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1 INTRODUCTION 

 

This document is designed to complement other documents explaining how the SMIS staff can 

design and develop experientially-based training programs, particularly programs for woreda level 

experts and development agents. The other documents that make up this package include: 

 

 “SMIS How To Create Effective Training Manuals” 

 “SMIS Training Template” 

 “SMIS Training and Facilitation Guideline” 

This document provides information about how knowledge is transferred in the Ethiopian 

agricultural sector, and how training programs can be designed to support knowledge transfer more 

effectively. It includes a number of training design tools:  

 

Tool 1: Competency framework template, for different levels of learners 

Tool 2: Multi-Year Capacity Development Plan template 

Tool 3: Detailed Facilitator’s Plan template  

Tool 4: Facilitator’s Guide Template  

Tool 5: Unit Plan Template 

Tool 6: Experiential Learning Activities 

Tool 7: Strategies for Promoting an Inclusive Learning Environment 

Tool 8: Training Delivery Quality Assessment  

 

The annex includes an example of Tool 2 based on SMIS’s work. 
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2 KNOWLEDGE TRANSFER IN THE AGRICULTURAL SECTOR  

 

There are five administrative levels comprising Ethiopia’s agricultural public sector.  All agricultural 

experts have some responsibility to transfer knowledge and skills to their peers, and to their 

colleagues at lower administrative levels.  The functional competency needs among staff at each 

administrative level are different,  with those supporting lower levels of the system need concrete 

information and skills to support women and men farmers.  

 

Traditionally, knowledge is generated (or collected from the field, and collated) at the federal level 

of the system to other administrative levels, and packaged and distributed in the form of technical 

guidelines or manuals. Examples include: MoA Guideline on Irrigation Agronomy or the MoANR 

Agricultural Extension Scaling Up Guideline. These documents can be strategic and theoretical in 

nature, and do not necessarily meet the practical needs of the woreda experts and development 

agents.  

 

SMIS managers have agreed that many comprehensive training programs designed by SMIS experts 

will target woreda experts and DAs. SMIS, as a project, will add value to the capacity needs of the 

system by adapting new and existing technical guidelines and using training materials and methods 

that are more suitable to the needs and capacities of woreda experts and DAs. By making this level 

of training more relevant, these GoE staff will, in turn, be better able to support women and men 

farmers. 

 

The table on the next page shows the administrative levels (left hand side of column); the source of 

information that should be shared with trainees at each level; and the training material that experts 

at that administrative level should have access to  in order to transfer knowledge and skills to the 

next level.  

 

Generally, as knowledge is transferred down the system, the source of information (trainee 

materials) becomes more simplified while the training approach/material becomes more complex, 

and requires more sophisticated facilitation and training skills.  

 

This training design toolbox is designed to support the transfer of knowledge from regional and 

zonal experts       woreda experts and development agents.  
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3 DESIGNING/DEVELOPING A TRAINING PROGRAM 

 
Every facilitator approaches the work of training design/development differently. However, creating 
power point slides is not an appropriate way to develop most training programs, especially if the 
programs will be scaled up by other facilitators.  
 
For multi-year initiatives, a competency framework (CF) should be developed and vetted with GoE 
experts. Based on the CF, a multi-year training program should be planned, showing different types 
of interventions over several years. Both of these processes should be carried out prior to 
developing a specific training program. The processes do not need to be complicated or time-
consuming, but should be carried out collaboratively with key stakeholders.  

 
One tested way of designing and developing a specific program is explained below. This approach 
assumes that a number of people are involved in the design and development stage of the program, 
and that the material will eventually be used by new facilitators.  Training design teams should 
comprise of 2-3 people who are subject matter specialists and strong English writers.  One person 
should lead the team and be responsible for finalizing and collating all of the training materials.  
 
Step One: Select Priority Competency Clusters 
 
The technical team and/or lead facilitators (who are responsible for designing the program) need to 
discuss and agree upon the following: 
 

 The competencies to be taught through the training program, based on priorities (as 
identified through the development of CFs; technical working group discussions; needs 
assessments; observations; focus group discussions, etc).  

 Based on the number of competencies selected, decide on the number of training days. 
Design tip: generally, two or three competency clusters can be taught in one day.  

 Decide on the timing of the practical field or on-farm demonstration day(s), assuming the 
training includes specific agricultural skill development objectives.  

 
Step Two: Map out the Program 
 
Training designers should conceptually map out the training program, creating a “big picture”. They 
can use a concept map or a facilitator’s plan. The lessons should be sequenced logically by gradually 
building knowledge and skills.  
 
Step Three: Drafting the Participant Book 
 
For woreda experts and DAs, it is necessary to develop a participant reference book based on an 
approved technical guideline.  The participant book can have one or more purposes. It can be used 
as a “workbook” during the training sessions, and/or as a “take-away” reference document to 
support participants after the training.  
 
The development of a participant book takes considerable time.  
 
Training designers need to agree on: 
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Purpose - workbook and/or reference book? 
Content -   

- text/narrative  
- use of high quality visuals (photos that convey information in black and white; 

tables, graphs, diagrams, drawings, etc) 
 

Structure 
- organization of information in chapters, sections, sub-sections 

 
Format - grammatical style such as only using third person. It is recommended that SMIS 
staff refer to the Agriteam Style Guide) 

 
Designing the participant book is not a linear process, and designers will return to purpose and 
content discussions often as they reach agreement on the structure.  
 
Remember, if the content is presented appropriately (such as using simplified English language 
supported by informative visuals) in the participant book, only the most complex or challenging 
ideas (and not all of the topics), need to be taught during the training.  
 
At this stage, designers need to decide who will be responsible for preparing specific units in the 
participant book. Each person in the design team will also develop unit plans as part of the 
facilitator’s guide, and develop the power point slides. 
 
Step Four:  Develop Lessons and the Facilitator’s Guide  
 
Based on the content in the participant book, training developers will develop specific lessons or 
units of delivery.  
 
Unit plans provide new facilitators with a clear, step by step way to teach the lesson. The lesson plan 
should be organized using an experiential learning cycle such as “ERGA” – Experience, Reflect, 
Generalize, and Apply. See the SMIS Training and Facilitation Guideline for more information about 
how to use ERGA.  
 
One person should be responsible for putting all of the lessons together into a facilitator’s guide. The 
document should be formatted by a skilled formatter.  
 
Step Five: Develop Power Point Slides  
 
Power point slides should be developed after the participant book has been finalized and should 
incorporate information about how each lesson will be delivered. As explained in the SMIS Training 
and Facilitation Guideline, the power point slides should convey key messages only , and not full text 
from the participant book. Each slide should be attractive without being “too busy” or “too 
crowded”. The ppt slides are designed for participants, to deepen their understanding of important 
ideas, and not for the facilitators.  
 
  



 

Small-Scale and Micro-Irrigation Support Project (SMIS)    Agriteam Canada Consulting Ltd. 
Training Design Toolbox 6  April 2017 

4 OVERVIEW OF TRAINING DESIGN TOOLS 

 

Here is a summary of the tools in this training design tool box, which are further explained in the 

remainder of this document. SMIS staff can use this toolbox to inform their training design process.  

When developing training materials for woreda experts and DAs (SMIS target group for capacity 

development), they will need to make the content practical and user-friendly.  

 

Tool 1: Competency Framework 

 

SMIS staff and GoE colleagues should work together to identify the most important competencies 

GOE staff need to perform their jobs, in the particular area of learning. The tasks should be 

delineated based on the staff person’s administrative level (ie. DAs have different learning needs 

than woreda-level experts).  

 

This tool is a competency framework template that includes competencies about knowledge 

transfer.  

 

Tool 2: Multi-Year CD Plan  

 

Based on the priority competencies to be taught by SMIS, the SMIS staff and PIs will develop a multi-

year training plan. Every  training will address only a few competency clusters, as all competencies 

should not be taught through one training program. 

 

This tool is a template to be completed by the design team.  

 

Tool 3: Detailed Facilitator’s Plan – One Training  

 

This tool is a template that can be filled out by training designers, as they design one training 

program. It organizes the structure of the overall training, indicating the balance of lectures and 

small group or individual exercises, and when on-farm or other practical demonstrations will take 

place.  

 

The facilitator’s plan is a very useful tool to follow during the training, as it keeps facilitators on track 

and on time.  For training programs that are being delivered by skilled facilitators and for training 

that is not designed to be scaled up by GoE staff to staff in other woredas, this level of detail is all 

that is necessary to guide the delivery of the content.   

 
Tool 4: Facilitator’s Guide Template  
 
When the knowledge shared by SMIS needs to be scaled up to other jurisdictions and woredas, it is 
useful to manage the quality of that dissemination. Creating facilitator’s guides or manuals, to be 
used by SMIS staff, and then PIs and other GoE staff, provide sufficient detail for GoE staff who are 
new to delivering training, or are interested in delivering more interactive training programs.  
 
This tool is a table of contents for SMIS facilitator’s guide.  
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Tool 5: Lesson Plan Template 
 
This tool is a template can be used by training designers to describe, step by step, how each lesson 
or unit should be taught. Key questions to ask participants should be included in this description. 
Facilitators should be given specific tips to remember as they are delivering the learning unit (eg. 
“Remember, this competency is complex, and it will take participants time to understand the new 
ideas.”).  
 
Tool 6:  Experiential Learning Activities  
 
This tool is a table describing a number of activities or strategies that will engage participants in the 
learning process. These activities, by their nature, ensure that both women and men are able to 
participate equally in training sessions, without feeling uncomfortable in large group setting.  
 
Tool 7: Strategies for Promoting a Gender-Responsive Learning Environment  
 
This tool should be adapted and included in all SMIS facilitator guides. It provides specific strategies 
and facilitator tips for making sure that women and men GOE staff and women and men farmers are 
included equally in all training activities.  
 
Tool 8: Training Delivery Quality Assessment   
 
This assessment tool has been developed to assess the quality of all AGP training programs, and it 
will be used starting in EFY 2010. The tool may be useful as a guide to SMIS training designers as they 
design and deliver SMIS training programs, considering that these programs will be delivered to staff 
working in AGP woredas.  The assessment  
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5 TOOL 1: COMPETENCY FRAMEWORKS 

5.1 Definitions 

There are many definitions of competencies. 

 

A competency is “a cluster of related knowledge, skills and attitudes that affects a major part of 

one’s job, that correlate with performance on the job, that can be measured against well-accepted 

standards and that can be improved by training and development”.  

 

Another way of describing a competency is that it is an observable behavior on the job. 

 

Another way of defining a competency that it is a characteristic of an employee that: 

 

1. Contributes to successful job performance  

2. The achievement of organizational results. 

 

These include measurable or assessable knowledge, skills, and abilities plus other 

characteristics such as values, motivation, initiative, and self-control that distinguish 

superior performers from average performers (Shippmann et.al. 2000; Spencer, McClelland, 

& Spencer, 1994) 

 

 

There are three different types of competencies: 

 

Organizational competencies – is an aspect of the business believed to have the greatest strategic 

value. An organizational competency is measured at the level of the organization rather than at the 

level of the individual.  Organizational competencies can also be called “core competencies”. 

Examples may include improved service to farmers; increased access to water among small holder 

farmers; increased number of agricultural technologies adopted.  

 

Foundational competencies –   represents  a set of skills, knowledge, and attitudes/attributes 

necessary for broad job functions. These are supporting level competencies linked to successful 

performance, and are desirable regardless of an individual’s area of expertise or role. Examples may 

include team work, communication, initiative, professionalism, etc.  

 

Functional competencies – is a specific knowledge or skill area that relates to successful 

performance on the job. Examples may include: report writing; using monitoring tools; contract 

administration; setting up accounting systems; etc.  

 

The purpose of SMIS trainings will be to develop functional competencies amongst agricultural 

experts.  
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5.2 Developing a Competency Framework 

A competency framework includes all those functional competency clusters (and tasks) a staffing 

group (eg. irrigation agronomist at the regional level; development agents) needs to successfully 

perform their job. 

 

An organization may have many different reasons for developing competency frameworks, 

including: 

 

 Ensure that people demonstrate sufficient expertise. 

 Recruit and select new staff more effectively. 

 Evaluate performance more effectively. 

 Identify skill and competency gaps more efficiently. 

 Provide more tailored training and professional development. 

 Plan sufficiently for succession. 

 Make change management processes work more efficiently. 

 

For SMIS, the purpose of using competency frameworks is to identify skill and competency gaps, and 

design evidenced-based training and other professional development initiatives.  

 

A competency framework should be developed collaboratively, by a number of subject matter 

experts (including people who currently carry out the work at all administrative levels), and based on 

some sort of content standard.  On SMIS, specific technical guidelines such as the “Guideline for 

Irrigation Agronomy” can be used as the standard. Ideally, one person should be responsible for 

drafting the competency clusters and tasks used on an accepted standard or guiding document, and 

then the expert group should vet it. 

 

Competency clusters are groups of tasks, labelled with a heading.  
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5.3 Writing Competencies 

Writing competency statements can be an involved process. For the purpose of developing capacity 

development initiatives for SMIS, here is a simple method.   

 

Step 1: Subject matter specialists review job –related information 

 

Examples: job descriptions, organizational charts, typical problems encountered, project baseline 

and progress reports work equipment/tools  

 job descriptions, organizational charts, typical and ongoing problems encountered, progress 

reports 

 technical guidelines, MoANR policies/strategies 

 observations,  supervision mission reports.  

 

Step 2: Identify major tasks  

 

Write major task statements only. Consider the following criteria to determine if the task is major: 

 Consequence or error – if a task is not performed, or if it is performed incorrectly, what are 

the consequences to the work? 

 Time spent – if large amounts of time are spent performing the task, then it is probably 

important 

 Do not include tasks that are incidental or unimportant to successful job performance. 

 

Step 3: Write task statements  

 

There are three parts to a task statement. 

 

Part 1: Action verb- describes the worker’s observed behaviour. Appendix XX includes a list of 

suggested action verbs for writing task statements,  a list of verbs that should not be used when 

writing task statements.  

 

Part 2:  Object of the verb – receiver of the action 

 

Part 3:  Why the task needs to be performed. This part of the task statement describes the 

immediate output of the action, and may begin with the phrase “in order to” or “to”. 

 

Examples of good task statements: 

 

 Design effective on-farm demonstrations in order to help farmers understand new 

technologies 

 

 Explain the role of water for crop growth to promote higher crop yields 

 

 Explain the importance of water management practices for irrigation to promote higher crop 

yields.  

 

 Use specific engagement techniques to engage women participants. 
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5.4 Competency Framework Template 

The SMIS Competency Framework Template includes a competency cluster about knowledge 

transfer. The tasks related to this competency cluster should be relevant to all SMIS training 

programs, and can be revised to suit more specific knowledge transfer needs.  

 

Subject matter specialists should complete this template and then revisit it several times before 

finalizing it.  

 

Note that the competencies related to transferring knowledge are described in this template. These 

competencies can be revised to be more relevant, but all SMIS competency frameworks should 

include a competency cluster linked to knowledge transfer.  

 
CONTENT AREA  

COMPETENCY 
CLUSTER 

HEADINGS 

TASKS TO BE PERFORMED BY DIFFERENT STAFF 
 

 REGIONAL EXPERTS WOREDA EXPERTS DEVELOPMENT AGENTS AT 
KEBELE LEVEL 

1.     

   

   

   

2.     

   

   

   
3.     

   

   

   

4.     
   

   

   

5.     
   
   

   
6.    

   
   
   

7    
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CONTENT AREA  

COMPETENCY 
CLUSTER 

HEADINGS 

TASKS TO BE PERFORMED BY DIFFERENT STAFF 
 

 REGIONAL EXPERTS WOREDA EXPERTS DEVELOPMENT AGENTS AT 
KEBELE LEVEL 

8.  
Transfer Knowledge 
and Skills   

Plan large-scale training 
programs to support woreda 
experts  and DAs 

Plan large-scale training 
programs to support 
woreda and DAs 

Plan large-scale training 
programs to support woreda 
and DAs 

Design experiential-based 
training classroom/practical 
programs, including case 
studies, role plays, group 
exercises, and individual 
exercises to support woreda 
experts and DAs 

Design experiential-based 
training classroom/practical 
programs, including case 
studies, role plays, group 
exercises, and individual 
exercises to support 
woreda experts and DAs 

Design experiential-based 
training classroom/practical 
programs, including case 
studies, role plays, group 
exercises, and individual 
exercises to support woreda 
experts and DAs 

Understand how to 
differentiate training for 
woreda experts and DAs in 
order to provide appropriate 
support  

Understand how to 
differentiate training for 
woreda experts and DAs in 
order to provide 
appropriate support  

Understand how to 
differentiate training for 
woreda experts and DAs in 
order to provide appropriate 
support  

Design teaching and learning 
materials suitable, based on 
technical guidelines, to 
support DAs and farmers 

Design teaching and 
learning materials suitable, 
based on technical 
guidelines, to support DAs 
and farmers 

Design teaching and learning 
materials suitable, based on 
technical guidelines, to 
support DAs and farmers 

Use coaching and mentoring 
strategies to support woreda 
colleagues  

Use coaching and 
mentoring strategies to 
support DAs  

Use coaching and mentoring 
strategies to support women 
and men farmers  

Use specific engagement 
techniques to engage 
women participants  

Use specific engagement 
techniques to ensure 
women farmer participants  

Use specific engagement 
techniques to ensure women 
farmer participants  

Monitor and evaluate 
training and other support 
interventions to determine 
effectiveness 

Monitor and evaluate 
extension support to 
determined effectiveness  

Monitor and evaluate 
extension support to 
determine effectiveness 

Design effective on-farm 
demonstrations to support 
DAs and farmers  

Design effective on-farm 
demonstrations to support 
DAs and farmers 

Design effective on-farm 
demonstrations to support 
Das and farmers 

  Promote the creation of peer 
learning groups to support 
farmers.  
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6 TOOL 2: CAPACITY DEVELOPMENT PLAN  

 

On a project like SMIS, it is useful to plan out training interventions over several years, beyond a 

one- off event.  This way, SMIS staff can organize all of the thematic competency needs across a 

number of formal trainings, in a way that can be easily explained to GoE and development partners.  

 

A multi-year plan includes not just formal training events, but other learning opportunities such as 

refreshers and job-embedded support activities.  

 

A multi-year plan can make annual work planning more logical and intentional.  

 

Please see a draft of a SMIS CD Plan as Annex A. This example follows a somewhat different format 

than the template below but shows that training needs to be supported by JES over a number of 

years in order for performance changes to occur. 

 

********** 

 

Content Area:  

 

Region: 

 

Target Participants:   

 

Timeline: 

 

Timeline CD Intervention 

(formal training, 

JES) 

Competency 

Clusters (max 6 

per module) 

No. of 

days 

Performance 

tasks (to be 

followed up after 

training)  

Comments 
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7 TOOL 3: DETAILED FACILITATOR’S TRAINING PLAN 

 
A facilitator’s training plan provides the following information  

 

 An overall approach to the training  

 Specific activities 

 The timing of each session/unit 

 Materials needed for each unit 

 Accountabilities – who is responsible for each session. 

 

The plan can be drafted by training designers prior to developing detailed facilitator’s guides and 

participant books. 
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Facilitator’s Detailed Plan   
 

Time Topic Lead Facilitator Approach or Method  Materials 

DAY 1 (insert date) 

8:30- 9:00 Participant registration 

9:00 – 9:15  Introduction    

9:15 – 9:45 Establish 
Collaborative 
Learning 
Environment 

 1. Present the agendas on flipchart and review 
together with participants 

2. Rules  
3. Post a flipchart labeled "Parking Lot" flipchart. 

 

     

10:30 – 11:00 Coffee break  

     

     

12:30 – 13:30 Lunch Break  

     

     

     

DAY 2 (insert date) 

9:00 – 9:15     

10:00 – 10:30     

     

10:30 – 11:00 Coffee break  
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Time Topic Lead Facilitator Approach or Method  Materials 
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8 TOOL 4: FACILITATOR’S GUIDE TEMPLATE 

 

Suggested Table of Contents 

 

All SMIS Facilitator’s Guides should have a common look and feel. Below is a suggested table of 

contents, that should be managed by one lead facilitator.  

 

1. Introduction 

 One paragraph overview 

 Purpose  

 Learning outcomes/objectives 

 Type of participants  

 

2. Detailed facilitator’s agenda 

 Table  

 To be followed by all facilitators involved in the training  

 

3. Participant agenda  

 Simplified table (to be distributed in advance of the training) 

 

4. Facilitator’s Notes/Tips for Effectively Delivering this Training Program  

 2 pages of information for facilitators about this specific training program 

 Background documents to be read prior to delivering the training 

 Tips or recommendations for facilitators  

 

5. Strategies for Including Women and Men Participants  
 

 Suggestions for engaging women and men equally in the training process.  
 

6. Detailed Materials List for the Whole Training Program  

 Include a table of materials, organized by lesson or learning unit 
 

7. Lesson Plans (numbered by day and sequence. “1.3” indicates Day 1, third lesson. This 
section will be the bulk of the document 

 
8. Training Evaluation 
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9 TOOL 5: UNIT PLAN TEMPLATE  

 

The term lesson and unit are used interchangeably in this document. This  

 

UNIT NUMBER AND 

TITLE 

Unit 1.1  (indicates the day of the training and the sequence of the 

unit) 

  

MATERIALS REQUIRED  

 

 

START TIME/DURATION Example: 9:00 – 10:30 (90 Minutes) 

 

LEARNING OUTCOMES  Participants will: 

 Understand …. 

 

 Be able to demonstrate…  

SUGGESTED APPROACH 

 

 

 Welcome 

 Review purpose and learning outcomes  

 Review and get confirmation of agenda 

 Participant introduction (using an energized strategy) 

 Discuss parking lot concept 

 Establish collaboration learning environment 

 Everyone has a voice 

 Everyone is a teacher; everyone is a learner 

 Etc. 
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UNIT NUMBER AND 

TITLE 

Unit 1.2  (indicates the day of the training and the sequence of the 

unit) 

MATERIALS REQUIRED  

 

 

START TIME/DURATION  

 

LEARNING OUTCOMES  Participants will: 

 Understand …. 

 

 Be able to demonstrate…  

SUGGESTED APPROACH 

 

 

Design each session using the four step process: ERGA  

 

In this section, training designers describe the general steps used to 

deliver the training unit. Bullet points are useful.  

 

Experience: 

Choose from many types of activities. See Tool 6. 

 

Reflection: 

Facilitator asks the participants to reflect on their own learning 

experience. 

Note: self-reflection is an important part of learning something new  
1. Reflection questions: What did you notice about your own 

learning? 
2. What was that experience like for you? 
3. How did that experience feel to you? 

 

Generalization:  

Input of new knowledge  

 

Application: 

Activity/exercise/questions that link  

 

 

 

 

Include ice breakers and energizers 

Include monitoring activities throughout facilitation guide , and particularly at the end of each 

training day.  

Include post-training evaluation as last session  
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10 TOOL 6: EXPERIENTIAL LEARNING ACTIVITIES 

 

Most agricultural extension training programs aim for a 70/30 split with 70% of the training being 

practical and skill-based, and 30% of the training being theoretical.  

 

Inside a training program, each learning unit should include some type of experiential learning 

activity.  This ensures that trainees are actively engaging in the learning process, which will lead to a 

higher level of knowledge and skill retention. The table in this section includes a number of 

strategies to ensure the equal participation of both women and men trainees. These activities need 

to be carefully selected, based on the content to be taught, and systematically delivered.  

 
The lesson should include debriefing questions so that trainees reflect on their experiences in order 
to deepen the learning. Debriefing questions should be structured and intentional.  
 

 
Types of Instructional 

Strategies 
Description Suggested uses  

Concept map Visual representation of a concept such as “methods of 
irrigation” , or “irrigation scheduling”  

Can be used to build 
on ideas as the 
training is delivered 
so that participants 
can link the 
concepts together.   

Guided reading Participants read through information provided by 
facilitator. Strategies to learn more through reading 
include having participants read sections then discuss 
before moving on, participants read entire text highlight 
key points and make notes, participants answer guiding 
questions as they read the section.  

Easy to gain new 
information  
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Types of Instructional 
Strategies 

Description Suggested uses  

Jigsaw Jigsaw is a strategy that emphasizes cooperative learning 
by providing students an opportunity to actively help each 
other build comprehension. Use this technique to assign 
students to reading groups composed of varying skill 
levels. Each group member is responsible for becoming an 
"expert" on one section of the assigned material and then 
"teaching" it to the other members of the team. 
Jigsaw is a well-established method for encouraging 
group sharing and learning of specific content. Teachers 
can use the following steps when developing the jigsaw 
strategy for a class: 

1. Introduce the technique and the topic to be 
studied. 

2. Assign each participant to a "home group" of 3-5 
individuals from the same jurisdiction (region, 
woreda) 

3. Determine a set of reading selections and assign 
one selection to each individual. 

4. Create "expert groups" that consist of individuals 
across "home groups" who will read the same 
selection. 

5. Give all individuals a framework for managing 
their time on the various parts of the jigsaw task 

6. Provide key questions to help the "expert 
groups" gather information in their particular 
area. 

7. Provide materials and resources necessary for all 
individuals to learn about their topics and 
become "experts". 

8. Discuss the rules for reconvening into "home 
groups" and provide guidelines as each "expert" 
reports the information learned. 

9. Prepare a summary chart or graphic organizer for 
each "home group" as a guide for organizing the 
experts' information report. 

10. Remind individuals that "home group" members 
are responsible to learn all content from one 
another. 

Note:  It is important that the reading material assigned is 
at appropriate for all participants 

 

This technique is 
best to use when 
there is a large 
amount of content 
to learn. 
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Types of Instructional 
Strategies 

Description Suggested uses  

Think-Pair-Share In this strategy, the facilitator poses a question or 
problem which participants first must think about 
independently. It usually helps to have the individuals 
write down their thoughts. In the next step, participants 
"pair" with one another individual, and share their 
reflections. Then, the pairs come together into larger 
groups for broader sharing of the key points raised.  
 
To ensure that this activity doesn't drag on, it's advisable 
to have the small groups limit themselves to sharing one 
or two key points, rather than their full discussions. 
 
Another variation on this strategy is to have participants 
“think” and “pair” as above, but then to “share” their 
partner’s idea or position with the larger group, rather 
than sharing their own. 

One-to-one 
discussion 
Self- knowledge 
generating ideas 
 
Everyone 
participates 
 

Role Playing Facilitators/participants act out a scenario and other 
participants are asked what they observe as good practice 
or mistakes. 

Demonstrating 
behavior 
 
Introducing sensitive 
topics 
 
Attitudes (accept, 
listen, dispute, 
volunteer, value) 

Gallery Walk Questions or subtopics are posted around the room. In 
groups, participants write down their ideas as they move 
from one station to another. 
 
This technique can also be used when multiple groups 
undertake the same exercise. Each group puts up its 
response. Participants to identify new ideas as they rotate 
from one station to another. The facilitator can also leave 
a member of the original group to answer any questions 
from the visiting group. 

Validate work 
Review of key issues 
Saving time with a 
large group while 
acknowledging the 
products and value 
of group work 

Summary i.e. Plenary Summarizing and consolidating learning is something 
which effective facilitators do naturally, but its 
importance should not be overlooked. After each 
segment or activity in a training, facilitators should spend 
some time summarizing key points or principles, or having 
participants create summaries themselves. This not only 
serves to reinforce learning, but it also helps participants 
to structure the experiences coherently in their brains, 
and thus improves the storage and recall of the new 
concepts they've learned. 

Consulting Synthesis 
and analysis, 
evaluation 
Opening up ideas 
Sharing with whole 
group 
Deciding 

Writing on Cards A facilitator can get individuals or groups to write the 
most important ideas on individual cards and then the 
facilitator, or the participants, can group these ideas 
together to get a picture of the importance of the idea or 
the relationship to other issues. 
 
See more information about the use of cards through 
Metaplan and Visualization in Participatory Programs 
strategies on the internet.  
 

Generating ideas 
Engaging everyone 
Confidentiality 
Grouping, analyzing, 
structuring, 
organize, restate, 
combine 
Gauging consensus 
Participation 
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Types of Instructional 
Strategies 

Description Suggested uses  

Presenting back - 
participants contribute 
their own ideas, and 
work with each other’s 
ideas 

Adult learners come to training with a formidable body of 
existing knowledge and experience. In order to respect 
this experience, the facilitator should provide 
opportunities for participants to contribute to the body of 
training content. A didactic, lecture-based approach to 
training adults fails to benefit from the decades of 
collective experience and knowledge in the training room. 
The experiences of participants can enrich any training 
session.  
 
In order to garner the benefits of the collective 
experience, give participants opportunities to contribute 
their own ideas, experience, reactions, and questions. 
Provide occasions for participants to "be the expert", or 
to react to the material you are presenting. There is often 
an expectation from participants that the "expert" should 
have the definitive answers for all questions, but is an 
outdated perspective. The role of the facilitator should be 
to direct the training activities so that everyone is 
engaged, and the discussions are rich and fruitful. They 
should know what questions to ask, and how to 
encourage interaction with the training material. When a 
participant offers an idea or a question, give the others 
opportunities to respond with their own voices. 

Sharing group work 
Giving participants a 
voice 
Scrutinizing group 
analysis 
Closing an analysis 
Good for concluding, 
summarizing, 
recognize, grasp, 
challenge, listening 

Case Study One very effective way to have participants gain practical 
knowledge is to have them work through Case Studies 
(which can be either positive, negative, or unexpected 
scenarios) or Models of Excellence (which reflect best 
practices).There are many ways to work with case studies, 
but typically, the participants would read or view media 
pertaining to the professional topic, engage in some 
discussion about it, and respond to some questions which 
cause them to think critically and distill key lessons from 
the case. Case study analysis can be done individually or 
in groups, but it is important that the facilitator scaffold 
the analysis effectively by creating targeted questions and 
circulating amongst participants to probe understanding 
and help ensure that all participants are benefiting from 
activity. Typically the case study analysis will conclude 
with a discussion led by the facilitator which will 
recapitulate some of the key lessons gleaned from the 
case. 
Depending on the goal they are meant to fulfill, cases can 
be fact-driven and deductive where there is a correct 
answer, or they can be context driven where multiple 
solutions are possible. 
 
Good cases generally have the following features: they 
tell a good story, are based on recent events, include 
dialogue, create empathy with the main characters, are 
relevant to the reader, serve a teaching function, require 
a dilemma to be solved, and have generality. 
The following are some things to keep in mind when 
creating a case: 
 What do you want participants to learn from the 

Group analysis of 
real situation 
Finding solutions 
Good for explaining, 
showing, listing, 
practice, construct, 
accepting new 
practices 
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Types of Instructional 
Strategies 

Description Suggested uses  

discussion of the case? 
 What do they already know that applies to the case? 
 What are the issues that may be raised in discussion? 
 How will the case and discussion be introduced? 
 What preparation is expected of participants? (Do 

they need to read the case ahead of time? Do 
research? Write anything?) 

 What directions do you need to provide participants 
regarding what they are supposed to do and 
accomplish? 

 Do you need to divide participants into groups or will 
they discuss as the whole group? 

 Are you going to use role-playing or facilitators or 
record keepers? If so, how? 

 What are the opening questions? 
 How much time is needed for participants to discuss 

the case? 
 What concepts are to be applied/extracted during 

the discussion? 
 How will you evaluate participants? (AGP CB Manual, 

p.19) 

Carousel  
Brainstorming 

If the facilitator wants to collect ideas or conduct 
brainstorming on a variety of topics, one effective way, 
which also serves as a way to energize participants, is to 
organize a Carousel Brainstorming session. In this activity, 
the facilitator posts the topics on flip charts around the 
room, and participants form small groups and circulate 
around the training room in a circuit, adding their own 
ideas to the ideas posted by earlier groups. This works 
most effectively if the facilitator provides a fixed amount 
of time before the groups are asked to "rotate" to the 
next poster paper. 

Testing 
Seeking opinions 
Concentrated 
though 
Identifying or find 
new ideas,  
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11 TOOL 7: STRATEGIES FOR PROMOTING A GENDER-
RESPONSIVE LEARNING ENVIRONMENT 

 

Before facilitating any training or workshop, trainers may want to review and keep in mind the 

following issues that can affect group dynamics and influence how much capacity will be built among 

female and male participants. Using gender-sensitive language and highlighting examples of 

successful women and men can create an environment where all participants are able to get the 

most from the training.  Even when planning ice-breakers and energizers, facilitators should try to 

avoid jokes or language that is not gender-sensitive.  

 

The points below should be considered when designing training programs, and clearly noted in 

lesson plans.  

 

Points to encourage participation of female GoE staff: 

 Regional and zonal experts, as facilitators and trainers, need to be aware of how to ensure 
women woreda experts and DAs have full access to learning opportunities offered through 
this module. Be aware that sometimes, women GOE participants are reluctant to speak out 
in a large group setting. 

 Do not single out women (or quiet men) participants to speak up in a large group, but 
provide many opportunities for quiet participants to otherwise contribute to discussions 
(small group discussions, brainstorming with cards, Gallery Walk, etc). 

 These same women and their male counterparts, as woreda experts and DAs, need to have 
knowledge transfer competencies skills to work effectively with women farmers. Women 
farmers frequently have different access to extension services, and may learn new 
agricultural technologies in different ways when compared to male farmers  

 Women experts at all level should be motivated and self-confident, open to provide their 
opinion and participate actively in any professional platform.  

 If you already know some of the female participants in your training group and know that 
they have a high level of confidence, ask them in advance to speak up in group sessions to 
help create an environment that is welcoming of the inputs of female staff.  

 Whenever you provide support, remember that you are a change agent, and responsible to 

provide professional services to women and men target groups for the bright future of 

themselves and their family. 

 

Points to encourage the participation of female farmers in trainings: 

 Include women farmers, both Female Headed Households (FHH) and women farmers in 
Male Headed Households (MHH), in all training programs, even if they share the 
responsibility with their husband’s or other heads of households 

 Limit theoretical knowledge and show female participants practical demonstrations. Explain 
step by step how to carry out the work, and provide many opportunities for women farmers 
to discuss further among themselves 

 Connect women farmers with other women farmers to exchange experiences 

 Organize women-only small group follow-up opportunities after initial training  

 Highlight successful women role models within the community, where the training is taking 
place  

 Keep in mind that women’s household and child-related responsibilities can constrain their 
participation in training activities. Try to organize sessions so that logistics, including start 
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times, end times and timing of breaks, can facilitate women farmers’ maximum 
participation.  

 There might be women and men with low literacy levels, making it important to check in 

with participants individually to assess their understanding, particularly with individuals who 

remain quiet.   

 In some cases you might face challenges that the self-esteem and self-worth of some of the 

target group that you are supporting might be low. Understand this situation and always tell 

them that they can make a difference if they keep on trying to strive for change.  

 Make sure training content and messages are gender-sensitive. Avoid using examples or 

language that perpetuates socially-constructed gender roles and responsibilities as well as 

telling jokes that could make women and men participants uncomfortable.  

 Women and men farmers might be risk-adverse, and lack confidence to try new things 

because failing has such dire consequences (such has not having access to enough food for 

their families). Where possible, share inspirational practical stories that are relevant to the 

trainees’ situation and motivate them to build their capacity. 
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12 TOOL 8: AGP TRAINING DELIVERY QUALITY ASSESSMENT 

 
This tool is a training delivery quality assessment.  
 
For SMIS training designers, this tool can be used prior to training delivery to assess programs as 
they are being designed. The assessment includes criteria  that characterizes high quality training.  
 

Section 1 
TRAINING DELIVERY QUALITY ASSESSMENT 

 

Assessment team 

Name Organization 
1.   

2.   

3.   

 

Training Program 

Name of the training program 
 

Training program dates: Duration of the 

training (Number of 
total hours) 
 
 
 

Region and Location of the Training 

How many total hours of training delivery did you observe? 
 
 

  Availability and through utilization of the following materials during the training sessions 

Document Available and 
utilized effectively 

during training 
session 

Available but not 
utilized effectively 

during training session 

Gender 
Sensitive 

Not 
available 

Facilitators guide         
Participants Handout         
Training Evaluation forms         
Others please specify  

Training Participants  
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Number of participants Male Female  Youth Total 

     

 Number  

Number of training 
sections 

    

Number of participants 
per section 
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Section 2 
Checklist for Assessing AGP Training Programs 

Please evaluate the quality of the training program by 
responding with your level of agreement with the 
statements indicated below 

Yes No    

A. Training Needs analysis 

1.  
Participant training needs analysis was conducted 
before the training program           

2.  
Needs analysis was used in the design of the capacity 
development      

3.  
The training analysis took into consideration the needs 
of women participants (if present)      

Other comments and observations related to this section:  
 
 

Please evaluate the quality of the training program by 
responding with your level of agreement with the 
statements indicated below 

Completely 
Disagree 

Disagree 
to a 

Large 
Extent 

Agree to 
Some 
Extent 

Agree to 
a Large 
Extent 

Fully 
Agree 

Please Place an "X" on the Level of your Agreement 

B. Training design 

4.  
The topics of different training sessions are organized 
in a logical order       

5.  

Training design (e.g. timing, logistics, training activities) 
reflect the diversity (gender, age, disabilities and 
others) of the group       

6.  

Training methods included gender responsive activities 
(e.g. women and men were given equal chances to 
answer questions; positive reinforcement was 
extended to women and men; sufficient time for 
participants to speak, especially women who may be 
shy or afraid to speak out; assigned exercises that 
encouraged participation, especially women; women 
and men equally were facilitators of small group 
discussions).      

7.  
Training was held at a time and location that made it 
possible for women to attend.      

Please evaluate the quality of the training program by 
responding with your level of agreement with the 
statements indicated below 

Completely 
Disagree 

Disagree 
to a 

Large 
Extent 

Agree to 
Some 
Extent 

Agree to 
a Large 
Extent 

Fully 
Agree 

8. 8 
Training duration of each section was adequate to 
accomplish learning objectives      

9.  

Facilitator manual/guide gives detailed instructions of 
how to deliver each session/topic and it is gender 
responsive and inclusive       

10.  

Most of the activities were participatory and practical 
exercises allowing for participants to learn from each 
other           

11.  Training includes simulations as learning method      

12.  Training includes case studies       
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13.  Training includes small group work      

Other comments and observations related to this section:  
 
 

C. Training Handouts 

Please evaluate the quality of the training program by 
responding with your level of agreement with the 
statements indicated below 

Yes No    

14.  Training has a participants’ handout/s           

15.  Training handout/s are easy to understand      

16.  

Language of the handout/s is in line with the 
participant’s characteristics and gender sensitive (not 
too complicated or simplistic)      

17.  

Content in the handout/s meets the stated learning 
objectives      

18.  Training handouts are visually appealing      

19.  
Relevant examples/case studies are included in 
training handout/s       

20.  
Images, illustrations and language (his/her) equally 
represent women/men.      

Other comments and observations related to this section:  
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D. Trainer/Facilitator’s skills 

Please evaluate the quality of the training program by 
responding with your level of agreement with the 
statements indicated below 

Complete
ly 

Disagree 

Disagr
ee to a 
Large 
Extent 

Agree 
to 

Some 
Extent 

Agree 
to a 

Large 
Extent 

Fully 
Agree 

21.  Facilitator/Trainer speaks clearly and audibly      

22.  
Facilitator /trainer clearly defined learning session 
objectives and goals at the beginning of the session      

23.  

Facilitator/trainer was well prepared and organized for 
the training session 
      

24.  
Facilitator/Trainer gives examples that are relevant to 
the topic and reflect realities of women and men           

25.  

Facilitator/Trainer asks open questions that facilitate 
group discussion around learning       

26.  

Facilitator/Trainer explains new concepts/ideas/skills 
in a way that is easy to understand and practice      

27.  

Facilitator/Trainer effectively utilizes facilitator 
manuals, multimedia and technological aids etc.      

28.  

Facilitator/Trainer gives feedback, praise and 
encouragement objectively      

29.  

Facilitator/Trainer initiates discussions that allow for 
the open exchange of ideas and facilitates between 
participants       

30.  

Facilitator /Trainer is aware of recent developments in 
the subject area      

31.  

Facilitator/Trainer effectively implements warm up 
and energizers during the training      

32.  

Facilitator/Trainer effectively manages the delivery of 
simulations      

33.  

Facilitator/Trainer effectively manages the delivery of 
case studies      

34.  

Facilitator/Trainer effectively manages the small group 
work      

35.  

Facilitator/Trainer ensures reasonable distribution of 
women and men during group formation, group 
exercise, role plays etc.       

36.  

Facilitator/Trainer effectively facilitates debriefing 
after implementation of different training methods      

37.  

Facilitator/Trainer use different approaches to 
encourage women participants to actively participate 
in the training (small group work, pair share)      

Please evaluate the quality of the training program by 
responding with your level of agreement with the 
statements indicated below 

Completely 
Disagree 

Disagree 
to a 

Large 
Extent 

Agree to 
Some 
Extent 

Agree to 
a Large 
Extent 

Fully 
Agree 

38.  

Facilitator/Trainer effectively establishes linkages 
between training activities, learning and transfer the 
skills in to the work environment of the participants      

39.  

Facilitator/Trainer is utilizing visual methods during 
presentations      
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40.  

Facilitator/Trainer is effectively adapting her style, 
approaches and methods to the characteristics (e.g. 
gender, learning style and age) and needs of the 
participants      

41.  

Facilitator/Trainer effectively applies different training 
roles (e.g. consultant, expert, facilitator, trainer, coach 
and mentor) in line with the needs of the group, 
training topics and changing situation      

Other comments and observations related to this section:  
 
 

E. Evaluation of the Training and Follow-up activities (may need to interview 
facilitator(s)/trainers to gather this information) 

Please evaluate the quality of the training program by 
responding with your level of agreement with the 
statements indicated below 

Yes No    

42.  

Evaluation form is given and collected to assess the 
content, process and facilitator’s ability to deliver the 
training program on a daily basis      

43.  
Evaluation form is informative and useful for planning 
of future training on this topic      

44.  

Post training assessments/evaluations measuring the 
transfer of skills into the workplace by the participants 
are planned      

45.  
Performance task after this training program are 
planned and explained           

46.  
Performance task is relevant to the needs of the 
participants and contributes to learning      

47.  

Additional support (e.g. coaching or mentoring) is 
available /planned for participants to implement their 
performance task      

Other comments and observations related to this section:  
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ANNEX A: IRRIGATION AGRONOMY CAPACITY DEVELOPMENT PLAN  

 

SMALL SCALE AND MICRO IRRIGATION SUPPORT PROJECT (SMIS) 

SMIS Capacity Development Plan 
Thematic Area: Irrigation Agronomy  Target Participants:  woreda expert and DAs    Timeline:  Nov. 2016 – June 2018  

When? Title of Intervention Competency Clusters (max 6 per module) 

January to 
February 
2017 

Module One (max 5 
days) 
Topic: level one 
Irrigation Agronomy 
training on OFWM, 
ISFM, irrigated crop 
production and IPM 

1. Understand methods of improving OFWM practices to support farmers 

2. Understand method of irrigation with special focus on practical furrow lay out in order to support 
farmers 

4. Explain soil fertility status and challenges in Ethiopia  

5. Understand plant nutrition and their deficiency symptoms and treatment 

6. Create a nursery for vegetable crops 

7. Identification of pests (insects and diseases) of major irrigated crops in order to teach farmers. 

 
March to 
April 2017 

Job-Embedded Support 
(1 day)  
Topic: JES on the 
implementation of 
level one IA training on 
OFWM, ISFM, irrigated 
crop production and 
IPM 

1.  Understand furrow irrigation layout at field level and methods of improving OFWM practice concept in 
a one day workshop. 

2.    2. Woreda, DAs and farmers will be review nutrient deficiency symptoms and concept at field level  

3. Support Woreda expert and DA’s when they give nursery management training to farmers; when they 
provide practical support for farmers  on Seed bed preparation, soil and seed treatment, sowing and 
watering; and when they conduct nursery management demonstration 

4. Identify diseases and pests identification   

 
September 
to October 
2017 

Module Two (max 5 
days) 
Topic: level two 
Irrigation Agronomy 
training on OFWM, 
ISFM, irrigated crop 
production and IPM 

1. Understand crop water and irrigation water requirements of major irrigated crops  

2. Irrigation scheduling with practical demonstration in using plant observation method  and feel method 
of monitoring soil moisture 

3. Soil physical and chemical properties influencing soil fertility and Determination of nutrient status of 
soil and fertilizer needs 

4. Agronomic Practice of Selected Irrigated Crops Production 

5. Pest monitoring of major irrigated crops as a step for IPM approach 

6. Farmers Field School (FFS) as a tool for the implementation of IPM 
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When? Title of Intervention Competency Clusters (max 6 per module) 

November 
to 
December 
2017 
 

Job-Embedded Support 
(1 day) 
 
Topic: implementation 
of level two IA training 
on OFWM, ISFM, 
irrigated crop 
production and IPM 

1. Woreda, DAs and farmers will review irrigation scheduling at field level and crop water and irrigation 
water requirement for major irrigated crops concept in a one day workshop. 

2 woreda, DAs and farmers will be review fertilizer determination field and concept in a one-day 
workshop. 

3.   3. Support  Wereda  expert and DA’s  when they give  training for  farmers; provide practical support for 
farmers  on Agronomic practice of irrigated crop production( Land preparation, crop spacing, fertilizer 
application, harvesting); and when they conduct Agronomic practice demonstration 

4. Support woreda experts and DAs to support FFS groups to participate in systematic pest monitoring 

 
January to 
February 
2018 

Module Three (5 days) 
 
Topic: level three 
Irrigation Agronomy 
training on OFWM, 
ISFM, irrigated crop 
production and IPM 

1. Measurement of irrigation water quantity with practical demonstration on types of flow measurement 
methods 

2. Solving water shortage in the command area 

3. Soil fertility management (inorganic, organic fertilizer) interventions and Acid and saline soil formation 
and reclamation measures with the ability of practical demonstration on compost preparation at field 
level and application of new fertilizer and liming 

4. Harvesting and Post-Harvest handling techniques of Horticultural crops 

5. Application of IPM on major irrigated crops 

6. Pesticides and pesticide management  

March to 
May 2018 
 

Job-Embedded Support 
( 1 day) 
 
Topic: implementation 
of level three IA 
training on OFWM, 
ISFM, irrigated crop 
production and IPM 

1. Woreda, DAs and farmers will review on the measurement of irrigation water quantity at field level  
and  method of solving water shortage in the command area  concept in a one day workshop. 

2 Woreda, DAs and farmers will be review the inorganic and organic fertilizer usage and acid soil 
reclamation measure concept in a one-day workshop. 

3. Support  woreda expert and DA’s  when they give  training for  farmers, provide practical support to 
farmers and conduct demonstration on post-harvest handling technologies        

4. Support woreda experts and  DAs to improve the ability of pests (insects and diseases) and pesticide 
management 

 


