[image: image1.png]




Training and Facilitation Skills 
Objectives
· To understand the components of planning for effective workshops
· To understand approaches for adult learning
· To understand the role of a facilitator
Materials

· Copies of the handouts
· Flip chart

· Markers (5-10 for feedback exercise)
· Box

· Blindfold/scarf

· Post-it notes
· Pens

Overview (2-2.5 hours)
Introduction/Ground Rules/Icebreaker (20 minutes)

Objectives and topics (2 minutes)

Workshop planning (10 minutes)

Basics of good training: Introduction (3 minutes)

Basics of good training: Content (3 minutes)

Basics of good training: Activities (5 minutes)

Basics of good training: Summary (3 minutes)

How adults learn (7 minutes)
What makes a good trainer? (4 minutes)

Facilitation skills (10 minutes)

Exercise: Paraphrasing (15 minutes)

Facilitating activities (7 minutes)

Exercise: Feedback (15 minutes)

Training presentation and delivery (5 minutes)

Conclusion/Questions/Evaluation (15 minutes)
Trainer’s Note:
When introducing this module, keep in mind the following: 

· Encourage participants to be active.

· The course is designed to increase and enhance the knowledge and skills of each participant.

· Keep realistic expectations. This session is an overview of training and facilitation skills. Adjust expectations depending on the level of experience participants have with training. Eliminate topics or delve deeper into other topics depending on your audience. 
· Always consider the experience your participants are bringing to the table. Even where it is not noted in the Trainer Note, feel free to draw on their knowledge and ask them to share their experiences.
Please adapt the PowerPoint presentation, exercises, examples and handouts in advance of your workshop. They have been created for a global audience and need to be adapted to better suit the local context, the background of your participants and their level of experience. Terms, images and examples from the participants’ country or region should be used as much as possible so that they are relevant and contextually appropriate. 

This Trainer's Guide is meant to serve as a companion resource to the associated PowerPoint presentation. The vast majority of the information you will need is included in the notes section of each presentation. Additional instruction on how to facilitate some of the exercises and information that would not fit in the slide notes has been included here. As such, this Guide is not meant to be a stand-alone resource but rather a complement to the presentation.

If this is the first presentation in your workshop, start with participant introductions and ground rules prior to launching into the content of the session. You may also want to start with an icebreaker activity to get participants more acquainted and comfortable with you and each other. You may wish to ask participants to share their expectations for what they will get out of the training workshop. Understanding their expectations will allow you to further tailor your presentations, as possible, and to help relate the objectives of the sessions to the interests of the participants.

Objectives, Topics, Key Terms
Spend some time giving participants a sense of where you will be heading during the session by explaining the objectives and topics to be discussed. Define key terms together—this will also give you a sense of what the participants already know about the topic. 

Activity: Feedback Exercise (slide 20)
· You will need around 10 markers, an empty box and a blindfold for this exercise. 

· Ask for three volunteers. They will leave the room with a staff member who will take them into the hallway and bring them back in blindfolded one at a time. 
· Volunteer 1: Explain to participants that the first volunteer will come in and try to throw the markers into the box. The participants’ job is just to watch. They should not say anything to her. Bring in volunteer one and explain the task to her. When she finishes, take off the blindfold and thank her for participating (it is unlikely that she got any markers in the box).

· Volunteer 2: Explain to participants that for volunteer 2, they can speak to her but only give her general comments, such as “You’re doing great!” “Keep trying, don’t give up!” Bring in volunteer two and explain the task to her. When volunteer two finishes take off the blindfold and thank her for participating (it is unlikely that she got any markers in the box).

· Volunteer 3: Explain to participants that they can help volunteer 3. They can tell her, “Throw softer, to the right,” etc. Bring in volunteer three and explain the task to her. When she finishes take off the blindfold and thank her for participating (she may have gotten at least a couple of markers into the box). 
Debrief the activity with the participants. Ask each volunteer how they felt throwing the markers. Ask the group why the markers were not thrown successfully into the box/why volunteer 3 was more successful than 1 and 2. 
Make the connection between this and feedback as a trainer. It is important to keep in mind that learners need feedback (as do training facilitators!). Ask the group to identify principles for effective feedback based on the exercise. These may include:

· Positive encouragement – we don’t want to attack the person, but address the idea or action. 

· Specific – avoid general comments that don’t give the participant a clear idea of what to address. 

· Timely – provide feedback as the behaviour takes place. If you wait, the individual may not remember the situation or the details, or it may seem out of place.
Additional Resources
· HRC Youth College Facilitation and Icebreakers Booklet

This youth college booklet was developed by Human Rights Campaign for their Youth College Campaign Training, which brings 18-24 year olds to Washington, DC, for a training program on how to run and be a staff member on a winning campaign. 
· 100 Ways to Energise Groups: Games to Use in Workshops, Meetings and the Community
This resource from the International HIV/AIDS Alliance (the Alliance) is a compilation of energizers, icebreakers and games that can be used by anyone working with groups of people, whether in a workshop, meeting or community setting.

· Icebreakers for Single-Sector Policy Platform Working Session

This document provides an overview of two ice breaker activities that were designed for use in single-sector policy platform working sessions. 
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