Form:
Guidelines: Read each of the following questions and circle the number that most represents your opinion. For the qualitative questions, please clearly print your responses in the space provided. 

	Overall Reaction
	Poor
	Fair
	Good
	Very Good
	Excellent

	My overall rating of the training is:
	1
	2
	3
	4
	5

	
	
	
	
	
	


	Knowledge/skills before training
	None
	Basic
	Good
	Sound
	Expert

	
	
	
	
	

	1. Explain what is “sexual exploitation and abuse”
	1
	2
	3
	4
	5

	2. Understand what my role and responsibility is to eradicate SEA
	1
	2
	3
	4
	5

	3. Help others understand why it is important to eradicate SEA
	1
	2
	3
	4
	5

	Knowledge/skills after training
	None
	Basic
	Good
	Sound
	Expert

	4. Explain what is “sexual exploitation and abuse” 
	1
	2
	3
	4
	5

	5. Understand what my role and responsibility is to eradicate SEA 
	1
	2
	3
	4
	5

	6. Help others understand why it is important to eradicate SEA
	
	
	
	
	

	On-the-Job Confidence
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Now that I have completed the training, I am confident I will be able to:
	
	
	
	
	

	7. Help prevent SEA by supporting staff, partners and project participants in raising issues and reporting incidents
	1
	2
	3
	4
	5

	
	
	
	
	
	


· What did you find most valuable about this program? Please indicate why.

· What improvements could be made to make this program more effective? 

· The obstacles that stand in the way of the successful application of the knowledge and skills learned in this training are:

· Overall Comments

Kirpatrick’s Level 3 Evaluation 

Level 3 Evaluation measures the transfer of learning from the classroom to the job. There are several options for checking in with participants including sending out an evaluation form to be completed. Another option would be to conduct interviews or facilitate focus groups. See the sample below for ideas on questions to include in a questionnaire or focus group:

Sample Form:
Instructions: 

Thinking back about the course you took ____ weeks/months ago, please indicate to what degree you agree with each statement using this rating scale:

	1= strongly agree
	2= disagree
	3= agree
	4 = strongly agree


Application

I have been able to apply what I learned during training on the job.

1
2
3
4
If you have NOT been able to apply the knowledge and skills that you learned, please indicate the reasons (check all that apply)

_______ No information/tools to implement prevention activities

_______ No information/tools to implement investigation mechanisms

_______ No information/tools to implement victim assistance

_______ No information/tools to implement complaints mechanisms

_______ Challenges with the cultural context

_______ I have other higher priorities.

_______ I didn’t understand the course material well enough to apply it.

_______ I have other higher priorities.

_______ Other (please)

Comments:

Support:

My supervisor and I have set expectations for this training before the class         

1  2  3  4

My supervisor and I determined how I would apply what I learned after training   

1  2  3  4


I have the necessary resources (tools, time, budget etc) to apply what I learned  

1  2  3 4

Comments:

Kirpatrick’s Level 3 Evaluation 

SAMPLE Focus Group/Interview Questions for TOT participants:

Step 1: 

Each participant is asked to share the actions they committed to taking during the initial training session and the status of each action.

Step 2:

The facilitator asks participants the following questions, eliciting specific examples and allowing time for relevant comments from the group.  An effort should be made to gather both qualitative and quantitative data, with objective and subjective input:

1. What kind of successes have you had with implementing your plan?

2. How do you feel about those successes?

3. To what do you attribute your success?

4. What obstacles have you encountered?

5. What suggestions do you have to overcome some of these obstacles?

6. Tell me about any acknowledgement (rewards) or consequences that you have received in the course of following your Action Plan. 

7. What kind of support have you received that has helped you to implement what you learned? What other support would have been helpful?

8. To what degree have the results you expected actually occurred?

9. What steps do you plan to take in the future to continue your progress?

 Kirpatrick’s Level 4 Evaluation 

Level 4 Evaluation measures the bottom line results that the training has had on the organization. This is the most challenging evaluation to conduct because the key indicators for success need to be defined before the training occurs and then included in the training evaluation strategy and monitored on an ongoing basis. For example, UNCT has a Progress Report that includes the following indicators:

· SEA Focal Points identified:

· SEA Focal Points trained:

· SEA training for staff

· SEA Reporting (quarterly reports submitted)

· Number of meetings held

Other reports that include key indicators are the following:

· BSO SEA Tally Sheet Information Summary

· Kenya Checklist

What are CARE’s key indicators for measuring progress with PSEA?

Action Planning TC "Action Planning" \f C \l "1" 
STEP 1: Questions and Answers 

What questions do you have re: training outline and program implementation?

	

	

	

	


STEP 2: Preparing For Success

	Supports

What skills/resources do you have?
              


	Risks

What skills/resources don’t you have?


	Opportunities

What factors support achieving your goals?

	Obstacles

What factosr may hinder achieving goals?




Cont’d: Action Planning
STEP 3: How will you know you are successful?

	


STEP 4: What support do you need?
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Useful Websites
100 Ways to Energise Groups: Games to use in workshops, meetings, and the community: 
www.aidsalliance.org

Training Evaluation Field Guide, United States Office of Personnel Management:
www.opm.gov/hrd/lead/pubs/FieldGuidetoTrainingEvaluation.pdf

Train the Trainer: Training Fundamentals: Economic and Social Commission for Asia and the Pacific, United Nations:

http://www.unescap.org/ttdw/common/TFS/FFMultimodalTx/TOT.pdf
Peer Education Training of Trainers Manual: UN Interagency Group on Young Peoples Health Development and Protection in Europe and Central Asia

http://tinyurl.com/3wxu9cl
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My Expectations/Learning Objectives for this workshop:








Design


Training





Facilitate Training





Evaluate & Support





Who was your favourite teacher?
































What do you remember about that teacher?
































What was that teacher’s greatest achievement and why?
































What is one thing that your teacher did that you could use in your role as a facilitator?








“You don't understand anything until you learn it more than one way” ~Marvin Minsky





Think:


Why did it happen?





Lessons Learned





Discuss similarities and differences


Observe patterns


Develop models


Conceptualize structures


Draw general conclusions





Reflect:


What happened?





Thoughts/Feelings





Share reactions to activity


Answer questions


Identify main results





Apply:


How will it work?


	


	Planning next steps 


	


	Implementing skills/knowledge


	Planning use


	“Doing”














Experience:


Something happens





Active Involvement


Brainstorming


Role Play


Story-Telling


Small Group Discussion


Games


Drawing Pictures


Viewing a DVD





REACTION











Engagement


Relevance


Satisfaction





QRM Tools:





Questioning


Responding


Managing








LEARNING








Knowledge


Skills


Attitude


Confidence


Commitment








BEHAVIOUR





Monitor                Reinforce








Transfer of learning


On-the-job learning


Feedback








Acknowledge    Encourage








RESULTS











Desired Outcomes


Leading Indicators


Measures for success














� Source: Peer Education Training of Trainers Manual: UN Interagency Group on Young Peoples Health Development and Protection in Europe and Central Asia


http://tinyurl.com/3wxu9cl





� Kirpatrick, Donald L, (2006). Evaluating Training Programs. Berrett-Koehler Publishers Inc.
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